Montgomery County Sheriff’s Office

Employee Background Investigation Policy

Purpose:

In order to verify the qualifications and background of individuals before being hired into
a permanent position with the Montgomery County Sheriff’s Office, effective July 1,
2012 the Personnel Division will have a thorough background investigation done on
applicants.

Policy:

At the request of the Administrative Captain, a designee of his/her choosing will perform
the background investigation. It is recommended that the background investigation be
conducted for, but not limited to, the following positions.

Senior and executive level management positions

Positions with access to Sheriff’s Office financial and/or sensitive information,
records/database

Deputy and safety positions

Positions handling cash and checks on a regular basis

Positions having supervised and unsupervised contact with minors

Positions having patient contact or access to prescription medications

All clerical positions

Any other position that the Sheriff deems necessary

Job postings for positions subject to background investigations will contain notification
to applicants that the candidate must successfully pass a thorough background
investigation.

This policy and procedure for conducting background investigations is located in the
Montgomery County Sheriff’s Office Policy, Procedure and Guidelines Manual and on
the Sheriff’s Office website.



Background Investigation Procedure

A background investigation will begin only after a completed application has been
received by the Sheriff’s Office and the Authorization For Release of Information had
been properly witnessed. The initial investigation begins with but not be limited to a
check of the following: Criminal History, Driving History, Sex Offender Status and
Credit History. These four areas will help to identify applicants that do not meet the
minimum Montgomery County Sheriff’s Office Standards ..

Continuing Investigation

1. Schedule introductory meeting with applicant. This will enable the
investigator to gather information that may be useful during the background
investigative process.

2. Finger Print Cards

3. Criminal History-Local and NCIC/TCIC (review)

4. Sex Offender Status (review)

5. Driving history (review)

6. Proof of a valid Tennessee Drivers License.

7. Social Security Number Trace

8. Military Service Record

9. Credit History (review)

10. T.B.l. Expungement Check

11. Court records civil and criminal

12. Local data base (911, COPS, RMS, Pawns, Lexis Nexus, Accurint etc.)

13. Interview past and present employers

14. Interview neighbors for past 10 years

15. Verify personal references

16. Home Visit - Conduct final interview

17. Letter of explanation if needed

Information collected pursuant to a pre-employment investigation are not subject to
the same open records law as other data collected by the Montgomery County Sheriff’s
office. Therefore extra care will be taken to ensure that this information is kept at a need
to know basis

All information collected will be placed on/in the appropriate document and stored in
a secure area designated.



