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1.0¢ PURPOSE

1.01

1.02

Washington Metropofitan Ares Transit Authority’s (Metro) policy, consistent with puble
safaty and security obligations, conducts background scresnings (“screenings”).

This policy ensures that candidates and employses have provided sccurate, compiate,
and fruthful information raiating to former employment, sxperiencs, education, and
ralavant criminal and/or financial background information.

Consistent with the intent of the TTlle VIl of the Civil Rights Act, as amended, it is the
policy of Metro to ensurs that ali candidates for employment and empioyses ars traated
in & fair and equitable manner.

1.04  All scresnings, whethar conducted by Metro or through a thind party, shall ba done in
compliance with spplicable law.
2.00 SCOPE
201  This policy applies o all candidates and employses as specifiad below. Mstro Transit
Police Department Cfficers, Special Police Officers and staff membars are axempt from
the provisions of this palicy in accordance with section 7.03 of this palicy.
{a) Exlemal Cendidates:

(1}  Prior to a final offer of employment;

(2) Retumning represented empioyees who have besn reinstated or amm under
consideration for reinsistement by management decision or pursuant to a
decision by a board of arbitration through the grisvance process; and/or

(3) Retumning non-representsd empioyaes who are under consideration for
reinatatament pursuant (o a decision by an officer of Metro as a result of the
amployee dispute resoiution process.

(b) Emplgvees:

(1) Empioysas under consideration for a fiduclary position or a position that
requires unrestricted access to the general public will be scrssned prior to
final selection based on the criteria in Appendicss A ~C to this palicy.

(2) Employess who are under considaration for retumn to duty who have been In
a non-work siatus for a period of 50 calendar days or longer shall be
screaned prior to authorization to retum; and/or
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(3) Employess in clrcumsiances where ressonable suspicion axists per section
5.03 to this policy.

301  Arast 18 defined as the action of lawful delasinment of a person by legal authority with
regard o, or suspicion of, uniawil activity.

3.02 Backomund Screaning e definad ss the process for authanticating and varifying the
information supplied to Matro and is usad (o determna eiigibility for employment or

iransfer 10 ancther position basad on the duties of the position. The components of a
screaning inciude:

(a) Amasis. A national saarch of arvest records (employees oniy).

(b) Grudit Review A search of Federsl, siate and local racords pertaining to
judgments, bankrupiciss, and/or deiinquencies.

(¢) Crimingl Convictions, A nations! saarch of criminal history.

(d) Qrving Recard. Driving record, including accidents, licanse suspensions and/or
revocations, restrictions, and moving violations.

(s) Educalion High schooi snd post-secondary educstion.

(N Emplgyment Previous smployment history that includes previous smpioyers,
dates of stmpioyment and positions held.

Professionst licenses and centifications, as

3.03 Candidaie is defined s either extemal or intamal as follows:

(a) Extemal Candidate is an extemai applicant who Is under considerstion for
employment and who has authorized Metro to perform the requirsd scresnings.
For the purposes of this palicy, retuming empioyess who are under consideration
for reinstatement sre considered extamal candidstes.

(b) Intarnal Cuandidaies are ampioyess who have applied and are under consideration
for selection 10 a fiduciary or a position having access o ths ganeral pubilc and
have authorized Metro 1o perform the required scresnings.

304 Chargn is defined as s formal, written accusation issuad by isgal authority, stating that s
person has committed a criminal offanse.
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.08

3.08
3.07

.08

wauammwmmmmuham«d
guiity, inciuding @ ples of guily, no contest, or probation before judgment (as defined in
ssction 3.05 [a] below). A criminsl conviclion s classified as sither a felony or
misdemesnor,

(a)  Probgton before Judomeni refers to a ples of guity or no contest 1o a
mhdummnm-«obtﬁoﬂmthdde(madhﬂaﬁmmdphcnm
individusi on probation for specified perdod of tme. Should the individusd
mud&ycwwpiy%ﬂnmb“mtmmmhmm.
the conviction may be expunged from the record.

Crimingl Offensg is dsfined as an act which violates local, state or Federsi law.

Disguslfvioa Offanass, for the purposes of this policy, refer 1o the felony and
misdemeanor convictions and eppicable time frames that are utitzed lo determine
quaiificaton/disqusiificstion forfrom specific positions and/or continued empioyment.
Dlaqualfying offenses ars included in this poticy as Appendices A -C:

pnendix AL Uncesticted Access 1 Pubfig "Access to the Public”)
refers to job duties that require amployee 1o intaract with the genersi public
andlornquh&ngm“ptb‘ctohmwuﬁchdmhﬂnmploy«.

b) mmuam«wmmmmmm.um
m«hn«nmhgmmmmmdmmwmm
abmmmwmdmmdumw-mmmdum
also include he direct handiing or colaction of cash, credit card receipts or other
Metro monetary sssate.

