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About LegalScreen
WHO ARE WE?
We are tech savy licensed private investigators, conducting 
real background checks for over 25 years. We are not a 
technology company that simply resells you data.

OUR MISSION
Our mission is to become a leading bacground check provider on the market. Through our 
day-to-day work we strive to revolutionize and simplify the hiring process by, providing 
employers with trustworthy screening tools they can rely on. We focus on giving all applicants 
a fair and equal chance at finding employment and helping them improve the quality of their 
lifestyle.

OUR VISION
To help recruit and be recruited. Our vision is a more efficient hiring process leading to a 
lower rate of unemployment and improved quality of life for all.

OUR CORE VALUES
• Excellence and Spimplicity
• Grow & Learn
• Accuracy
• Customer Service Excellence
• Commitment and Drive
• Honesty
• Transparency
• Equality and Respect
• Efficiency
• Consistency
• Positive Contribution
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Introduction
This “Introduction to Background Checks” guide has been put together for you by 
LegalScreen. Our guide aims to educate and improve understanding of what background 
checks are, how they can be used in organization’s day-to-day operations and what legal 
obligations apply. It is a useful tool that can be used by all Human Resources within United 
States of America.

Understanding background checks can be difficult and picking the right search for your 
applicant and running the check  is even more challenging. We have prepared this guuide 
for you to use as a educational material and as a reference. Although many businesses 
run background checks on their applicants, a vast number of candidates still manage 
to hide their past from their employers. This is due to employers’ lack of knowledge and 
understanding of the background check options available to them.

This guide will help improve your understanding of background checks and will save you 
time. We give you all the information you need, with no need for to sit through hours of 
research and self-education. We have everything you need. You are welcome!



Background Checks
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IMPORTANCE
Background checks are a very important part of the hiring process and day-to-day 
business operations. Although they are done daily, many employers and Human Resource 
departments still do not fully understand the differencesss, needs and legal obligations of 
bacground checks. Many employers neglect the results of background checks and many 
candidates still get away with hiding their past. 

When conducted properly, background checks can help businesses hire the most qualified 
and suited candidates and minimize risk of fraud, theft and work related incidents.

APPLICANT FRAUD?
Job market is a very competative place, and finding employment is not as easy as we 
would like it to be. Due to the high level of competition between applicants for positions 
in businesses, many candidates misreport their qualifications, professional experiances 
and try to hide away their encounters with the law. However, aplicants do not see it as a 
misreporting, but more of bending the truth to seem more appealing to potential employers. 
Applicant or job fraud is a purpuseful act of trying to provide inaccuracies and misreports 
during hiring and interview process to seem more suited for the position.

It might not seem so obvious, but being a victim of job fraud can lead the business to 
unforseen issues, fines and legal proceedings. Not knowing the truth about your new 
employee can put your employees and customers in danger, lead to theft and financial 
dificulties. It is in your interest to verifiy the information provided by your applicant. You 
can verify the information through a compliant and trusted background check. You can 
customize check in order to only find out the information you require.

NOT SURE WHAT BACKGROUND CHECKS ARE?
Legal investigation into an individual’s past is what is known as a background check. 
Background cheks can be ran by individuals and businesses. Individuals can run checks 
on themselves to determine what information an employer can see on the report and 
businesses can run checks on applicants and current employees to determine their past 
and suitability for the position they apply for or hold. 

IMPORTANT: For businesses it is not as simple as ordering and runing a background checks. 
Companies are required to comply by state laws and Fair Credit Reporting Act guidelines. 
Lack of compliance can result in six figure high fines and legal proceedings against the 
company. It is essential that the company has a set compliant process or uses a compliant 
background screening service such as LegalScreen.

HOW CAN SCREENING HELP YOUR BUSINESS?
First of all, it can help prevent earlier mentioned applicant fraud. Background checks aid the 
hiring process from the employers perspective, they give an insight into the applicant’s past. 
You can confirm a lot of information provided by the applicant to make sure everyhthing 
they tell you is true to fact. If something is misreported or missing, you can find it out! It is 
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crucial that you know your candidates befor you hire and you do not miss out on a better 
one!

