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Policy: Criminal History Background Check Policy 

(Approved by the PenMet Parks Board of Commissioners) 
 
Purpose: Pursuant to RCW 35.61.130(4), the Peninsula Metropolitan Park District 

(PenMet Parks) desires to establish a policy requiring (A) all current and 
prospective employees pass a criminal history record check (background 
check), and (B) all volunteers, vendors and independent contractors, who 
may, in the course of their work or volunteer activity with PenMet Parks, 
have unsupervised access to persons under the age of 18, persons with 
developmental disabilities or vulnerable adults, or be responsible for 
collecting or disbursing cash or processing credit/debit card transactions 
pass a criminal history record check.   
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Policy Requirements: 
 
Section 1. PenMet Parks is committed to providing a safe environment for its 

employees, volunteers, vendors, independent contractors and the general 
public it serves.  Therefore, PenMet Parks hereby requires (A) all applicants 
for employment with PenMet Parks and all employees of PenMet Parks 
pass a criminal background check as a condition of such employment with 
PenMet Parks, and (B) all volunteers, vendors or independent contractors 
who may, in the course of their work or volunteer activity with PenMet Parks, 
have unsupervised access to persons under the age of 18, persons with 
developmental disabilities or vulnerable adults, or be responsible for 
collecting or disbursing cash or processing credit/debit card transactions, 
pass a criminal background check as a condition of such contracting or 
volunteering with PenMet Parks.  Notification of this requirement will be 
included in the job posting, request for proposals and request for bids.   

 
 
Section 2. Background Checks of Applicants for Employment and Current 

Employees.   
 

A. PenMet Parks has limited staff who serve in a variety of capacities 
depending upon the day-to-day needs of the District.  Consequently, all 
staff may at some time have unsupervised access to persons under the 
age of 18, persons with developmental disabilities or vulnerable adults, 
or be responsible for collecting or disbursing cash or processing 
credit/debit card transactions.  Therefore, as a condition of employment 
with PenMet Parks, all applicants who are otherwise qualified for the 
position of employment must pass a background check.  As a condition 
of continued employment, all PenMet Parks employees must pass 
additional background checks, which may be performed as often as 
once every year thereafter. 

 
B. When necessary, as determined by the Executive Director, a qualified 

applicant may be employed on a conditional basis pending receipt of 
the background check report. 

 
C. If a current employee fails a background check, Human Resources shall 

advise the employee’s supervisor and terminate the employee’s 
employment.   

 
 
Section 3. Background Checks of Volunteers. 
 

A. As a condition of performing work or volunteer activity with PenMet 
Parks, all volunteers (and a volunteer organization’s employees if 
applicable) that may, in the course of their work or volunteer activity with 
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PenMet Parks, have unsupervised access to persons under the age of 
18, persons with developmental disabilities, or vulnerable adults, or be 
responsible for collecting or disbursing cash or processing credit/debit 
card transactions, must pass a background check.  This requirement is 
met if the volunteer provides a background check report acceptable to 
PenMet Parks, in its sole discretion, that was performed within the 
previous twelve (12) months and demonstrates the volunteer passed.  
All volunteers who have unsupervised access to persons under the age 
of 18, persons with developmental disabilities, or vulnerable adults, or 
be responsible for collecting or disbursing cash or processing 
credit/debit card transactions shall be subject to and must pass another 
background check once every twelve (12) months from the date of the 
prior background check report.   

 
B. For purposes of this policy, “volunteers” refers to individuals who directly 

assist PenMet Parks on a regularly scheduled or routine basis, in a 
programmatic or administrative capacity. This does not include 
individuals who serve solely as council or advisory committee volunteers 
and occasional “partner project” volunteers who do not register with 
PenMet Parks. 

 
C. When necessary, as determined by the Executive Director, prospective 

volunteers may be allowed to volunteer on a conditional basis pending 
receipt of the background check report. 

