*BACKGROUND CHECK PROCEDURES* (2009)
(Please read this page carefully and follow the procedures---Thanks.  If you have already had a background check completed by Oxford in our Conference, you do not need to get another one now.  If you have completed an Oxford background check in another Conference and it is not on file with us, please contact Hoyt W. Brown.)

The Board of Ordained Ministry has contracted with Oxford Document Management of Minnesota to conduct comprehensive background checks.  You will be receiving a mailing from Oxford Document that includes: a comprehensive questionnaire that must be filled out by you and notarized; references request; and authorization for criminal, credit, motor vehicle checks, etc.  When you receive the mailing from Oxford, please take care of doing all of the necessary paperwork ASAP, and mail everything back to them in an enclosed addressed envelope.  Once Oxford has received your information, they will conduct the background check which normally takes 6 – 8 weeks.  If you have questions or concerns, please contact Hoyt W. Brown, Faith United Methodist Church, 174 Pinnacle Road, Rochester, NY  14623; Church Phone 585-334-1180; email hbrow@mac.com.  Please do not contact Oxford Document for questions or concerns.        

PROCEDURES FOR OBTAINING THE REQUIRED BACKGROUND CHECK:

1. Mail a check for $300 made payable to the Western NY Conference and send to: Rev. Hoyt W. Brown, 174 Pinnacle Rd., Rochester, NY  14623.  Enclose a note stating your name, and that the check is for the background check/psychological assessment.  (The $300 is your required payment towards the background check and psychological assessment.  The Board of Ordained Ministry pays the rest of the total fees of approximately $650.)

2. The same day you mail the check, email Hoyt. W. Brown, BOM’s Background Check Officer: hbrow@mac.com, and: (1) Inform him that you have mailed the $300 check, and (2) Provide your name and address so that Oxford can mail you the packet.  Hoyt will then email your name and address to Oxford, and you will receive the mailing from them soon.  If you do not receive the mailing from Oxford within 7 days after emailing Hoyt, please contact him.  (Please note: the background check will not commence until after you have mailed the $300 check.)

(Please note well: If you lose or misplace the mailing from Oxford, and a resending of the material is necessary, Oxford charges a $10 fee for this service which you will be required to pay.)

3. When you receive the packet from Oxford, please do the following in a timely manner

(Please note:  The 2 places where the background check gets “bogged down” is in the untimely returning of your forms, and the untimely responses of references.)

a. Fill out your packet from Oxford, get the notarization, and mail back ASAP.

b. When you fill out your information for Oxford, please take note of your references:  former employers, school personnel, etc., and contact them and let them know that they will be receiving a reference questionnaire from Oxford Document as a part of a background check on you.  If you could ask them to fill out the questionnaire and return as soon as possible, that would be most helpful.  On the information sheet from Oxford, it is most helpful if you put down specific names of persons; then Oxford can send out the questionnaire addressed o a specific person.

4. When Oxford receives the packet of information from you, they will immediately begin the background check.  The background check normally takes 6 – 8 weeks.  Hoyt will inform you via email when the background check is completed.  (If you have not heard from Hoyt after 8 weeks, feel free to contact him.)  Also, feel free to contact him anytime if you want to know where you are in the process, as he receives regular status reports from Oxford.

5. If you receive communication from Oxford, please comply with their request in a timely fashion.  For example, sometimes a reference has not responded, so Oxford will ask for your help in following up.

6. Thanks for your cooperation in following these steps so that the process can go smoothly.
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