(a)

Acgendix C: Al Other Posiions refers 10 those positions that do not include
Urrestrictad Accass io the Public or Fidudary dutles.

Whhmdmm.rMhhsmwm
candidaiss and empioyses sre evaiuated 0 determine qualification for Initisl and
continuad empioyment.

(c)

.09 ﬂmhwmdmm.mmmwmmbym
candidatss and ampioyses are evaiualed to ensure sulablilty for position desired or held
in accordance wilh Appendices A-C of this policy.

3.10 mfaltoacrhvhdrscordmmbeoanmymdpmmw
siruck from the record as directad by a court order.
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i pigvmect (PO refers to the fslony and misdemeancr
convlcdmsthudl:qum wudmarnmpbyumww«cmumad
smpioyment in sny capacity. Thoa convictions inciude:
{s) Homicide Including Manalaughter;
{b) Kidnapping, Abduction or Uniawiul Resiraint;
(¢) Possession or Distribution of Child Pornography;
(d) Rape, Sexuai Asssuit, Sodomy or Indecent Exposurs;
(8) Human Trafficking, Prostitution or Pimping;
(N  Threats or Acta of Terror; and/or
(g} Possession or Use of a Weapon during the Commission of 8 Crime.
312  Reesonable Susgicion s defined as specific and tangible information, facts or
clreumsiancas, which taken together with rationsi inferences would cause a reasonable

person (o bellave that an employee has engaged in conduct that vioiatas Metro poiicas
and/or reguiations and negatively impacts job duties.

BENING is the process by which Metro will initiate &
xmmwmmﬂcmmwaﬂsaﬂmmm
background screening include, but sre not kmited to:

(a) Asmasts, A national search of arresis;

(b) Crodit Revinw, A search of civil Federsl, siate and local records pertsining o
judgments, bankrupicies, and/or delinquenciss (¥ applicabie);

(c) Crmiosl Convictions, A nationai search of criminal history; and

(d) Drving Record. Driving record, including accidents, license suspensions snd/or
ravocations, restrictions, and moving vioiations.

13

g alection”) refers 10 a ransfer, appaintment or promotion
toapmmmdhdﬂmmmmmmwwdbrwtﬁdvhoempbynhuwp&od
and has authorizad Melro to psrform the required scresnings.

4.00 RESPONSISRITY

401 Chief Human Resourcas Officer (CHRO! is the sole entity authorized to initiate a
raasoneble suspicion background screening based upon the criteria Isted in Section 5.03

of this policy.
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402  Oepariment of Human Resourcas (HR) has overall responsibility for the administration,
immmm.mumdmnmmdmhpokymbms&w
mahhhlngdsaemhgmeaﬂnhnmmﬂutmmconﬂdmhﬁ!ymdnowﬂyd
information,

{a) CHRO or designated representative, In consultation with the Offics of General
Counsel and Office of Labor and Employes Relations, as appropriaw, will make
finel determinstions of a candidate’s dHigibility for smpioyment, an employes's
eligibiiity for selection (o another position, or 8 retuming empicyee’s reinstetement
whmmmmmambmmummmwa
require substantve review,

(b) Human Rasources, Metra Transit Polica Depsriment, Offce of Labor and
Employse Relations, Office of CVi Rights, Offica of General Counsal and the
Omudmmwcm:mmmanmawmulommnc
details of the information contained in 8 screening.

403 Degarimenl HewdaDimclors sre responsbie for ensuring that selscting officials,
managers, and supervisors understand screening requirements, processes and
mm-mmmkemhmwmomdmbmmmmmmw
communicedng the rsquirements of this policy to thelr smpioyses.

404 Emplovess and Candidaies are responsibie for cooperating fully and in good fallh with
the background scresning requiremnents and process.
3.00 PROCEDURES

5.01  External Candidates

(a) lemdmmwmmasmhgtodcmmmm&
employnent bagsed on the requirements of the position in accordance with Section
3.02 of his policy.

