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NOTICE

Due to the dynamic nature of law enforcement and the impact of court decisions and statutory changes on police operations, it is important that each department review this information to verify that it is consistent with current federal, state and local law and regulations, and with departmental policy and procedure.  This information is not intended to substitute for the advice of legal counsel.  You should speak with your legal advisor about the sufficiency of your department’s manual, policy, curriculum, and training program.  This material should not be used as the sole basis for compliance with any law or regulation, and departments should not rely on this material as a legal defense in any civil or criminal action. 
While agencies must comply with Texas Law regarding required training, agencies must also comply with the requirements of the Recognition Program if they intend to attain Recognized status.  This training will meet the requirements of standard 3.17 as required by the Recognition Program.
 While this training will meet the requirements for the training required by Standard 3.17 of the Texas Law Enforcement Best Practices Recognition Program, the Texas Police Chief’s Association or the Best Practices Program is not responsible for the content and delivery of this material by individual departments.
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Prerequisites:  None

Equipment Needs:
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Student Needs:  Copy of Background Manual and Copy of an Example Background (names redacted)
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Instructor References:  Background Investigation Manual

Learning Objectives:

1. Understanding the Importance of the Background Investigation

a. Importance to Department’s future

b. Importance to future of individual applying

2. Understanding Investigative Considerations

a. Confidentiality

b. Demeanor of Investigator

c. Objectivity

3. Understanding the Steps in the Investigation Process

a. Understand the importance and requirements of Personal History Statement

b. Understand how to develop an investigative plan

c. Obtaining information Release Forms

4. Understanding the Documentation Process 

a. Using the department format

Course Outline:  Attached

Testing Method:  Discussion and questioning during Presentation


Training Environment:  Classroom

Comments:  Designed as lecture format

Background Investigations
LESSON OUTLINE
I. Understanding the Importance of the Background Investigation 

a. Importance to the Department

i. A proper background investigation is an objective, fact-finding process that results in an accurate record of a candidate's past conduct and behavior. Your job, if you are a background investigator, is to investigate and report the pertinent aspects of the candidate's background, not evaluate those facts. Your investigation, therefore, should be descriptive, not evaluative. 
ii. The quality of your investigation directly relates to future quality of our department

iii. The overall image of department is derived from officers in contact with the public

iv. Background investigations are the foundation for the future success of the department

v. We cannot cut corners and we must ensure the people we hire are honest, trustworthy, and are entering this profession for the right reasons.
b. Importance to the Individual

i. The individual is applying for a job that may become their life’s work.  
ii. They are opening themselves up for the most in-depth scrutiny.
iii. Therefore, the rights of the candidate should be safeguarded throughout the process. 
1. One of those rights is the right to a fair, careful, and thorough evaluation of his/her candidacy. Another important right is the right of privacy. There is always the potential for conflict between the department's right to certain information
concerning the candidate's background and the candidate's right to privacy. It is the investigator's responsibility to avoid unwarranted invasion of a candidate's privacy while, at the same time, developing the information necessary for a sound
judgment as to the candidate's suitability for employment.
2. This responsibility requires (1) that only job-related inquiries be made, and (2) that the information obtained be treated as strictly confidential.
iv. Your objective is to provide sufficient information so the Police Chief or administrator making the employment decision can judge the significance of a candidate's past conduct in relation to the job requirements.
v. A background investigator, must consider both negative and positive information. While it is important to investigate all incidents in the background of candidates which may reflect unfavorably upon their ability to perform satisfactorily as police officers, it is equally important to include information on
any mitigating circumstances surrounding an incident, which might explain or diminish its significance. 
II. Investigative Considerations
a. Confidentiality
i. The information given by an applicant in the Personal History Statement, and information obtained by the investigator is private and confidential. At no time during the investigation or thereafter, should any portion of the investigation be revealed to persons other than those who are authorized to evaluate the results.
ii. As a general rule, the information gathered from third persons during the background investigation should not be revealed to the applicant.  Only department officials authorized to evaluate the applicant should have access to this information. However, under various circumstances, the applicant may become aware of the contents of the investigation. For example, during the discrepancy interview some information may be disclosed when the applicant is questioned about inconsistencies or contradictions between information given in the Personal History Statement and that obtained during the investigation. During the discrepancy interview, the investigator should avoid revealing the source of any information.
iii. Other situations in which an applicant may have access to background investigation information from third persons would include federal administrative action by the Equal Employment Opportunity Commission, and state and federal court actions. These administrative agencies and courts may have rules of procedure and evidence which would give the applicant access to information gained during the background investigation.
iv. Medical information: Information gathered during the medical examination is subject to the same confidentiality restrictions as the above information. Medical or mental health information should be referred to the examining physician. All of the information gathered is to be used solely to make a sound judgment as to the applicant's physical and mental ability to perform the job of a law enforcement
officer, and no medical information can be collected until after a conditional offer of probationary employment has been made.  Medical records must be kept in a separate, restricted access file, or a sealed envelope in the regular file folder, with access only on a need- to-know basis.
b. Demeanor of Investigating Officer
i. The applicant and all other persons contacted during the course of the investigation may not have had prior personal contact with a law
enforcement officer. It is important that they be left with a feeling that courtesy, integrity, and thoroughness are qualities of law enforcement officers in general, and of the law enforcement agency represented by the investigator.
c. Discontinuance of Investigation
i. If, during the course of the investigation, information is obtained which will positively lead to rejection of the candidate, the investigator should consult with the appropriate superior officer to determine if the investigation should be discontinued.
d. Objectivity
i. It is very important that the investigator maintain objectivity throughout the investigation. No personal biases should affect the quality and content of the investigation.
e. Evaluation of References
i. The investigator should carefully evaluate all relatives, references,
acquaintances, and other contact persons to determine their qualifications to speak on various aspects of the applicant's character. Consider: (1) the type of interaction the individual had with the applicant, (2) the duration and recency of that contact, and (3) any relevant education, training, experience, or specialized knowledge the individual may have. 
f. What you are looking for in the Investigation 
i. Integrity

