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CRIMINAL CONVICTION OR FOUNDED COMPLAINT OF CHILD ABUSE OR
NEGLECT OF APPLICANTS FOR EMPLOYMENT

Criminal history and child abuse record searches by use of fingerprints and
personal descriptive information submitted to the Central Criminal Records Exchange,
to the Federal Bureau of Investigation, and to Department of Social Services shall be
conducted of all persons offered employment with Loudoun County Public Schools.

A. Criminal Conviction Information Procedures

1. Applicants for employment, whether full-time or part-time, permanent or
temporary, will be advised that they will be required to submit to fingerprinting and
provide personal descriptive information and sign a statement before or at the time an
employment offer is made which authorizes Loudoun County Public Schools to have
criminal conviction and child abuse investigations performed and that satisfactory
outcome of the investigations is a condition of employment.

2. Applicants who omit convictions from the application form may be denied
employment for falsification of the application.

3. All verbal or written offers of employment will state that satisfactory
outcome of criminal conviction and child abuse investigations are conditions of
employment.

4. If the applicant refuses to submit to fingerprinting or provide personal
descriptive information and execute an authorization for the criminal conviction/child
abuse investigation, the application process will terminate.

5. All criminal record requests will be forwarded by Loudoun County Public
Schools to the Virginia State Police Department for processing.

6. If the response to the request indicates "No Criminal Record" or "No
Conviction Dates," it will be filed in the employee's personnel file.

7. Criminal history records received from the Virginia State Police or the FBI
will be reviewed by Human Resources and Talent Development.

8. Upon review of the criminal history record, a decision will be reached on
the employment eligibility of the subject of the record.
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B. Child Abuse Records

1. All child abuse record requests will be forwarded to the Department of
Social Services.

2. If the Department of Social Services central registry replies "no match,"
the form will be filed in the personnel file.

3. Child abuse records received from the Department of Social Services will
be reviewed by Human Resources and Talent Development. Upon review of the child
abuse record, a decision will be reached on the employment eligibility of the subject of
the record.

C. Personnel File. Any child abuse record reported by the Department of Social
Services or copy of the letter of disposition to the employee shall be retained in the
personnel file.

Excerpt from Title 28, CFR, Section 16.34 — Criminal Conviction Record:
If, after reviewing his/her criminal conviction record, the subject thereof believes that it
is incorrect or incomplete in any respect and wishes changes, corrections or updating of
the alleged deficiency, he/she should make application directly to the agency which
contributed the questioned information. The subject of a record may also direct his/her
challenge as to the accuracy or completeness of any entry on his/her record to the
FBI, Criminal Justice Information Services (CJIS) Division, ATTN: SCU, Mod. D-2,
1000 Custer Hollow Road, Clarksburg, WV 26306. The FBI will then forward the
challenge to the agency which submitted the data requesting that agency to verify or
correct the challenged entry. Upon the receipt of an official communication directly
from the agency which contributed the original information, the FBI CJIS Division will
make any changes necessary in accordance with the information supplied by that
agency.

[Former Regulation: 7-11]

Issued: 6/23/92

Revised: 6/22/93, 6/13/95, 7/1/97, 1/23/07, 10/27/15, 12/08/15
Current Revision: 4/4/22



