
BACKGROUND SCREENING & 
PRE-EMPLOYMENT REQUIREMENTS 

Inaccurate, incomplete, and/or unreliable information will interrupt, delay, or otherwise adversely 
affect timely, successful completion of background screening and clearance. 

Employment will not be finalized until the above items have been deemed completed by Human 
Resources. 

Great Hearts Human Resources 
Yesenia Montanez, HR Intern 

Lisa San Miguel, HR Coordinator 
Christina Miller, HR Coordinator 
Denise Hamicha, HR Coordinator 
Lindsay Nelson, HR Coordinator 

Lauri Myracle, Benefits Coordinator 
Lea-Ann Reikes, HR Director 

HR Phone: 602-438-7045, Option 7 
HR Fax: 602-759-8618 

3102 N. 56th Street, Suite 300 Phoenix, AZ 85018

☑ REQUIREMENT DUE DATE DETAILS/INSTRUCTIONS

Fingerprint Clearance Status ASAP

HR administers fingerprinting at 
the Great Hearts office. 

If you already possess an Arizona 
Department of Public Safety IVP 
Fingerprint Clearance Card, 
email or fax a copy to HR. 

Form: Consent to Conduct 
Background Check 
(Attached)

ASAP Submit by email or fax to HR. 

Form: Telephone Reference 
Contact List (ATTACHED) ASAP Submit by email or fax to HR.

Online Application with 
Resume ASAP

Proceed to GreatHeartsAZ.org, 
click on Careers, and search job 
openings. Completed the online 
application for Athletic Coaches.  

REV. 10.10.2013 LN 



  CONSENT TO CONDUCT BACKGROUND CHECK 
Inaccurate, incomplete, and/or unreliable information will interrupt, delay or otherwise adversely affect timely, successful 

completion of background screening and clearance. 
PROSPECTIVE JOB TITLE & ACADEMY: PROSPECTIVE EMPLOYMENT START DATE: 

LEGAL NAME (First, Middle, Last): YOUR EMAIL ADDRESS: 

OTHER NAMES & ALIASES USED (Birth Name, Maiden Name, etc.): HOME PHONE: CELL PHONE: 

SOCIAL SECURITY NUMBER:     DATE OF BIRTH:     

CURRENT STREET ADDRESS: 

CITY: STATE: ZIP CODE: 

Please list every City/State/County where you have lived within the past 7 years (please attach paper if additional space is needed): 

1. __________________________________________________________________ 3. ____________________________________________________________

2. __________________________________________________________________ 4. ____________________________________________________________

I, __________________________________, have applied for employment, been placed for employment, or have independently contracted with Great 
Hearts Academies, or a member school/subsidiary corporation of Great Hearts Academies (GHA). I understand that in order for GHA to determine my 
eligibility, qualifications, and suitability, GHA will conduct a background investigation. This investigation may include asking my current employer, any 
former employer, and any educational institution I have attended about my education, training, experience, qualifications, job performance, 
professional conduct, and evaluations, as well as confirming my dates of employment or enrollment, position(s) held, reason(s) for leaving employment, 
whether I could be rehired, reasons for not rehiring (if applicable), and similar information.  

I hereby give my consent for any employer or educational institution to release any such information requested in connection with this background 
investigation. I release, hold harmless, and agree not to sue or file any claim of any kind against any current or former employer or educational 
institution, and any officer or employee of either, that in good faith furnishes accurate oral references requested by GHA to complete its background 
investigation. Background investigation may be conducted at any time after receipt of this authorization and, if hired, throughout employment. 
According to the Family Educational Rights and Privacy Act (FERPA), I understand that I have a right to see most educational records that are maintained 
by any educational institution.  

I understand that the nature of employment/placement/classification with GHA, since it may include working with and/or around children, demands a 
thorough and specific search for any criminal records which may exist in my history. I acknowledge that the issuance of an Arizona Fingerprint Clearance 
Card or completion of a Fingerprint Check is a condition of employment depending on my classification within GHA (as required by State Law), and 
recognize that this involves a search of State of Arizona and FBI national criminal records.  I authorize GHA to report and obtain information from the 
Arizona Department of Public Safety with regard to the status of my fingerprint clearance. If applicable, I hereby give my consent to GHA to open 
correspondence sent to their central office, addressed to me, from the Arizona Department of Public Safety regarding the status of a Fingerprint 
Clearance Card application and/or potential subsequent correspondence related to the validity of my Fingerprint Clearance Card.  I acknowledge that 
GHA may conduct additional research into State or National criminal records, with or without the aid of a consumer reporting agency, and hereby give 
permission for GHA to conduct such research. I acknowledge receipt of the summary of your rights under the Fair Credit Reporting Act (FCRA). According 
to the FCRA, I understand that I shall be notified promptly if negative information listed in any report from a consumer reporting agency may be factor in 
denying employment. GHA further secures that my social security number will be held highly confidential, and used only for employment eligibility 
verification (if applicable), secure criminal background checks, and (upon employment) relevant payroll tax documents.  