(b) &mum,mmmmmm.momqumdbmmmd
subﬂtmapﬂaﬂml«mmmwmmwwwmm
screenings. Any axtemal candidsie’s refussi to authorize Metro (0 conduct the
mhvammwllbnoontld«ndvolmmmm&tmmphymﬂ
considerstion or automatically invalidate the deciaion to reinstate a retuming

empioyes.

{c) Any criminal convictions and other relevant negative information will be svaiusted
to determine eiigiblilty for empioyment in accordance with Appendices A-C to this

poilcy.
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(d) Anydmmmmmormmwmfamduumlo!awm
mmmuummmynfmd.nmmumemmpom.m
smo-nmdleNMMmmdww.

(e) Shmldmcmmdamonhqhdmmym.(s)mtw”m
mum«mmommwmwmwmmm«n
ailgibility determination untl such tme as the charge(s) has/have been
dispositioned.

502  intemal Candidgisg

(a) Intamal candidates initially selected for fiduciary positions and those requiring
mswummmhpmwmammhumﬂmh
accordance with Appendices A ~C (o this policy.

(1) R-Mtoaummmnmmmommmwﬂbo
considerad a voluniary withdrawal from considerstion.

(2) Anymn«mhdmbwouﬁovdunuﬂywm\dmmm:ﬁm
fuamummmmnofummmmm
walves mwﬂdancbdchmmmdhthpmuu
under Metro Policy 7.3.4, Employee Disputs Resaiution,

(3) Mmmmmdwuammm-wmm
be reviewed in accordance with Appendix D o this policy.

(4)  Should adverse information resuits rander & cument smpioyee disquaiified for

{b)  Should the resuits of & screening indicsle any charge(s) that is/are pending
aqudadm«pmbmummmemmumhm
wmmwmunmmm~umomu)wm
dbpww&nuaymmmmmummbehqhamm
sumrmumy(m)mdmwmmummnmmm
duly in accordanca with Appendicas A-C to this poiicy, ss appiicabie.

(c) Emplayauwhamndechdloraﬂdwwypooiﬂonamommm
ummumummmuunammmdm
poﬂﬂmnmﬂwmuHRmmmv-um'lowwwmm
position based on screening resulls to the applicable hiring offical,
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SUPERCEDES: PPPUW LT/ ||

(a)

{b)

(c)

(d)

(e)

Nlmmmmwmmm“amb-mm
screaning mmmmammmmmm

Reasonabie Suspicion Background Screenings can be initisted when information
axhbhdcaﬁdtmpaethomayufmmperbmhghdutbldmmt
position heid. Clrcumstances that can result in the inHlation of a resasonabie
suspicion scresning include, but are not limited to:

(1) smadhmmmumbocmmuﬁmmmmm

mg-dhcaumthubhwndﬂmtﬁmmmmmhu
bamm:mmwnrmdaam.u..hmﬁmmmmm
of more independent sources, testimany, ayewilness siatements
(oral/vnitten), vidm.mmdlwpmmdbcbumz

(2) Inbnnaﬂm“fubm!rﬂomndmlydbmadduhthmodm

lntmdwumwmmammmﬂomhuwmh
misconduct that ls inconsistent with Mavo requiations and/or has been
arrasted or convictad of a crime;

(3) owwmdmmmmwmmm

mmmmm-lmmmbthuan
andior

(4) prmmmavmmm«mwwmm

hmm’memmhdemmhabmd\md
Mmmmﬁmﬂmmucmrmﬂorhuru.mwhmoadmor

smwmmmmaﬂwmuwmmamm
summwhmuMMMMtMMd
Sscﬂona.m(b)dmbpoﬂqmb.mn\ndbdmnmthd
mnnummmmummemmmm-mmm.

Records of arrest and convictions discoversd as a result of a screening will be
mwowedinmdumﬁhApmd:D!ombpolq.

smudmmhbmwnmdwmmm.ammhmpm«mhomo
dududmwmmmumrmmmawmm
wmmhwwdmwmdmm'uyh

accordance with Appendix E of this poilcy.
6.00 ENFORCEMENT
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801 Employees who are arrested andior convictad of s crime and fad 10 notify their immediste
supervisors or managens In accordance with Melro Polley 7.8.7, Dlscicsure and
Disposition of Arvests and Convictions wil be subject to disciplinary action, up to and
Inciuding tarminstion.

EXGEPTIONG

701 This policy does not superseds rues and raguiations goveming medical sxaminations
and drug/aicohol screenings as & condition of smpioyment.

702 Applicable exceptions will be made 1o any provision (o this policy should they be
suparseded by & grievanca procedure in an applicabis collective bargaining agreement or
law.

