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39.03 RECORDS CHECK FOR ERIE COUNTY PERSONNEL DEPARTMENT 
		
	In providing criminal history information for the Erie County Personnel Department, the following 	policy will be adhered to: 
	1. All requests from the Personnel Department will be made on forms approved by the Sheriff’s Office. 
	2. A minimum of two days’ notice will be required for a records check to be completed. 
	3. Records check requests, to the extent possible, will be kept at a minimum with only finalists for position 	 	    being screened through the Sheriff’s Office. 
	4. It will be the responsibility of the Personnel Department to obtain and retain written permission for the		    records check from the applicant. 
	5. All records checks completed by the Erie County Sheriff’s Office will remain on file with the Personnel	   	    Department. Only an updated records check for a specific period of time that has elapsed since the original 	    records check will be provided on second request. Distribution of the information received is at the discretion 	    of the Personnel Department. 
[bookmark: _GoBack]	6. All information from the checks is to remain confidential. 
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