
 
VOLUNTEER AUTHORIZATION AND RELEASE 

FOR THE PROCUREMENTOF AN INVESTIGATIVE REPORT 
 

I, the undersigned, do hereby authorize Diocese of Bridgeport, and Catholic Mutual Group, Inc., by and through its independent 
contractor, CHOICEPOINT, to procure a report and/or investigative report on me. The above mentioned report may include the items 
listed below. The Volunteer should circle the appropriate items based on their circumstances. UPON COMPLETION RETURN 
THIS FORM TO THE OFFICE THAT GAVE IT TO YOU. For All Positions 
 
Criminal Conviction Check Social Security Number Trace Education Verification, if degree required 
 
For Positions with Financial Responsibility Add:    Credit History 
 
For Positions with Driving Responsibilities Add:   Motor Vehicle Report 
 
I understand that I am entitled to a complete and accurate disclosure of the nature and scope of any investigative report prepared on 
me upon written request to Choicepoint that is made within a reasonable time after the date hereof. 
 
I further authorize any person, business entity or governmental agency who may have information relevant to the above to disclose 
thee same to Diocese of Bridgeport, and Catholic Mutual Group, Inc., by and through Choicepoint, including but not limited to, any 
courthouse, any public agency, any and all law enforcement agencies and any and all credit bureaus, regardless of whether such 
person, business entity or governmental agency compiled the information itself or received it from other sources. 
 
I hereby release Diocese of Bridgeport, and Catholic Mutual Group, Inc., Choicepoint and any and all persons, business entities and 
governmental agencies, whether public or private, from any and all liability, claims and/or demands, of whatever kind, to me, my heirs, 
or others making such claim or demand on my behalf for procuring, providing and/or assisting with the compilation or preparation of the 
report and/or investigative report hereby authorized. 
 
PRNTED NAME: ___________________________________________________________________ 
                                  First                                               Middle                                          Last 
 
SIGNATURE:________________________________________________DATE: ________________ 
COMPLETE RESIDENCE ADDRESS: 

Street Number/P.O. Box & Street Name 

City State Zip Code County 

*SOCIAL SECURITY NUMBER:_______________________________________________ 
 
DAYTIME TELEPHONE NUMBER: ____________________________________________ 
 
DRIVER'S LICENSE NUMBER (only if you have driving responsibility) _____________________________________ 
 
DATE OF BIRTH: ______________________________________ *GENDER:  ________________________ 
 
*This information is voluntary, for identification only, and is not used as a qualification for volunteering. However, without this information, we will be 
unable to properly identify you in the event we find adverse information during the course of our background search. 
 

PLEASE LIST ALL ADDITIONAL RESIDENCES THAT YOU HAVE RESIDED IN THE PAST FIVE (5) YEARS: 

 
Street Number/P.O.Box & Street Name                                                            City                                               State                                  Zip 

 
Street Number/P.O.Box & Street Name                                                            City                                               State                                  Zip 

 

 

 

 

If you opt not to provide your social 
security numbers, then you MUST 
give your complete date of birth. 



 

Policy 
 It is the intent of the Diocese of Bridgeport in compliance with the Charter for Protection of Children and Young People to provide a safe environment for 
all children serviced by the Diocese.  

Given this, all employees, volunteers and on premise contract employees age 18 and over must submit to a background check prior to commencing 
employment, volunteer work or initiating services with any entity of the Diocese of Bridgeport. All checks will include a review of the applicant's history 
relative to any record of criminal convictions. Additional checks may be completed to validate social security number, degree(s), driver license, reference 
checks and/or credit history check. The items reviewed are determined by pre-established criteria for background checks as they relate to the position or 
services potentially being completed by the individual. A signed authorization to complete the check(s) must be obtained from the individual prior to 
initiating the process.  

Contracts with organizations to provide services in any of the Diocesan Schools or any Diocesan institution primarily servicing youth and/or children will 
include the requirement that the organization providing the service has conducted criminal background checks on their employee(s) assigned to the 
Diocese. A contract or vendor employee will not be assigned to the Diocese unless they have successfully completed that check. In the event that the 
organization does not have a process for completing criminal background checks, they may utilize the process in place within the Diocese of Bridgeport. 
The expense of these background checks will be the responsibility of the Contractor.  

The diocese and its entities have the right to deny an applicant employment, the opportunity to volunteer or decline a contract employee based on their not 
completing these items and/or adverse information obtained thought the background check process.  

If an applicant is denied employment, the opportunity to volunteer or the opportunity to provide services based on adverse information, in compliance 
with the Fair Credit Reporting Act 15 U.S.C. 1681-1681U, as amended by the Consumer Credit Reporting Reform Act of 1996, the Diocese will send a 
Notice of Adverse Action to the individual along with the report and a copy of their rights.  

Procedure:  Volunteers 
1. Prior to conducting any background check an authorization form must be obtained from the individual authorizing the completion of the check.  
 
2. All potential volunteers must sign an authorization for the completion of a background checks at the time they sign-up for volunteering and prior to 
commencing any volunteer duties. See ChoicePoint release form provided.  
 
3. Prior to the volunteer initiating work the office managing the volunteer will order a background check be completed.  
 
4. The areas to be investigated for any applicant will be based on the position being applied to. The criterion for all is as follows:  
 

All Positions: State Criminal Check & Social 
Security Number Tracing  

Positions with Financial 
Responsibility:   Add Credit History  

Positions with responsibility for driving on 
behalf of the diocese: Add Motor Vehicle Report 

5. Results for all background checks go only to the Director of Support Services. In the event the background check does reveal a problem each case will 
be assessed individually on the merits of the information relative to the position held. The Diocese Director of Support Services will do this evaluation 
along with the Diocese General Counsel. Any checks that divulge information regarding crimes against children or sex crimes will result in the candidate 
not being eligible for volunteering. The Director of Support Services will notify the individual location of the decision. The individual location will only 
be told to allow the person to volunteer or not volunteer. They will not be given any details regarding the decision.  

6. If the background check does reveal a problem that results in a decision to not allow the individual to volunteer a notice of Adverse Action must be sent 
to the individual along with a copy of the report from Choicepoint and a copy of the individual's rights. See Adverse Action Form for Volunteers 
provided.  

7. If the individual believes misinformation exists on the report they should work through Choicepoint to resolve any information issues and notify the 
Director of Support Services that they are disputing the report.  

8. If a corrected and 'clean' report is obtained the individual may volunteer. If a corrected or 'clean' report is not available then, the decision will stand and 
the individual will not be allowed to volunteer.  

9. After completing the background check ChoicePoint will invoice the requesting location for checks completed on their behalf.  

10. All correspondence relative to this process should be filed by year in a separate topic file for background checks and not retained in the personnel files. 
All records will be retained for a period of 30 years. All files should be kept in a secure location, with limited access, under lock and key.  

Please complete form on other side, sign and 
return to St. James School Office. 