Background searches can also help you assess the suitability of the candidate for the job. 
They allow you to find out information about applicant’s credit history, criminal records and 
many more. If you are hiring for a high up financial position in a bank you might not want to 
hire a candidate with a really bad credit history and criminal record containing convictions 
for fraud and robbery. 

Background checks are a really useful tool that can help you pick out the most 
suitable candidates for your business! 



Compliance



9

Compliance is not something that should be taken lightly and be neglected when runing 
background chekcs. There are state enforced laws and the Fair Credt Reporting Act (FCRA) 
which regulate the hiring process. Employers and Consumer Reporting Agencies (CRA) 
such as LegalScreen are required to comply with these laws and guidelines.

FCRA regulations are in place to avoid discrimination and protect employee privacy rights. 
These regulations allow employers to only obtain relevant and accurate inormation about a 
candidate’s past.

Further regulations are applied by state laws. Depending on which state you are hiring 
in, there are different requirements for obtaining background checks and credit reports. 
Additionally, CRAs might only be permited to report on information of certain age. To find out 
more about state specific laws and regulations, visit www.leglascreen.com/compliance/
by_state.

SO HOW DO YOU STAY COMPLIANT?
Staying compliant can be challenging and if you are unfamilar with the laws and regulations 
it can also be stressful and daunting. That is why we are here to help. Follow our guidance 
to ensure you fit all the guidelines.

1. WRITTEN DISCLOSURE. You need to notify your candidates that they are going to be 
required to consent to a background check screening. In the notice you need to explain 
the reason for screening and that the results of the background search may affect the 
decision regaring hiring, retention or promotion.

2. CANDIDATE’S CONSENT. Your candidate needs to understand the information they 
received and has to sign a written consent.  A verbal consent does not count as there is 
no proof of it in case it was needed. 

3. INFORMATION. Candidates need to be fully aware of their right to request information 
about the CRA used for the background search and their rights under FCRA and state 
laws.  

4. SCREEN YOUR CANDIDATE. Once everything is in place and you have a copy of all the 
documents, you can issue a background check request to one of the third party agency. 
They will screen our applicant and will return a report when completed. 

5. REVIEW THE REPORT. Once you are in a possesion of a background check you can 
review the results. You are required to provide a copy of the report to your candidate if 
one is requested.  

6. MAKE YOUR DECISION. You can make your decision. If you review the background 
check and deem that the candidate is not suitable for the role based on the information 
contained within the report you have to follow additional steps in order to keep you 
FCRA compliant. 

7. PRE-ADVERSE ACTION NOTICE. Notify your candidate that their application is under 
further review due to the information contained in the report. Explain candidate’s right 
to dispute the results or explain them. Allow the candidate at least five working days 
to dispute their results.Allong with the Pre-Adverse Action Notice attach a copy of the 
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candidate’s report and ‘the summary of your rights under FCRA”. 
8. ALLOW TO DESPUTE AND/OR EXPLAIN. If your candidate decides to dispute or explain 

the results you are obligated to allow them to do so. 
9. REVIEW THE DISPUTE OR EXPLANATION. In a case of a mistake or a quiry being raised 

in regards to a record, a CRA can reivestigate the results and provide an updated copy 
of the report to both aplicant and employer. 

10. ADVERSE ACTION NOTICE. If your decision has not changed and you are going ahead 
with not hiring the candidate you are required to send out the Adverse Action Notice. The 
notice has to explain that following the background check you will not be considering 
the candidte further and that the decision was made by the hiring company and not 
the CRA. More information about Adverse Action notices can be found on our resources 
page; www.legalscreen.com/compliance.