SIGNATURE: _______________________________________________________ 
(A photocopy or facsimile copy of this form that shows my signature shall be as valid as an 
original) 

DATE: _________________________________ 



Para información en español, visite www.consumerfinance.gov/learnmore o escribe a la 
Consumer Financial Protection Bureau, 1700 G Street N.W., Washington, D.C. 20552 

A Summary of Your Rights Under the Fair Credit Reporting Act 

The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of 
information in the files of consumer reporting agencies. There are many types of consumer 
reporting agencies, including credit bureaus and specialty agencies (such as agencies that sell 
information about check writing histories, medical records, and rental history records). Here is a 
summary of your major rights under the FCRA. For more information, including information 
about additional rights, go to www.consumerfinance.gov/learnmore or write to: Consumer 
Financial Protection Bureau, 1700 G Street N.W., Washington, D.C. 20552. 

• You must be told if information in your file has been used against you. Anyone who uses a
credit report or another type of consumer report to deny your application for credit, insurance, or 
employment - or to take another adverse action against you - must tell you, and must give you the 
name, address and phone number of the agency that provided the information. 

• You have the right to know what is in your file. You may request and obtain all the
information about you in the files of a consumer reporting agency (your "file disclosure"). You will 
be required to provide proper identification, which may include your Social Security number. In 
many cases, the disclosure will be free. You are entitled to a free file disclosure if: 

• A person has taken adverse action against you because of information in your credit
report; 
• You are the victim of identity theft and place a fraud alert in your file;
• Your file contains inaccurate information as a result of fraud;
• You are on public assistance;
• You are unemployed but expect to apply for employment within 60 days.

In addition, all consumers are entitled to one free disclosure every 12 months upon request 
from each nationwide credit bureau and from nationwide specialty consumer reporting 
agencies. See www.consumerfinance.gov/learnmore for additional information. 

• You have the right to ask for a credit score. Credit scores are numerical summaries of your
credit-worthiness based on information from credit bureaus. You may request a credit score from 
consumer reporting agencies that create scores or distribute scores used in residential real 
property loans, but you will have to pay for it. In some mortgage transactions, you will receive 
credit score information for free from the mortgage lender. 

• You have the right to dispute incomplete or inaccurate information. If you identify
information in your file that is incomplete or inaccurate, and report it to the consumer reporting 
agency, the agency must investigate unless your dispute is frivolous. See 
www.consumerfinance.gov/learnmore for an explanation of dispute procedures. 

• Consumer reporting agencies must correct or delete inaccurate, incomplete or unverifiable
information. Inaccurate, incomplete or unverifiable information must be removed or corrected, 
usually within 30 days. However, a consumer reporting agency may continue to report information it 
has verified as accurate. 

http://www.consumerfinance.gov/learnmore
http://www.consumerfinance.gov/learnmore
http://www.consumerfinance.gov/learnmore
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• Consumer reporting agencies may not report outdated negative information. In most
cases, a consumer reporting agency may not report negative information that is more than 
seven years old, or bankruptcies that are more than 10 years old. 

• Access to your file is limited. A consumer reporting agency may provide information about
you only to people with a valid need - usually to consider an application with a creditor, insurer, 
employer, landlord, or other business. The FCRA specifies those with a valid need for access. 

• You must give your consent for reports to be provided to employers. A consumer
reporting agency may not give out information about you to your employer, or a potential 
employer, without your written consent given to the employer. Written consent generally is not 
required in the trucking industry. For more information, go to 
www.consumerfinance.gov/learnmore. 

• You may limit "prescreened" offers of credit and insurance you get based on
information in your credit report. Unsolicited "prescreened" offers for credit and insurance 
must include a toll-free phone number you can call if you choose to remove your name and 
address from the lists these offers are based on. You may opt-out with the nationwide credit 
bureaus at 1-888-5-OPT-OUT (1-888-567-8688). 

• You may seek damages from violators. If a consumer reporting agency, or, in some
cases, a user of consumer reports or a furnisher of information to a consumer reporting 
agency violates the FCRA, you may be able to sue in state or federal court. 

• Identity theft victims and active duty military personnel have additional rights. For
more information, visit www.consumerfinance.gov/learnmore. 