ii. Self Control

iii. Initiative

iv. Dependability

v. Situational Reasoning Ability

vi. Interpersonal Skills

vii. Oral Communication Skills

viii. Reading Skill

ix. Writing Skill
g. Where to find Information

i. Work History

ii. Military Record

iii. Educational History

iv. Police Record / Criminal Conduct

v. Traffic Record

vi. Marital and Family Relations

vii. Financial History

viii. Drug & Alcohol History

ix. Friends & Associates

x. Memberships in Clubs & Groups
h. Disqualifiers for Employment with this Department

i. Conviction or admission of any felony.

ii. Conviction of any Class A or B misdemeanor in the past 10 years.

iii. Conviction or admission of any illegal drug use within the past 5 years, or use of marijuana within the past two years.

iv. Conviction of family violence within the past 10 years.

v. Dishonorable discharge from the military.
III. Understanding the Steps in the Investigation Process
a. The Personal History Statement

i. The basic document on which your background investigation should be based is the Personal History Statement completed by the applicant. The candidate should be provided with a copy of the Personal History Statement, and given a reasonable length of time to complete and return it. At the same time, candidates should be given a list of the documents which they will be required to provide. These documents include:
1. Birth certificate (to aid in criminal history check);

2. Driver's license;

3. High school diploma or G.E.D. certificate (mandatory);

4. High school transcript;

5. College diplomas;

6. Transcripts of all college or university work completed;

7. U. S. citizenship papers, if naturalized (mandatory);

8. Certification documents and police training academy curriculum, if certified in another state.

ii. Where possible, the applicant should be told as early in the selection process as possible, which documents will be required for the background investigation. 
iii. Also, the applicant should be fingerprinted, and requests for criminal records sent to the appropriate agencies as early as possible.

b. Develop an Investigative Plan

i. To begin the background investigation, the investigator should carefully review the signed, completed Personal History Statement. It is the basic document of the  nvestigation. It should be checked for inconsistencies, conflicting statements, or omissions. It should be checked against the initial application form, and should be
checked against all verifying documents. The investigator should note any incomplete items, for discussion with the applicant.

ii. Review any information discovered during the Polygraph Examination if given.

iii. Next, the investigator conducts a preliminary interview with the applicant, reviews the Personal History Statement for completeness and clarity, and discusses any questionable areas. Where the Personal History Statement reveals unusually favorable or unfavorable information, the investigator obtains further details from the applicant.

iv. Before the investigation begins, the investigator has the applicant sign a form or forms authorizing the release of information. These forms should be completed and signed by the applicant in sufficient quantity to provide at least one for each school, financial and employment source identified in the Personal History Statement.

v. Special precautions should be taken when soliciting financial information. It is a good idea to require the investigator to present a copy of the release to each source interviewed or questioned, to verify that the investigation is for employment purposes.
vi. For military records information, the applicant must sign the release authorization block of the "Request Pertaining to Military Records" If medical information from a private firm or physician is necessary, an appropriate authorization for release of medical records is needed. However, such information can only be sought after a Conditional Offer of Probationary Employment, and not before, or it would violate the Americans with Disabilities Act. 

vii. Take required fingerprints for Criminal History checks
viii. Make an investigative plan. 
1. During the initial phases of the investigation, the investigator assembles the necessary documents to verify the applicant's birth date, fulfillment of the high school education requirement, military service, U. S. citizenship, and possession of a valid Texas driver's license. These documents should be secured from the applicant, copied, and returned to the applicant to ensure that they are not lost
or misplaced.

