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INSTRUCTIONS FOR USING CHOICEPOINT SERVICE

1. The following two forms will be sent to your congregation’s designated contact person and must be completed before a background check can be requested:
a. “Release Form for ChoicePoint Services Evaluations”

i. This form must be completed by your congregation’s designated contact person and returned to the JPD office (by fax or snail mail).
b. “ChoicePoint Personnel Screening Questionnaire and Release Form”

i.  This form must be completed by the person who is being screened and returned to the JPD office (by fax or snail mail).
2. Once the two forms are received by the JPD office, the background check request will be submitted to ChoicePoint

a. Reports are normally completed within 2 business days.  However, in some instances the courts can take longer to submit their results.

b. It is important that the JPD office knows where to send the completed reports.  Please provide a contact person and mailing address or fax number.  (If you prefer to receive reports by fax, please also provide a phone number that can be called ahead of time.  The reports are confidential so it is important that they are only received by the congregation’s authorized contact person.)
3. ChoicePoint Services & Pricing

a. The fee for a standard background check is $50.  (In rare cases, a court may charge an additional fee which is unforeseen.)
i. This includes a 7-year, three-county felony and separately held misdemeanor criminal record check.
ii. If you would like more than 3 counties total to be checked, each additional county would cost $25.  Please specify if you would like this additional service.

b. Additional components can be added to the standard background check.  Each component would incur an additional fee.  The additional components to choose from are:
i. Sexual offender search ($9), credit report ($9), driving record ($9).

4. Billing

a. ChoicePoint will bill JPD directly for any background checks performed.
b. JPD will pay this bill and then invoice your congregation for the amount due.
i. Please provide a contact person and mailing address for the invoice.






