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Are you conducting background checks on potential
employees? If so, I have created a step-by-step guide for
doing the process efficiently. As an employer, it is essential
to do your due diligence and make sure that those we hire
will not compromise our organization in any way, shape, or
form, including checking their background.
There are many ways to conduct these types of
investigations, but this guide will help you decide how best
to perform the background investigation for your business.
We have a number of resources to help you get started. We offer free hiring
policies and forms and some sites I use to conduct background investigations
for my clients.
For those that don't know me, my name is Wayne Bisard, and I am the owner
of a private investigations firm, Wayne Bisard Investigations. I specialize in preemployment background investigations. Wayne Bisard Investigations is a fullservice private investigations firm offering background investigations, internal
affairs investigations, criminal defense investigations, child custody disputes,
missing persons, cheating spouses, surveillance, and cold case reviews.
I am a 26-year law enforcement veteran and a former police detective. I
retired from active duty in 2021 to start up my own private investigations firm
with the hopes of helping others who might need it. Investigations are where
my passion lies--I love what we do!
Hiring is an intimidating process, but it can be made easier with the right tools.
I hope this guide will help you find what you're looking for so that when
people come in search of employment, they are appropriately screened and
don't hurt either company reputation or business dependability. One last
thing- conducting thorough background investigations on every person
coming into work could save future headaches down the road!
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Devlope a Policy
Most organizations have a policy that outlines their hiring
process, but it also should include the background
investigation. When will the background be performed
during the hiring process, what are the criteria for passing or
failing a background investigation, and who will perform the
investigation? Will you hire an outside agency or conduct the
investigation in-house?
There are some advantages of using an outside agency to
conduct a background investigation for you.

Why Third-Party Background Investigations
There are several benefits associated with letting an outsourced company
perform a background check. Let us explore some of them together.
Background investigations are an extensive activity and can be time-consuming. I
have conducted many investigations for managers, law enforcement personnel,
and other high-profile candidates. Such background investigations require
comprehensive research into the candidate’s past and may take 30 to 40 hours.
The human resource department of the company is mostly responsible for
running background checks. However, this also means that you will be using
hours of valuable resources searching online, calling people, and visiting
employers and references. This will cost you more money than hiring outside
help. Professional background investigation agencies have access to extensive
databases and online resources to dig into any candidate’s background.

GUIDE FOR CONDUCTING BACKGROUND INVESTIGATIONS

Outsourcing the task of conducting background
investigations gives the entire process certain credibility of
impartiality. Furthermore, a candidate will feel more
comfortable with someone other than the employer
conducting a background check. For your benefit, you will get
a legally defensible and quality background check report. So,
in no way can a candidate come back to blame you for being
biased in any way for any reason. Having a professional
background investigator run checks on candidates can help
protect your company from any risk of lawsuits for
disqualifying candidates.
An outsourced professional background investigation company is aware of all the
paperwork/forms needed to complete an investigation. For instance, my firm has
all the necessary paperwork required to conduct and complete a background
check. Hence, you save money on resources and paperwork by letting
professionals like myself handle the hassle.
A police department (one of my clients) used a detective to run background checks
on potential hires, but the detective would spend about 40 hours for a single
background check.
Sometimes, the detective would have to stop the investigation in the middle to
investigate a robbery or homicide, which causes a delay in the hiring process, and
police departments are struggling with being understaffed.
They came to me! I used efficient methods to investigate their candidates'
backgrounds and complete the most extensive and complicated background checks
within 7 to 10 days max. Plus, my investigations had a more detailed analysis. This is
because, as a professional background investigator, I know what information to get
and how to put it on paper for a clear and simplistic understanding of anyone
reading my report.
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One of the candidates was into making provocative videos and posting them on paid
social media sites. There's no way a detective would have found that out, but it
turned out not to matter because they didn't get hired anyways! Imagine how bad
things could've gotten if this person had been selected to work for your police
department?