States may enforce the FCRA, and many states have their own consumer reporting 
laws. In some cases, you may have more rights under state law. For more information, 
contact your state or local consumer protection agency or your state Attorney 
General. 

For more information about your federal rights, contact: 

TYPE OF BUSINESS: CONTACT: 

1.a. Banks, savings associations, and credit 
unions with total assets of over $10 billion 
and their affiliates. 

b. Such affiliates that are not banks, savings
associations, or credit unions also should list 
in addition to the CFPB: 

a. Consumer Financial Protection Bureau
1700 G Street NW 
Washington, DC 20552 

b. Federal Trade Commission: Consumer
Response Center – FCRA 
Washington, D.C. 20580 
(877) 382-4357 

2. To the extent not included in item 1 above:

a. National banks, federal savings
associations, and federal branches and federal 
agencies of foreign banks 

a. Office of the Comptroller of the Currency
Customer Assistance Group 
1301 McKinney Street, Suite 3450 
Houston, TX 77010-9050 

http://www.consumerfinance.gov/learnmore
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b. State member banks, branches and
agencies of foreign banks (other than federal 
branches, federal agencies, and insured state 
branches of foreign banks), commercial 
lending companies owned or controlled by 
foreign banks, and organizational operating 
under section 25 or 25A of the Federal 
Reserve Act 

c. Nonmember Insured banks, Insured State
Branches of Foreign Banks, and insured state 
savings associations 

d. Federal Credit Unions

b. Federal Reserve Consumer Help Center
P.O. Box 1200 
Minneapolis, MN 55480 

c. FDIC Consumer Response Center
1100 Walnut Street, Box #11 
Kansas City, MO 64106 

d. National Credit Union Administration
Office of Consumer Protection (OCP) 
Division of Consumer Compliance and Outreach 
(DCCO) 
1775 Duke Street 
Alexandria, VA 22314 

3. Air carriers Asst. General Counsel for Aviation Enforcement 
& Proceedings 
Aviation Consumer Protection Division 
Department of Transportation 
1200 New Jersey Avenue, SE 
Washington, DC 20590 

4. Creditors Subject to Surface Transportation
Board 

Office of Proceedings, Surface Transportation 
Board 
Department of Transportation 
395 E Street S.W. 
Washington, DC 20423 

5. Creditors Subject to Packers and Stockyards
Act, 1921 

Nearest Packers and Stockyards Administration 
area supervisor 

6. Small Business Investment Companies Associate Deputy Administrator for Capital 
Access 
United States Small Business Administration 
409 Third Street, SW, 8th Floor 
Washington, DC 20416 

7. Brokers and Dealers Securities and Exchange Commission 
100 F St NE 
Washington, DC 20549 

8. Federal Land Banks, Federal Land Bank
Associations, Federal Intermediate Credit 
Banks, and Production Credit Associations 

Farm Credit Administration 
1501 Farm Credit Drive 
McLean, VA 22102-5090 

9. Retailers, Finance Companies, and All
Other Creditors Not Listed Above 

FTC Regional Office for region in which the 
creditor operates or Federal Trade Commission: 
Consumer Response Center - FCRA 
Washington, DC 20580 
(877) 382-4357 

Summary of Your Rights Under the Fair Credit Reporting Act – Rev. Eff. January 1, 2013 



 

 

Federal law requires employers to complete Form I-9 to document verification of the identity 
and employment authorization of each new employee. 

Newly hired employees must complete and sign Section 1 of Form I-9. Newly hired employees 

must provide documentation to show evidence of identity and eligibility to work in the United 

States no later than the first day of employment. A list of acceptable documents is provided on 

page 2. 

Employers must complete section 2 by examining evidence of identity and employment 

authorization within 3 business days of the employee’s first day of employment. 

 

An authorized representative from Great Hearts Human Resources must physically examine one 

document from List A or examine a combination of one document from List B and one 

document from List C. A list of acceptable documents is provided on page 2. The Form I-9 will 

be made available in-person. 

Some examples of acceptable documents include but are not limited to (copies will not be 

accepted): 

o A valid U.S. passport (List A) or 

o A permanent resident card (List A) or 

o A valid driver license (List B) and social security card (List C) or 
o A Native American tribal document (List B) and U.S. birth certificate (List C) or 

o A valid driver license (List B) and Employment authorization document issued by 

the Department of Homeland Security (List C) 

Schedule an appointment with Great Hearts Human Resources to complete this requirement.  

Great Hearts Human Resources 

3102 N. 56th Street Suite 300 (2nd floor) 

Phoenix, AZ 85018 

Email: HR@greatheartsaz.org 

Phone: 602-438-7045 ext. 7 

 

You may also obtain information about Form I-9 from USCIS Web site at www.uscis.gov/I-

9Central. 

