
Background Check Process Overview  for
Youth Skills Programs (3+ consecutive days)

at Dartmouth CollegeProgram Director 
identifies 

individual(s) who 
may be left alone 
with minor(s), and 

will need a 
background check.

Program Director 
explains background 

check (bc) process 
to employee/

applicant – and to 
expect an email 
from HireRight 

(Vendor).

Program Director 
completes a 
“Request for 

background check” 
form and submits 

to: 
Human.Resources 
@dartmouth.edu.

HR processes 
request form.  

background check 
Information sent 
electronically to 

Vendor.

Vendor contacts 
individual.  Once 

consent is 
obtained, begins 

bc process.  
Vendor sends 

background check 
results 

electronically to 
HR Recruitment. 
(10-14 business 

days for results).

Does 
Background 

Check show possible 
disqualifying 
information?

Pre-Adverse Action 
Notice sent to HR by 

Vendor, and HR 
Consultant contacts 
employee/applicant 

for a discussion.

YES

Results confirmed by HR 
and is communicated to 

Program or Camp.  
Individual assumes role 
in Program with minors.

NO

END

HR Consultant 
confers with 

Minor 
Protection 

Officer about 
results.

Results confirmed by 
Program Director to 

employee/volunteer.  
Individual assumes role 
in program with minors.

Minor 
Protection Officer/ 
Program Director 

decision to 
hire?

Post-Adverse Action 
Notice sent to 

employee/applicant 
explaining reason for 

rescinding role in 
program involving 

minors.

Hiring Department 
assures that applicant/
employee will not be 

left alone with 
minor(s).

NO

END

YES

END
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Applicant has 5 business days to respond 
to Vendor about adverse information.
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