Steps for Conducting Background Investigation
Reviewing and updating your policies
It is imperative that you have your attorney review the hiring policy for compliance
with federal, state, and local laws. For assistance in creating this vital document
please visit our website where we offer sample policies to use as guidelines.
The policy should include the following:
Objectives of the Policy
Responsibilities
Basic Requirements/Qualifications for Employment
Character, Integrity and Fitness
Drug Policy
Arrest History
Driving History
Social Media and Other Review
Candidate Selection Process
Application Process
Oral Interview
Eligibility List
Management Interview
Conditional Offer
Background
Drug Screen
Psychological Examination
Vision Examination
Hearing Examination
Probationary Employment
Responsibility
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Gather Your Forms
Conditional Job Offer Form – This form outline all the requirements a candidate
must meet before offering them employment. It must mention that employment is
dependant upon the candidate meeting certain conditions. Here are some conditions
the candidate must meet:
Drug screening
Background investigation
Vision and hearing test
Physical examination
Physical fitness (optional)
Psychological (legal in some states)
Any other tests you may require
Authorization for Release of Information - This essential document allows
employers to access candidates’ information, including medical information, financial
information, criminal records, and any civil suit information. It indemnifies your
organization from any claims and legal costs associated with a lawsuit brought
forward by the candidate or any other party. If you are obtaining credit information
this form must include notification of this to comply with federal law.
A Background Questionnaire - A candidate completes a background questionnaire
to provide you with all the information needed for conducting a background
investigation. This document should be notarized and should mention that any
misinformation, deception, and omission of information can delay the hiring process
and/or disqualify the candidate.
The questionnaire may include the following sections for investigation:
Personal identity information such a name, address, contact details
Employment history
Personal references
Marital status, information, and family references
Education from high school to college
Education references
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Organizations candidate belongs to
Any military service history
Alcohol or drug abuse
User media accounts and usernames
Financial information
An Interview Certification Form - I use this
form to tell people that they need to be truthful
and provide all the information. I also tell them
that they will not get a copy of the report and
will not know why they were specifically
disqualified.
Report - After the facts have been gathered, a report of some type will need to be
completed to document what information was found during the background investigation
phase.
Review Your Policies, Forms, and Processes - It's crucial to stay up-to-date on labor
laws, as they have constantly changed. Not only that, but you may end up getting
sued for not following the law! Get an attorney to check if your policies and
processes are compliant with Federal, State, or Local Labor Law so that nothing
slips through the cracks later down the road.
Background Investigation Steps
These are the steps you must follow for conducting background investigations:
Providing the candidate with a conditional employment letter
Provide authorization to release form to get consent to run a background check
Provide a background questionnaire to the candidate to fill in the information, sign it,
get it notarized, and submit it back.
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Conduct a background interview to go over the questionnaire, ask follow-up
questions, and ensure nothing has been omitted.
Verify the information provided by the candidate by conducting a thorough
background investigation. Call employers and physically review personnel files.
Interview family, friends, boyfriend and girlfriend, spouse, ex-spouses, teachers,
verify skills, education, criminal history, and financial history.
Complete a report of the findings.
Notify the candidate whether they will or will not move on to a full-employment
offer.
By running a background check, you can learn if the person has any potential
red flags. For example, if they have been convicted of theft in the past or are
currently on probation for domestic violence charges, it may be best to
bypass this candidate and find someone who is more trustworthy. This way,
your company will avoid costly lawsuits or other legal issues that could arise
from hiring an employee with a shady history. If you need help finding out
about somebody’s history before making them part of your team, contact us
today! We offer affordable background checks that give you peace of mind
when looking at new hires.

FREE SAMPLE POLICIES, FORMS, AND
RESEARCH SITES FOR BACKGROUND
INVESTIGATIONS.
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Wayne Bisard Investigations, LLC is not a law firm. As
such, Wayne Bisard Investigations, LLC does not
provide legal advice. The material in this guide does
not constitute legal advice, nor does contributing to
the guide or communicating with Wayne Bisard
Investigations, LLC or other contributors about the
guide create an attorney-client relationship.
Seek legal advice before implementing any of the
information contained within this guide.