703 Metro Transit Police Deparsment Officars, Special Polics Officers and staff members are
axempt from the provisions of this poiicy. MTPD pre-empioyment background screening
requirements are specific (0 iaw enforcament standerds and exceed thoss specified in
this policy.

Empioyee Dispuie .

Equal Employment Opportunily, 7.1.1

Metrored Safely Ruies snd Procedures Hendbook
Recrultment and Hiring, 7.2.2
Termination from Empioyrment, 7.8.7

2.00 LIST OF APPENDICES

APPENDIX A: Disquailying Offenses: Access to the General Pubfic

APPENDIX B: Disquaiilying Offenses: Fiduciery Positions and Financial Background
Asssssment Criterta

APPENDIX C: Disquaiitying Cffenses: Al Other Positfons

APPENDIX D: Review of Arresi & Conviction Records

APPENDIX E: Adverse Information Review Process
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U + Job duties that require in
and/or require the general public have unrestricted access to the

teraction with the general publiec

EXAMPLE POSITIONS: Bus Operstor, Custodien, Station Manager, Street Supervisor, Clesner/Shifter,

Revanus Collection & Transit Sales

CATEGORY | CONVICTION: FELONY MISDEMBANOR
Assauil; Asssult/Batiery PD* 1in 10 YRS

Persons | Homicide including Mansisughter: PO PO
Kidnapping/Abducon/Uniawful Restraint PO PD
Arson PD PD
Surglary Including Breaking & Entering; Robbery, 1in 10 YRS 1in SYRS
Theft, Larceny
Property  Camine Mischiel 11n 10 YRS 1in SYRS

Destruction/Damage/Vandalism: 1in10 YRS 1in 5 YRS
Recasiving Stolen Goods PD 1in 5 YRS
Child Pomography: Posssesion/Disiribution PD- PD

Sex Crimes | Rape/Sexusi AssauivSodomy/indecent Exposurs PD PD
Human Trafficking/ Prostitution/Pimping- PD PD

Controited | Poesession of Controlled lilegel Subatances PD 1in 6 YRS

Substances Sala/Dls¥ibuiorvManufaciure PD PO
Wespons Viciations — Possesalon/Use n the PD- PD

Societal Commission of & Crime-
Threats or Acts of Terror PD: PO

Traffic Driving under. the Influence- 1in 10 YRS 1in5YRS

Offenses™ Nagligent/Carsiess/Reckiess Driving 1in 10 YRS 1in5YRS

Coenatel See Appendix 8: Disquaillylng Offenses ~ Fiduciery Positions Disqualiflers

fo the dute of screen

"PD refers to Permanent Disqualification for position regardiess of Gmeframe.

*Applicable to positions munmvwdmorapmsUWz ;
nmmmummmundhwmcdab olconvlctlon{crrolomoﬁncmﬂoq whichever is
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Fi

Jobs dutiss and responsibliities that
mansging, supervising, deciding and/or directing the sllocation,
assets. Fiduciary duties afso Inciude the direct handiing or col

Include, but are not limited to: Ptdormlnq,
disbursement or disposition of Metro financial
laction of cash, credit card receipts or other Metro

: Accountants/Technicians, Contracts

Administrstors, Purchssing

Aguu'. lm-mory Com'ol Tochnlehm. chnuo Callsction Technicisns, and Transit Saies Clerks
CATEGORY | CONVICTION: FELONY MISDEMEANOR
Asasuit; Assaul/Battery PD 1in 10 YRS
Persons. | Homicide including Mansiaughter- PD PD
Kidnspping/Abduction/Uniswisl Reetraint PD PD
Arsorn - PD PD
Bu:duy hchdhg Breaking & Entering; Robbery, PD PO
Property
onwmwm PD 1in 10 YRS
Recaiving Stolen Goods- PD 1in 10 YRS
Chiid Pormography: Posssssion/Distribution. PD PO
Sex Crimes: | Rape/Sexual AsssuliSodomy/indecent Exposurs: PD PD
Humsn anm PD- PD
Controiled: | Possession of a Controlied/ilegel Substsnce PO 1In10 YRS
Substances | Sse/Disributon/Manutacture: PD PD
Waspons Viclations:= Possession/Use in the PD PD
Societal | Commission of » Crime-
Terror Threste or or Acts- PD. PD.
Traffic Driving under the influencs 1in10 YRS 1in 8 YRS
Offensas™ | NegiganyCarsiess/Reckiess Oriving 1in 10 YRS 1in 3 YRS
Exioron, Biackmal; Fraud: PD PD
Financis | legel Gembing, Bookmaking PD PD
Crimas identity Theft: PD PD
Utlaring, Passing Bad Checks; Misuse of credit PD D
'pnrmmfmmhmmwm
*“*Applicable fo Mnuymﬂmm‘ n&l coL awm
Timeframes: nmmm au dcmvleﬂcn (x:ﬂmo&hm; whichever is grester) 1o
the date of screening=: . . et
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FINANCIAL BACKGROUND ASSESSMENT CRITERIA