Identity Verification
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KNOW WHO YOU HIRE
If you are looking to verify your applicant’s, employee’s or tennant’s identity, Social 
Security Number Trace is the most effective way of verifying someone’s identity. This 
search determines if your associates are who they claim they are and prevent identity 
theft and fraud.

Identity verification ensures that the information provided by your candidate or tennant 
on their application is true and matches all previous records associated with the Social 
Security Number (SSN) and name provided by the applicant.

Identity Verification search includes:
• Social Security Number Verification
• Name Verification
• Address History



Criminal and Civil Records
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WHAT IS A CRIME? AND WHY DO I NEED TO KNOW ABOUT IT?
Act of crime is an offence punishable by law and is subjected to prosecution by state. A 
criminal check provides information about felonies and misdeameanors on an individual’s 
criminal record history. Included in the chack are information about incident dates, sentence 
dates and length, and available court case documentation.

Criminal record checks are the most common background checks. As an employer you 
might want to consider screening your candidates’ and employees’ criminal history records 
to determine their criminal past. In a work environment you want to make sure all your 
employees are safe and not subject to any unnecessary risk. You also want to make sure the 
finances and operations of your business are not affected and subject to fraud and theft.

LegalScreen provides Criminal and Civil Record Checks conducts criminal checks on 
different levels. We provide county, state, national and federal criminal record checks as 
well as county and federal civil record searches. So it is really up to you how in depth with 
the information you want to go. 

COUNTY CRIMINAL RECORDS CHECK
This search provides information on felony and misdemeanor criminal cases from a county 
database and includes records of charges, dates and sentence dates and length.

STATE CRIMINAL RECORDS CHECK
Wider search on state level to go along with the county criminal record search. It gives you a 
deeper insight into your candidate’s criminal history. We screen your applicants in all states 
they lived in based on their address history. 

NATIONAL CRIMINAL RECORDS CHECK
This search allows you to obtain criminal record information on  the national scale! We look 
through all counties and states to ensure a thorough screening of your applicant giving you 
all the information available about their criminal history.

FEDERAL CRIMINAL RECORDS CHECK
If you need to know if your applicant violated a federal law this is the search you want. We 
look through all the databases containg federal judgments and provide you with court case 
information and sentence dates and length. 

COUNTY AND FEDERAL CIVIL RECORDS CHECK
Need an insight into your subject’s civil records? We can provide you with civil informations 
from Superior and Municipal courts in counties and states across United States. 



Drug Testing
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CONSIDER SCREENING YOUR EMPLOYEES
Drug screening your candidates and current employees is completely up to you in terms 
of when you want to do it and what you want to test them for. All you need is their written 
consent and authorization.

There are many benefits to drug testing individuals in a work place. Many employers believe 
that it helps prevent certain work related issues that may arrise due to drug use. Issues such 
as violence, accidents, theft, decrease in productivity and behavioural problems have been 
strongly linked to drug abuse by workers. Having the right policy in place allows you to have 
zero tolerance for drugs in the workplace and gives you an ability to test your candidates 
and employers sporadically (given you have their written consent). 

LegalScreen offers three different levels of drug tests. 4-Panel, 5-Panel and 10-Panel tests 
are available. They differ in what they test for, however the method is always the same. 
Your candidate or employee will have to give a written authorization and consent before 
atending a pre-scheduled lab session. At the lab, they will need to provide a urine sample 
which will hten be tested for presence of drugs and narcotics. 

4-Panel 5-Panel 10-Panel

Cocaine + Marijuana + Methadone

Opiates + Proxyphene

Amphetamine + Methaqualone

Phencyclidine + Benzodiazephines

+ Bariturates



Credit Checks
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WHY WOULD YOU CHECK CREDIT?
Credit checks can help employers determine which candidates are right for the position in 
question. Credit checks help reduce risk of fraud, theft and embezzelment. Most employers 
assess candidates’ long term credit history, but only limit checks to positions of higher 
authority including, managerial positions, inancial positions and executive positions.

