Background Checks

After the appropriate authorizations have been obtained, XXXXXX School will conduct background checks on all prospective employees. Once an offer for employment has been made and before a person may commence work at PDS, the background check must be completed and approved by the Headmaster.

There are two categories of background checks. All prospective employees will have the following items included in their background checks:

Driver History (DMV)

Criminal Record

Applicant Name Verification (I-9) / Fraud Database

Past Address Report

Sex Offender Register

All prospective faculty, administrators, office personnel, administrative assistants and other designated persons will have the following additional items included in their background checks:

Educational Degree Verification (when applicable)

Credit Profile Report

Professional License Report (when applicable)

Current employees are subject to periodic background checks based on the following criteria:

Key administrative personnel and staff will have a background check completed no less than once every three years. These employees include but are not limited to the Headmaster, Assistant Headmaster for Finance and Management, Assistant Headmaster for Development, Controller, all business office personnel, School Store Manager and other Store employees, other administrators whose annual budget responsibility is in excess of $25,000 per fiscal year.

All other employees not included above are subject to periodic background checks. It is anticipated that approximately 10% of all employees will have a background check completed every year.

Employees with a CDL are subject to random drug and alcohol testing as required by law. In addition, these individuals will have driver history and Criminal record checks completed no less than once every five years.