 
D. Supervisors shall confirm all volunteers who are subject to this 

background check requirement have passed the background check and 
the reports are on file with Human Resources.   

 
 
Section 4. Background Checks of Vendors and Independent Contractors. 
 

A. As a condition of performing work with PenMet Parks, all vendors and 
independent contractors that may, in the course of their work with 
PenMet Parks, have unsupervised access to persons under the age of 
18, persons with developmental disabilities, or vulnerable adults, or be 
responsible for collecting or disbursing cash or processing credit/debit 
card transactions, must pass a background check unless the vendor or 
independent contractor provides a background check report acceptable 
to PenMet Parks, in its sole discretion, that was performed within the 
previous twelve (12) months and demonstrates the vendor or 
independent contractor passed.  All vendors and independent 
contractors who have unsupervised access to persons under the age of 
18, persons with developmental disabilities, or vulnerable adults, or be 
responsible for collecting or disbursing cash or processing credit/debit 
card transactions shall be subject to and must pass another background 
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check once every twelve (12) months from the date of the prior 
background check report.   

 
B. When necessary, as determined by the Executive Director, prospective 

vendors or independent contractors may be contracted on a conditional 
basis pending receipt of the background check report. 

 
C. Supervisors shall confirm all vendors and independent contractors who 

are subject to this background check requirement have passed the 
background check and the reports are on file with Human Resources.   

 
 
Section 5. Background Check Requirements. 
 

A. All persons subject to the background check requirement shall complete 
the background check information and authorization form, as amended 
from time to time, and such additional information or documentation as 
may be required to adequately perform the background check. If a 
person subject to the background check requirement is below the age 
of eighteen (18) years old, a parent’s or legal guardian’s signature 
authorizing the background check is required.  Human Resources will 
provide background check authorization forms.  Human Resources may 
use the Washington state patrol criminal identification system, and the 
federal bureau of investigation criminal identification system, and may 
use a fingerprint check using a complete Washington state criminal 
identification fingerprint card. Alternatively, Human Resources may use 
a private company that performs background checks, such as the 
Background Investigation Bureau (BIB) or National Center for Safety 
Initiatives (NCSI/SSCI).  Fees associated with performing the 
background check will be charged to the appropriate department(s) or 
to the person subject to the background check, at the discretion of the 
Executive Director.  The person named on the report will receive a copy 
of the background check results.  
 

B. Any person whose background check includes a pending charge, 
pending crime or conviction of any crime or negative action listed in the 
“DSHS Secretary’s List of Crimes and Negative Actions” shall be 
deemed to have failed the background check and is automatically 
disqualified from performing work, volunteering or providing services to 
PenMet Parks.  

 
C. The definitions for the terms “pending charge”, “unsupervised” and 

“vulnerable adult” are as provided in the Washington Administrative 
Code (WAC) Section 388-113 as now stated or as amended in the 
future, including any successor or replacement statutes or regulations 
relating to this subject matter.  All references to the “DSHS Secretary’s 
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List of Crimes and Negative Actions,” relate to the Washington State 
Department of Social and Health Services list of crimes and negative 
actions as specified in WAC Section 388-113 as now stated or as 
amended in the future, including any successor or replacement statutes 
or regulations relating to this subject matter. 

 
D. If the applicant for employment, employee, volunteer, vendor or 

independent contractor disagrees with the results of the background 
check, Human Resources shall provide to that person the contact 
information for the agency that performed the background check.  An 
employee, volunteer, vendor or independent contractor who disagrees 
with the results of the background check may request special 
consideration and be allowed to perform the work or provide the services 
by demonstrating to the satisfaction of the Executive Director and 
Human Resources that adequate measures are in place preventing that 
person from having unsupervised access to persons under the age of 
18, persons with developmental disabilities or vulnerable adults, or 
being responsible for collecting or disbursing cash or processing 
credit/debit card transactions. 
 

E. The District may have a duty to disclose to third parties, including 
government agencies, information disclosed by a background check 
when the law requires.   

 
 


