BACKGROUND SEARCHES SHOULD BEGIN IMMEDIATELY AFTER THE INTERVIEW

Notification and Authorization for Release of Information for Credential Background Check

Notice:  In connection with your application for employment at Farmingdale State College (College), credential background checks may be requested, including, but not limited to academic degrees, certifications, licenses and employment history.  Although regulated by the Fair Credit Reporting Act, this check will not include a credit check.  Failure to provide consent will deny further consideration of your application.  If the College believes you have misrepresented a credential, you will be informed of this discrepancy and be given a reasonable opportunity to provide clarifying information.  If, upon further review, it is the College’s sole judgment that a material misrepresentation has occurred, you will no longer be considered for employment, or if already employed at the College, terminated.  You will be informed in writing of such action.  If you seek future employment at the College, the hiring department will be informed of this action and will be directed to take into consideration this information when evaluating your application and/or appointment.

Authorization:  I hereby authorize, without reservation, any party or agency contacted by the College, any of its agents, or any entity employed by the College, for such purposes to furnish the above-mentioned information.
I have the right to make a request of the College or its agents, under the federal Fair Credit Reporting Act, upon proper identification and the payment of any authorized fees, for the information in its files on me at the time of my request.  I have received a copy of  “A Summary of Your Rights Under the Fair Credit Reporting Act.”

─ TO BE COMPLETED BY APPLICANT─
	First Name
	
	Middle Name
	
	Last Name
	

	Social Security Number
	

	ADDRESS
	


List any additional names on the back of the form, with the date the name was changed
	OTHER NAME USED
	
	DATE OF CHANGE
	

	OTHER NAME USED
	
	DATE OF CHANGE
	

	Are you authorized to work in the US?            

	Will you now or in the future need sponsorship for work authorization?


Signed:  ___________________________________________________    Date:_____________________________
-- TO BE COMPLETED BY SEARCH COMMITTEE– 

1. INDICATE WHICH CREDENTIALS NEED TO BE VERIFIED.(INCLUDE A COPY OF THE CANDIDATE’S RESUME)

______Higest Degree Only
______Mulitple Degrees (list each degree) ________________________________________________________________________

______License(s)_______________________________________________________________________________________________

______Certification(s)___________________________________________________________________________________________
2. PLEASE COMPLETE THE FOLLOWING:
	POSITION BEING SEARCHED:
	

	DEPARTMENT:
	

	SEARCH COMMITTEE CHAIR:
	

	COMPLETED VERIFICATIONS SHOULD BE SENT TO:

(NAME OF PERSON IN THE HIRING DEPARTMENT)
	


FORWARD THE RELEASE FORM & RESUME TO HUMAN RESOURCES
-HUMAN RESOURCES-

VERIFICATION COMPLETED AND FORWARDED: ___________   HR REPRESENTATIVE: ________________________   

                                                                                           Date                                                            Signature
-HIRING DEPARTMENT-

Hiring Department Verifier Name and Title:  _______________________________________________________________

I certify that I have reviewed the attached verifications and the degrees, licenses and certifications represented by the candidate match the verification received from Human Resources.

Signature: _____________________________________________
Date: _______________________________________

INCLUDE THIS FORM, AND THE COMPLETED SEARCH DOCUMENTATION, WHEN YOU REQUEST APPROVAL TO HIRE THE SELECTED CANDIDATE.