INSTRUCTIONS FOR EMPLOYMENT ELIGIBILITY VERIFICATION (FORM I-9) 

mailto:HR@greatheartsaz.org
http://www.uscis.gov/I-9Central
http://www.uscis.gov/I-9Central


 

 

 

 

 

 

An authorized representative from Great Hearts Human Resources must physically examine one document 
from List A or examine a combination of one document from List B and one document from List C.  

ALL DOCUMENTS PRESENTED MUST BE UNEXPIRED. 
 

LIST A 
Only one document from this 

list is required 

 

1) U.S. Passport or U.S. Passport Card 
2) Permanent Resident Card or Alien 

Registration Receipt Card (Form I-
551). 

3) Foreign Passport that contains a 
temporary I-551 stamp or 
temporary I-551 printed notation 
on a machine readable immigrant 
visa. 

4) Employment authorization 
document that contains a 
photograph (Form I-766). 

5) For a nonimmigrant alien 
authorized to work for a specific 
employer because of his or her 
status: 

a. Foreign passport; and 
b. Form I-94 or Form I-94A that 

has the following: (1) The 
same name as the passport; 
and (2) An endorsement of 
the alien's nonimmigrant 
status as long as that period 
of endorsement has not yet 
expired and the proposed 
employment is not in conflict 
with any restrictions or 
limitations identified on the 
form. 

6) Passport from the Federated States 
of Micronesia (FSM) or the Republic 
of the Marshall Islands (RMI) with 
Form I-94 or Form I-94A indicating 
nonimmigrant admission under the 
Compact of Free Association 
Between the United States and the 
FSM or RMI. 

1) Driver’s license or ID card 
issued by a State or outlying 
possession of the United 
States provided it contains a 
photograph or information 
such as name, date of birth, 
gender, height, eye color 
and address. 

2) ID card issued by federal, 
state or local government 
agencies or entities, 
provided it contains a 
photograph or information 
such as name, date of birth, 
gender, height, eye color 
and address. 

3) School ID card with 
photograph or information 
such as name, date of birth, 
gender, height, eye color, 
and address. 

4) U.S. Military card or draft 
record.  

5) Military dependent’s ID card 
6) U.S. Coast Guard Merchant 

Mariner Card. 
7) Native American tribal 

document. 
8) Driver’s license issued by a 

Canadian government 
authority. 
*FOR PERSONS UNDER AGE 18 
WHO ARE UNABLE TO 
PRESENT A DOCUMENT LISTED 
ABOVE: 

9) School record or report card. 
10) Clinic, doctor, or hospital 

record. 
11) Day-care or nursery school 

record. 

1) A Social Security Account 
Number card, unless the 
card includes one of the 
following restrictions: 
-Not valid for 
employment 
-Valid for work only with 
INS authorization 
-Valid for work only with 
DHS authorization 

2) Certification of birth 
abroad issued by the 
Department of State 
(form FS-545) 

3) Certification of report of 
birth issued by the 
Department of State 
(form DS-1350) 

4) Original or certified copy 
of birth certification 
issued by a state, county, 
municipal authority, or 
territory of the United 
States bearing an official 
seal. 

5) Native American tribal 
document. 

6) U.S. Citizen ID card (Form 
I-197) 

7) Identification card for 
use of resident citizen in 
the United States (Form 
I-179) 

8) Employment 
authorization document 
issued by the 
Department of 
Homeland Security. 

LIST B 
One document from this list AND 

from List C 

 
 

LIST C  

One document from this list 
AND from List B 

 

OR AND 
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*REQUIRED FIELDS 

 

TELEPHONE REFERENCE CONTACT LIST 
 
Inaccurate, incomplete, and/or unreliable information will interrupt, delay, or otherwise adversely affect timely, successful 

completion of background screening and clearance.  

*LEGAL NAME: 
 
 
 

*YOUR EMAIL ADDRESS: 
 
 

*PROSPECTIVE JOB TITLE & ACADEMY: 

 
*REFERENCE 1 - CURRENT SUPERVISOR  

*NAME: 

*EMAIL ADDRESS: 

*COMPANY & JOB TITLE: 

*CONTACT PHONE: 

COMMENTS (please include reference availability): 

 
*REFERENCE 2    
*NAME: 

*EMAIL ADDRESS: 

*COMPANY & JOB TITLE: 

*CONTACT PHONE: 

COMMENTS (please include reference availability): 

 
REFERENCE 3 
NAME: 

EMAIL ADDRESS:   

COMPANY & JOB TITLE: 

CONTACT PHONE: 

COMMENTS (please include reference availability): 