WHAT TO CONSIDER IN TERMS OF STATE AND FEDERAL LAWS?
Employers wanting to obtain a candidate’s credit history report have to obide by the FCRA 
compliance guidelines. These guidelines require employers to obtain a consent form from 
the applicant before issuing a credit check request. In addition, the candidate must be 
given an opportunity to dispute and/or explain their credit report results before the final 
hiring decision is made.

WHAT INFORMATION DO YOU RECEIVE?
Credit checks are highly regulated by the FCRA and state laws which determine what 
information can be included on credit reports and how old the information can be. Credit 
checks include candidate’s employment information, credit inquiries, credit payments, legal 
activity, credit history and bankruptcies. They however, do not include, credit scores and 
bank balances. 

SO WHAT IF YOU DON’T WANT TO HIRE ANYMORE?
If you received the results, noticed some red flags and have decided you might not want 
to hire the candidate, here are a few things you need to do. If you decide not to hire after 
receiving a credit check you have to ensure you stay compliant with the Fair Credit Reporting 
Act and state specific laws, neglecting the guidance and breaching laws can lead to hefty 
fines and legal prceedings. 

To stay compliant:
• Send a “Pre-Adverse Action Notice” to your candidate explaining that their application is 

under further review, attach a copy of the report and a copy of “The Summary of Rights 
Under the FCRA”, allow the candidate a minimum of a week (5-working days) to explain 
or dispute their report and the information contained.

• If you would like to proceed with not hiring the candidate, send out an “Adverse Action 
Notice”. Explain to the  candidate that due to the information contained in the report, 
you are unable to proceed further with their application and that the consumer reporting 
agency (CRA) such as LegalScreen did not make this decision and can not explain why the 
decision was made. Provide information on how to dispute the results and information 
contained and notify of a 60 day period where a free copy of the report can be obtained 
from the CRA.



Sex Offender Registry Check
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NEED TO KNOW IF YOUR APPLICANT IS A REGISTERED SEX OFFENDER?
We want to provide you with the most accurate information so that you don’t have to worry 
about a person you want to hire. Our Sex Offender Registry search will provide you with 
information from each state about the applicant’s history and current status.

Sex offender registry has almost 750,000 people registered in the U.S. alone. It is essential 
that this check is conducted in certain industries. Jobs which deal with children are strongly 
recommended to include this search and in certain states are required by national and state 
laws. This check is recommended to any business that deals with children and parents. 
Even if the job is not directly with children, sceening your candidates and employees can 
give customers a piece of mind and grow trust.



Terrorist Watch List Check
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YOU JUST CAN’T TAKE A CHANCE
In this day and age it is important to rule out any, even the most unlikely posibility of one 
of your candidates or current employees being a part of a terorrist group or registered on 
the global terorrist watch list. United States has it’s own database of individuals known 
to the authorities and registered on the terorrist watchlist. This database consists of drug 
traffickers, active members of terorrist organizations and weapon trafickers. 

As an employer looking to hire, you want to rule out the posibility of your candidates being 
included on the list and becoming a danger to the business, other employees and public. 
This check should not be taken lightly and when neglected can lead to serious legal troubles 
for the company. 



Employment and Education 
Verification
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EMPLOYMENT VERIFICATIONS
Employment verification is one of the key components of the application process - we get 
that! LegalScreen can provide you with information about previous employers including 
start and end dates, salary received, job title and where available reason for leave.When you 
are looking to hire an applicant for a job position within your company, you want to know 
that they have the experience they claim they have. Missing out on a better candidate could 
be crucial and detrimental to your operations.

EDUCATION VERIFICATIONS
If you want to verify a candidate’s degree or qualifications, we can help you confirm degrees 
received, and dates and institutions of study. Can you really believe your applicant about 
their education just from reading their Resume or CV? A unverified source? It is very easy 
for applicants to lie about their degrees and institutions attended therefore we want to 
help you determine the accuracy of these claims. Your applicant might not be what you 
expected and could hoave a negative impact on your business.

