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Purpose: To provide a safe environment for our residents and staff.  To comply with 
applicable State and Federal regulations. 
 
Pine Haven Christian Communities is committed to providing a safe environment for our 
residents, staff, volunteers, visitors, and contractors.  Pine Haven is required by State 
and Federal regulations to complete criminal background checks on staff and volunteers 
at defined intervals.  This policy describes the requirements and process related to 
those background checks. 
 
Pre-Employment 
Pine Haven requires a criminal background check for all employees upon hire.  All 
offers are made contingent upon successful completion of the background check and 
other pre-employment requirements.  The background check is run after the offer is 
made and before the individual begins employment.  Criminal background checks will 
be completed within the State of Wisconsin and any state in which the individual resided 
in the past three years.  Pine Haven will also check the SAM (The System for Award 
Management), an official website of the U.S. government. 
 
Job candidates are asked to complete the Background Information Disclosure (BID) 
form after the employment interview.  If the candidate returns the BID form prior to an 
offer being extended, it is kept on file without the criminal background check being 
completed.  If six months lapses without an offer being extended and accepted, the BID 
form is shredded. 
 
Although a disqualification based on criminal history is possible, in accordance with 
Federal and State laws, a previous conviction does not automatically disqualify an 
applicant from consideration for employment with Pine Haven.  Depending on a variety 
of factors (i.e. the nature of the position, the nature of the conviction, connection 
between job responsibilities and the position, age of the candidate when the illegal 
activity occurred), the candidate may still be eligible for employment.  If a conviction 
appears on the criminal background check, the candidate will be asked to provide a 
written statement explaining the situation and changes the candidate has made since 
that time.  The Human Resources department will review the criminal background check 
and written statements in context of the factors identified above and decide about the 
individual’s employment offer. 
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Due to the nature of Pine Haven’s environment and the vulnerability of residents we 
serve, the following are guidelines related to convictions that would result in an 
employment offer being rescinded: 

• Theft, abuse, or neglect-related convictions within 5 years. 

• Drug-related convictions within 10 years. 
 
Other convictions will be reviewed in the context of factors, including the nature of the 
position, nature of the conviction, age of the candidate at the time of conviction, and 
length of time since the conviction. 
 
If an applicant attempts to withhold or falsify information pertaining to previous 
convictions, the individual will be disqualified from further employment consideration in 
any position with the Pine Haven due to falsification of an application. 

Minor Employees 
Pine Haven will complete criminal background checks on all employees, including 
minors, as required by State and Federal regulations.  Due to the privacy nature of 
criminal records of minors, the criminal background check will be run again within one 
month of the employee’s 18th birthday. 
 
Periodic Renewals 
Pine Haven Christian Communities is required to complete criminal background checks 
for existing staff periodically based on State and Federal regulations.  In order to be 
compliant with applicable regulations, Pine Haven will complete criminal background 
checks on all employees every four years.   
 
Existing staff will not be required to complete a Background Information Disclosure 
(BID) form for each of the renewals.  Employees are reminded, however, of the 
importance of complying with the self-disclosure requirement as described in this policy. 
 
Self-Reporting Requirement 
Employees are required to disclose, in writing, any changes to the information on the 
Background Information Disclosure form, including: 

• Convictions of any crime. 

• Substantiated findings of abuse, neglect, or misappropriation. 

• Current investigations related to abuse, neglect, or misappropriation. 

• Professional credential restrictions, limitations, or revocations. 

• Program licensure limitations, revocations, or denials. 

• Discharge from any branch of the US Armed Forces, including any reserve 
component. 

• Residency outside the State of Wisconsin. 

• Rehabilitation Review requests. 
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Corrective action, which may include termination, will be issued in any of the following 
situations: 

• Knowingly gives false information or knowingly omits information on the BID 
form, or as part of the self-disclosure policy. 

• After submitting a BID form, subsequently fails to report any information about a 
conviction for a crime or other act or offense requested on the BID, or as part of 
the self-disclosure policy. 

 
Employees are required to disclose any changes to the above information in writing by 
submitting that information to their immediate Supervisor as soon as possible, but no 
later than the person’s next working day.  The Supervisor will consult the Director of 
Human Resources regarding the situation.  Depending on the circumstances, an 
employee may be terminated or put on investigative suspension until disposition of the 
charges. 
 
Employees will be reminded of the self-disclosure requirement in writing on an annual 
basis. 
 
Volunteers  
Pine Haven volunteers are subject to all aspects of this policy.  In the case of a 
volunteer, the policy should be read replacing “volunteer” for “employee.”  The 
Volunteer Program Assistant will maintain all files related to volunteers. 
 
Contracted/Temporary Staff 
Contracted or temporary staff assigned to work at Pine Haven must have a completed 
BID and criminal background check on file prior to performing any work in a Pine Haven 
facility.  Schedulers will maintain all files related to contract/temporary staff.   
 
The employer of record has the responsibility for ensuring this is done, incurring 
associated costs, and providing a copy to Pine Haven.  Criminal background checks 
which include criminal history should be reviewed with the Director of Human 
Resources prior to the individual working at Pine Haven. 
 


