ESSEX Background Check Process

1. The district will identify the person and alternate in the district who is authorized to forward waiver forms to ESSEX for processing.  This person will also receive the results.

2. The district will develop a process for decision making in the event that adverse information is received in a report on an individual.

3. The district will determine how payments will be made for the background checks on individuals within the district.   No background checks will be processed by ESSEX unless a payment has been received or a balance is available in credits purchased in advance by the district.

a. Checks for individual background checks, groups of background checks submitted concurrently, or for credits should be made out to ESSEX and noted “Background Checks” on the “for” line.  These should be sent to the address noted below.

4. The district will identify those individuals in the district who will be adults 18 years of age or older in the host families or Rotary volunteers who will have direct, one-on-one contact with the student.

5. The District will obtain a Youth Exchange Volunteer Affidavit (Appendix A of the Youth Protection Policy 04-06-2007) for each adult covered by the ESSEX Youth Protection and the ESSEX Criminal Background Check policies.  

6. The final page of the affidavit is the ESSEX Waiver/Consent/Release.  This contains the individual’s name, signature, aliases, address, date of birth, Social Security number, and requesting Rotary District number.  This waiver should be completed, signed and placed into a sealed envelope for transmittal to ESSEX.

7. One background check waiver being paid for with one check should include a check to ESSEX in the amount of $6.00 within the envelope.  Multiple background check requests should include one or more check(s) covering $7.00 per request for the number of checks to be performed.  Neither single nor multiple requests will require checks if the district has a credit balance in the background check account.  

8. In the event that a more expensive vendor must be selected or costs increase, the revised costs will be reviewed with the district(s) before any background checks are processed.

9. The Waivers and payments will be sent to ESSEX CBC, 259 West 5th Street, Quarryville,  PA  17566
10. ESSEX will have a national criminal background and sex offender registry check performed with a Social Security number verification.
11. ESSEX will review the reports and send e-mail confirmations of positive findings to the authorized district officer if the results obtained do not show a potential disqualification.

12. Should the national criminal background check contain adverse information, the ESSEX chair will forward the report to the authorized district officer and have a discussion regarding the decision process that the district will use and how the district would like the decision communicated to the individual in the event of a disqualification.

13. In the event additional information is required, the District will have the option as to how the information should be obtained.

14. In the unusual situation where the national check reveals that further search is necessary at the local courthouse level, this will be communicated to the district and a discussion held of the options and costs of obtaining the necessary information for the district.

15. ESSEX will maintain records of all background checks performed, the results received, and the type and date of information reported to the district.  

16. Any questions or comments on the process, background check policy, or Youth Protection Policy should be addressed to Dan Bronson at 717-786-7277 or dan.bronson@epix.net.

Send waivers and payments to…..

ESSEX CBC

259 West 5th Street,  Quarryville,  PA  17566

$7.00 per background 
check payable to ESSEX