2. To speed up the process, records that will take some time to obtain should be
requested as soon as possible. For example, fingerprint cards should be sent
immediately to the Department of Public Safety and to the F.B.I.  A request for all previous law enforcement employment should be sent to TCLEOSE.
3. Determine what you need to check first to determine if there are automatic disqualifiers?

4. What will take the most time?

5. Where will I need to go?
6. Who will I need to see?
ix. Items which will need to be checked are:

1. Check for valid TCLEOSE license

2. TCLEDDS Report

3. TCLEOSE letter

4. Verify current peace officer license

5. Eligible for Appointment

6. Training Status

7. Prior Law Enforcement Employment

8. Check for any disqualifying drug use

9. Fingerprint and send for Criminal record check with DPS  / conduct TCIC / NCIC wanted person check

10. Conduct Credit Check

11. Conduct Drivers license check

12. Check Social Networking sites (Facebook, myspace, etc.)
x. Once the background investigation has been completed (or during the course of the investigation), if the investigator becomes aware of inconsistencies or contradictions between information supplied in the Personal History Statement and that obtained during the investigation, he/she should schedule a discrepancy interview with the applicant to resolve the questionable areas. The investigator
should not reveal the source of any information obtained during the background investigation.
IV. Documenting the Investigation
a. Keep your records in a folder in the order required for the final report, this will facilitate report completion.

b. You must validate all documents including licenses, high school or college records, and prior law enforcement employment to ensure they meet all required licensing requirements.

c. You have to interview at least three personal references, but also interview all prior employers for past 10 years and immediate family.
d. The investigator catalogues the documents which are needed to verify compliance with all requirements, or which are needed to support other facts. The list should include the following:
i. Birth Date:Any offered documentation to verify date of birth, to facilitate criminal history checks;
ii. Required Education:
1. High school diploma, or 
2. General Educational Development (G.E.D.) certificate, or
3. Other education and training that is claimed, such as college transcripts 
iii. Valid Texas driver's license 
iv. The names, addresses and telephone numbers of persons to be contacted or personally interviewed are obtained, so that these people can be contacted in a logical sequence. To save time, appointments should be made in advance. The investigator's schedule should be kept flexible to enable him or her to follow leads developed during the investigation.
v. A separate list of persons or sources of information that require contact by mail is also made. For example, requests must be made by mail to the F.B.I., the Department of Public Safety, TCLEOSE, courts, and some out-of-town or out-of-state references. 
vi. Take complete notes of all interviews, in order to ensure accuracy. Quoting or paraphrasing is preferred over subjective conclusions. Be sure to record the name, address, and telephone number of each person interviewed, as well as the date, time and location of the interview.

vii. The background investigator is in the best position to evaluate the applicant's personal characteristics. From the facts gathered, the investigator writes a final report which summarizes all the facts gathered, including a final section which summarizes his/her evaluation of the applicant's qualifications with regard to the
job dimensions. The investigator does not make the final hire/no-hire recommendations, but leaves that decision to the department head, which controls the total selection process.
viii. The written report should be complete, concise, and in narrative form. All documents and material necessary to verify compliance with departmental and TCLEOSE requirements should be submitted with the report to the Police Chief or the administrative officer designated to receive, review and evaluate it. Included with the report should be verifying documents, unused signed authorizations, returned forms and letters, the investigator's notes of interviews, and any other pertinent material. The report should be factual. For completeness, all information should be included. This will also facilitate a sound judgment of the applicant's
qualifications. Persons interviewed should be either quoted verbatim or paraphrased.
ix. A narrative report and summary will help the investigator to organize and write the final evaluation. Summaries should be included along with the narrative report, to form the basis for the investigator's evaluation.  The following areas of inquiry are suggested for the narrative report. They follow the major sections on the Personal History Statement:
1. Application 
2. Identification
3. Residences
4. Experience & Employment
5. Military History
6. Education
7. Special Qualifications & Skills
8. Legal
9. Motor Vehicle Operation
10. Relatives
11. References & Acquaintances
12. Financial
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