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How to stay compliant? 

If you are looking to hire a candidates and you want to conduct background checks it 
is essential that you comply by the FCRA guidelines and state specific laws. Keeping 
compliant is manditory and if issues in the process arise, they can lead to hefty fines and 
legal proceedings. Here are  a few steps that will help you become and stay compliant!

STEP ONE:

PROVIDE 
DISCLOSURE, 

WE’LL GET THE 
CONSENT

STEP TWO:

SEARCHES AND 
DATA

STEP THREE:

REVIEW AND 
SHARE

First Things First

Before we can start background searches, 
you are required to provide the applicant 
with a disclosure notifying them that a 
background search request will be issued 
and used as a basis for employment 
decisions. We then need you to provide us 
with basic infromation about the subject.

Consent

Once we have the applicant’s basic 
information, we will contact them and 
obtain a background search consent. This 
is done through our fully compliant online 
form or integrated text messaging service. 
Your candidate choses which is more 
convenient for them!

It Begins

Once we obtain a signed consent and 
additional required infromation from your 
applicant, we will begin our searches.

Let us handle it!

Handling sensitive and personal 
information is not easy and needs to be 
done very securely. Our in-house team of 
experts will collect the information for you 
and put it together into a clean and easy 
to read report.

Reports

A finished report will be sent back to the 
employer and an additional copy will be 
provided to the applicant. Depending on 
state law regulations, applicant’s in each 
state have a certain ammount of time to 
dispute the information contained in the 
report.

Why we do it that way?

Rather than sending the report to just 
the employer, we give applicants an 
opportunity to review and explain or 
debate information contained within 
the report. This way the candidate can 
act almost instantly if they believe 
the information contained is wrong or 
for some reason should not affect an 
employer’s hiring decision.
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STEP FOUR:

CAN I USE THE 
REPORT?

STEP FIVE:

FOUND 
SOMETHING 
YOU DON’T 

LIKE?

STEP SIX:

FINAL HIRING 
DECISION

For more information on compliance visit www.legalscreen.com/compliance or 
contact us via email: support@legalscreen.com

Review the results

The information contained in a report has 
to be reviewed in accordance to EEOC 
Guidance. It is a violation of this guidance 
and requirements under Title VII of the 
Civil Rights Act of 1964 to screen out 
minorities, and include bans on hiring 
individuals with a criminal history.

Let them explain

If the background search contains 
information about criminal history, 
LegalScreen allows the applicant’s to 
comment on the information and explain 
or dispute the results.

Not sure if you are going to 
hire?

As an employer deciding not to hire an 
applicant based on their bacground report 
results, you are legally required to initiate 
‘Adverse Action’ process.

Adverse Action, what!? We 
can help!

Once you receive a report from 
LegalScreen it is yours to review and 
make your decision. If you are not going to 
hire, we make it easy for you to start the 
Adverse Action process. On your report 
dashboard there is a one click button 
which allows you to take Adverse Action. 
Once you press the button, we will send 
out all the necessary documents to keep 
you fully compliant.

Made your mind up?

Once you make your final decision and the decision is not to hire an individual, you need to 
take Final Adverse Action. It’s a final step of letting an applicant know that you will not be 
pursuing their application further.

LegalScreen will keep you fully compliant throughout your hiring process. If you have any 
questions, feel free to contact us! We want whats best for you and your business.


