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    City of Huntington Beach
To:
Volunteers 

From:
Volunteer Program Development Team and Management

Subject:

Procedures for Background Checks 
Background checks must be completed and results received before an adult (18 years of age and older) can begin volunteering in the following programs:


Grandparents and Readers (GAB)


Homework Club Tutors


Volunteer Homework Club Tutor Coordinator


Children’s Library & Oak View Shelving Volunteers

Saturday Science (Oak View)


Branch Substitutes
Volunteers are responsible for the “rolling” cost. The rolling cost is the fee each agency charges (see attached list).  

Procedure:

1. Select an agency to have the screening conducted.

2. Complete the form where indicated.

3. Return the yellow copy of the Live Scan triplicate form to the Volunteer Services Coordinator within 2 days of the scan date.

4. Screening process may take 2-3 weeks.

5. Results are sent to Human Resources, an email is sent to the Volunteer Services Coordinator. 

a. Clearance – The Volunteer Services Coordinator will notify the program supervisor and the individual can begin volunteering

b. If the individual does not meet City’s requirements, Human Resources will inform the Volunteer Services Coordinator recommending that the Library does not assign the individual. The Volunteer Services Coordinator will call to inform the individual he/she did not meet the requirements and cannot be assigned to a volunteer project, a letter will follow. If the person would like details of the results he/she will be responsible for contacting the DOJ.
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