| RISK CATEGORY | REVIEW FACTORS ASSESSMENT CRITERIA_
Major discrepancies between credit
raport and job spplication are included,
Candidate but are not imied to sny of folowing: .E:‘m'““”“'“m""'b‘"m“mn:,‘:‘““
Identification ¢ Name resalved by written explanation snd/or speciic
Information ¢ Addresses, Citles, States where docurmentstion.
resided or smplayed
+ . Soclsl Security Number
Famywmmmb
required (o provide for review coples of the -
Chapter 7, 11, and 13 ankrupicy fiiings bmmmwwm
Bankruptcy within the iast five yeers identifted in discherpe order, or dismizsal order, Flling for
credit report. b«iauplcy.hnnmme.dmm
Mndmumhfudmm
Credk hiet ing debis in Fawdhlbﬁduﬁl“cwﬂd::"“
coliection excesding $5,000 within last documentation indicating payment pians and
thirty-six (36) manthe from the dsle of sistus. A single instance of detis In cofection
. mm:‘:u::ﬂ“m ; should not serve a8 a bar 1o furher consideration
. JW for & position. However, 8 pattam of two or more
debis in collection within a period of the most
racent 38 maonthe from the dais of appiicaton:
mw&qﬂyamnmmtmm
Matro specific o & fiduclary role.
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| POLICYINSTRUCTION 7.2.3:
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l APPENDIX C: DISQUALIFYING OFFENSES ~ ALL OTHER POSITIONS

A hchdothoupowommaaunotMudaryandlurdonotrequhaccauloma
general pubilc.
CATEGORY | CONVICTION FELONY MISDEMEANOR
Assault; Asssult/Battery 1in 10 YRS 1in10 YRS
Persons | Homicide including Mansiasughter. PD PD
Kidnapping/Abduction/Uniswiul Restraint PD PD
Arson. PD 1in 10 YRS
oo mﬁdﬂwmlmw 1in 10 YRS 1in S YRS
Destruction/Damage/Vandaitem 1in 10 YRS 1In3YRS
Receiving Stolen Goods - 1in10 YRS 1in 10 YRS
Chiid Pomograghy: Possession/Disiribution PD’ PD
8ax Crimes | Repe/Sexusi Assaui/Sodomyfindecant Exposure PD PD
Human Trafficking/ Prossiution/Pimping - PD PD
Controlled | Posssesion of a ControliedAliegel Substance 1in10 YRS 1in 5YRS
Substances 1in 10 YRS
PD
PD
1in 5YRS
1in 3YRS

Tmmmmm
the date of screening... - |

wnwmypmmmmcuuwm
mummm afhcmtbq whichever is grester) to
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Am.qs)mummmmwmtmdmmmmummmm
roview.

mq-)mymmmmwwmmmmmw.
Asrest(s) that occured hcuhglhounmmuhdlnﬂn

whils_smploved with Metro,
dWolWﬂhmﬁMbdﬁWﬂhWWhmb
management consistent with Metro Policy 7.8.8, Disclosure & Disposition of Arrests &

lnmmdmumwmmwumlommmmﬂu.m
mm-umammomummwmma
Metro Policy 7.8.6, Dumaomumcmnmm

M(s)mmmhmwb.wmbmmmmm
for ¢

Con«dmm«n)h:ﬂntm&dlmmmmmmmmum

Cmﬂcdm(s)hthmﬂumamthmmw
ammmmwbmmmmummmwu

oot dinciosed prior to employment and subssquenty discoversd at
mmahmmmmmthbmm

cmmm.)muuamuammmmﬁmnmmm

mhmmmmmm-mmmm

ARRESTS
Convictions.
will ba reviewed as
sxciuded from further review;
Convicions(s) that were
CONVICTIONS \ermination
will be reviewed as follows:
r
OUTSTANDING | any cutstanding
WARRANTS referred to Melro Yransit Folice Department for disposition.
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