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CRIMINAL BACKGROUND CHECK 
PROCEDURES FOR ALL INDIVIDUALS
A specific background check is required for full, part-time and temporary employees, individuals under contract with a school district who might have unsupervised contact with students, any employee of a contractor who is in a position that may result in unsupervised contact with students, any student working toward a teaching degree who is a student teacher within the Supervisory Union, volunteers and work study students. This type of check is also required for mentors.  The procedure for instituting the appropriate background checks follows:
1. When a formal offer of employment is extended by the Principal or hiring manager, it is contingent upon the successful completion of the appropriate criminal record check. Please refer to the table on page 2 of this document for a list of the record checks affiliated with each type of individual.  These checks must be completed for all new employees and individuals prior to working in our schools.
2. All criminal background checks and registry checks are confidential.  Results of a record may be shared only with the Superintendent and Principal if a record exists.

3. New employees, contracted service providers, mentors and students working toward a teaching degree should call Jan Lyon, 802-851-1173, to schedule an appointment and then will go to the LNSU Central Office, 96 Cricket Hill Rd., Hyde Park, VT, where they will be asked to fill out a Consent for Release of Registry Information from the Agency of Human Services, a Request for Criminal Record Check, a Fingerprint Authorization Certificate and a Release for Subscription Service. All individuals must produce two forms of identification with name, date of birth and signature, one of which must be a picture ID.  A passport, driver’s license, certified copy of birth certificate, and social security card are all acceptable forms of ID. Central Office hours are 8:00 am to 4:00 pm Monday through Friday. 
4. All individuals are responsible for any and all fees associated with this process. All individuals must bring cash or a check in the amount of $12.00 payable to Lamoille North Supervisory Union to the Central Office; the fee for Mentors/Volunteers is $10.75. 

5. After completion of forms at the Central Office, all individuals should immediately contact the Lamoille County Sheriff’s Department (888-2561), or an Identification Center of their choice, for an appointment for fingerprinting. Please contact the Central Office for a list of other Vermont Identification Centers. All individuals must bring the completed Fingerprint Authorization Certificate with them to the Sheriff’s Department. The Sheriff’s Department WILL NOT take their fingerprints without this form. The Sheriff’s fee for the fingerprinting service is $25.00.  Once fingerprinting is completed, all individuals are responsible for seeing that a copy of the fingerprinting receipt from the Sheriff’s Department is delivered to the Central Office prior to being allowed to work. 
6. The LNSU Central Office should receive results in approximately 4-6 weeks and will inform the Superintendent and building Principal if a record exists. All individuals who authorize the check may begin work once fingerprinting has been completed pending the results of the record check.
7. If the applicant had a criminal record check completed previously at another authorized Vermont educational institution, then the applicant will complete a release form for secondary dissemination. Secondary dissemination happens when an agency authorized to receive criminal record check information provides another authorized agency with criminal record information which they have received from the Vermont Criminal Information Center (VCIC) or from the FBI. Individuals must go the Central Office for completion of this release form. 

(Procedure continued on back)

Existence of a Record

If the Superintendent is notified by the Vermont Criminal Information Center or directly receives information from the DCF or DAIL registry or the Vermont Criminal Conviction Record Internet Service (VCCRIS) that a record exists:

1. The Superintendent shall forward a copy of the record to the person about whom the request was made.

2. In the case that a request is made on behalf of a contractor, the Superintendent shall inform the contractor in writing either that no record exists or that a record exists but shall not reveal the content of the record to the contractor. The contractor shall forward a copy of the information they received from the Superintendent to the person about whom the request was made.

3. The person for whom a record exists has signed a form authorizing the Superintendent to obtain a copy of the access-restricted criminal background record.  The individual may challenge the accuracy of any record by calling VCCRIS at 802/241-5237.  The individual has the right to decline or resign employment, a mentoring position, volunteer, or work study opportunities.    
If a Principal, or their designee, conducts a background check using the VCCRIS system and a record exists, the Superintendent will be informed.

Right to Recheck

The LNSU has the right to recheck anyone who has undergone a previous record check effective 12/31/2010.
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