INSTRUCTIONS
CRIMINAL BACKGROUND CHECKS
FOR VOLUNTEER WORKERS

Florida law requires criminal background checks for employees and volunteers who work in
"certain selected positions." Central Florida Community College is in full compliance with the
statutory requirements; therefore, criminal background checks are mandatory for all employees
and volunteers who work with minor children. (A minor is defined as someone who is' 17
years old or younger, who is unmarried, and has not been emancipated by order of the court.)

PROCEDURE

1.

All volunteers desiring to volunteer their services at CFCC must complete and sign the
Volunteer Worker General Release and the Acknowledgement of Criminal Background
Check. The Department Head must forward the completed form to the Human
Resources Department. (Volunteer Worker General Release and the Acknowledgement
of Criminal Background Check is available in the Human Resources Department or on-line
at HR Forms.)

Volunteers Working with Minor Children

2)

4)

5)

6)

7)

Volunteers who are assigned to work with minors will be required to submit to a
Criminal Background Check (CBC). The Department Head, in whose department the
volunteer will work, is responsible for making sure the volunteer undergoes a CBC.
Criminal Background Checks are conducted by the Criminal Justice Department in
conjunction with the Florida Department of Law Enforcement (FDLE).

The department head requesting a CBC for a volunteer must complete and sign a FDLE
Criminal Background Check Supervisor Request form. (Forms are available under in the
Human Resources Department or on-line at Human Resources, HR Forms.)

As part of the FDLE Criminal Background Check, volunteers will be fingerprinted by the
CFCC Criminal Justice Department. The volunteer must take the FDLE Criminal
Background Check Supervisor Request form (completed and signed by the department
head) to the Criminal Justice Department. Volunteers must call to schedule
an appointment for fingerprinting. A copy of the completed Supervisor Request form
must be forwarded by the Department Head to the Human Resources Department.

The FDLE will notify the Criminal Justice Department regarding the results of the CBC.
The Criminal Justice Department will notify the Director of Human Resources. It usually
takes on average five (5) business days before the results are returned.

If for some reason negative results are reported, the Director of Human Resources, the
Criminal Justice Department, the Department Head, and in certain situations, executive
administration will make a decision as to whether the volunteer's services can still be used.
If the volunteer has already started working, a decision will be made regarding whether to
retain or terminate the volunteer.

Results of the criminal background check will be kept on file in the Human /Resources
Department. Department Heads who are not sure whether a volunteer must submit to a
criminal background check should contact the Director of Human Resources.



VOLUNTEER WORKER GENERAL RELEASE

1, ;
(Volunteer)

of

(Street) (City) (State) (Zip Code)

hereby agree to release, and forever discharge the District Board of Trustees of Central Florida
Community College, its trustees, officers, employees and agents of all liabilities, claims,
demands, and actions whatsoever, arising out of my volunteer work. This relates to any loss,
damage, or injury, including death, that may be sustained, while in or on the premises of Central
Florida Community College or any premises leased to, used, or under the control or supervision
of Central Florida Community College or while enroute to or from such premises.

In signing this, | acknowledge that | have read this release, that | understand and acknowledge
the significance and consequence of this release and that | am signing it voluntarily.

ACKNOWLEDGEMENT OF CRIMINAL BACKGROUND CHECK

| agree to comply with the policies and procedures of Central Florida Community College and will
conduct myself in an appropriate and professional manner. | understand that, pursuant to current
Florida State Statutes, | may be required to submit to a criminal background investigation if |
choose to volunteer for specific positions within Central Florida Community College. The
mandatory background investigation, conducted by the Florida Department of Law Enforcement,
will be completed at a cost of $ . l understand that it is my responsibility to supply the
required information. Central Florida Community College will pay the investigation fee.

Signature of Volunteer Date

Signature of Parent/Guardian (if volunteer is a minor) Date

PLEASE FORWARD THE COMPLETED FORMS (ORIGINAL)
TO THE HUMAN RESOURCES DEPARTMENT



Central Florida Community College

DEPARTMENT REQUEST
FOR
CRIMINAL BACKGROUND CHECK
Volunteers, Full-time, Part-time Employees and Adjunct Faculty

Instructions for FDLE Criminal Record Check Request
Department Heads must complete and sign this form. Please have the individual deliver
this form (Department Request Form) to the Criminal Justice Department, Ocala Campus.

& Volunteer <& Thisisa prospective employee/adjunct.
<& Part-time Employee <& This person has already been hired or
<& Full-time Employee started volunteer work.

<& Adjunct

TO: Criminal Justice Department

| am requesting a criminal background check for

(Name of Individual)

Social Security No. Date of Birth
Male or Female Race
(Department) (Signature of Department Head)

(Extension) (Date)

(11/02)