PERSONAL OR PROFESSIONAL REFERENCE CHECKS
We can help you get a reference for a candidate. We can do it for you or we can use your 
questions - its up to you, but we are here to help! Having someone’s opinion about your 
applicant can boosttheir chances of getting into employment and can help you get a etter 
idea about what they are like outside of their academic and employment achievements.



Motor Vehicle Check
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HOW SAFE AND RESPONSIBLE IS YOUR CANDIDATE?
Your candidate’s driving record can tell you a lot about your applicant. Conducting a motor 
vehicle check will give you an insight into your candidate’s driving history while at the same 
time help you confirm their basic personal information such as name, date of birth and 
current address.

Why should you screen? Well, do you really want someone who accumulates tickets, gets 
into accidents and breaks motoring laws when they should be responsible and collected on 
the road to work for your company? This check might be even more applicable to you if the 
position in question is closely related to and involves motor vehicles. In positions such as a 
school bus driver, delivery courier and truck driver, a clean motor vehicle history is essential. 
Having trust that your driver is safe on the road and will not endanger others is key and will 
minimize risk of unwanted accidents, legal issues and proceedings against your business. 



Some Helpful FAQs
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How do I use my LegalScreen account?
Our accounts are secure and simple to use web portals where you can manage orders 
and view your reports. To set up an account we just need your business information and 5 
minutes of your time. On your dashboard you can pick searches and packages you would 
like to choose for your applicants/employees or tenants.

How do I order screening services and what do I need?
Very easy, simply chose a package you want via the web portal and provide us with your 
applicant’s name, email and phone number! – WE DO THE REST!

Can I order à la carte screenings?
Yes, we offer a range of screenings services through packages and add-ons however, if our 
packages do not suit your needs and you would like to have a custom package/order made 
for you, you can contact us via our Customized Quote page.

How long does it take to get started? What is required to get up and running?
Setting up your account can take up to one business day. In order to have the account set 
up properly, you will need to decide on what kind of account you need – our sales team can 
help you with setting up your account. We will then need certain documents from you and 
your business to get you verified as a authorized account member allowed to access and 
review consumer reports.

If you require same day verification, you can call our support team who will attempt to verify 
your account as you wait.

How long do background checks take?
Background searchers are never instant. In-depth background checks take about two 
business days however in some cases this period can be extended to up to a few weeks 
dependent on courts that are being searched and processing times in a given courthouse.

Where do our information come from?
LegalScreen has access to large amount of data sources not limited to, national criminal 
database, state sex offender registries, state DMV, the Federal Court PACER system and 
courthouses in all states in the United States.

What are county and DMV pass-through fees?
Roughly 10 percent of all counties in the United States incur a record access fee. This fee 
is mandatory when conducting a criminal or/and civil records searches and vary by county. 

DMVs in each state charge a motor vehicle records access fee. The amount charged varies 
by state. 

If ordered as a package, LegalScreen passes through both of these fees without additional 
charges.
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Can LegalScreen run background checks on minors?
No, we cannot disclose any information about subject who are not over 18 years old.

Can LegalScreen run background checks on individuals without a Social Security 
number?
For employment screening we require SSN, as individuals legally need this number to work in 
the US. Only full Motor Vehicle Records can be obtained without SSN. For tenant screening, 
SSN is required but if unknown, we can report on everything but credit. We can investigate 
into all information with no SSN for an additional surcharge.

Can I partner with LegalScreen?
We are a business that continuously looks to grow and improve our customer relationships. 
If you would like to partner with us, please contact our Sales Team by phone or email - LET’S 
GET TOGETHER!



Learn More
Need more information about compliant background checks? Visit our 
www.legalscreen.com website and browse through our content and resources. Need to 
ask a question? contact us via our contact page. 

Want to keep up-to-date with our social content? Join us on our social media accounts! 

@legalscreen /legalscreen legalscreen legalscreen @legalscreen
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