APPENDIX G - BACKGOUND CHECKS AND DISCLOSURE REQUIREMENTS
In accordance with New Jersey Administrative Code, NJAC 18:31-1.1 et seq., the Division of Taxation requires background inquiries on Vendor {Contractor} positions that will have access to confidential information to ensure that only qualified individuals of good character are appointed and that information contained in resumes and/or employment applications for Vendor {Contractor} positions is accurate and complete.  The inquiry will be conducted and the acquired information will be kept confidential in accordance with the Civil Service Act (N.J.S.A. 11A:1-1 et seq.) and any other applicable laws.   It may include the following:
· Records of criminal convictions and pending criminal charges;
· Credit checks, to compare an applicant’s credit history information with information provided in a resume and/or employment application, and information obtained through the New Jersey tax filing and payment records;
· Confirmation of employment and reasons for separation;
· Contacting references;
· Confirmation of any education listed on a candidate’s application; and,
· Other inquiries, including interviews regarding all the aforementioned.
In addition to positive criminal backgrounds for cyber-crimes stated in Section 5.9.1, Data Confidentiality, pending criminal charges and/or convictions for crimes of dishonesty and/or those that touch upon personal integrity such as theft; shoplifting; theft by deception; larceny; fraud (passing bad checks for example) will result in an immediate unsatisfactory determination.  The prospective Vendor {Contractor} employee will not be approved to work on this project.   Length of time since conviction is not a factor to be considered in the determination.  Questionable findings and/or uncertainty of criminal information will require discussion with the SCM for clarification.  Final determination on whether criminal component of background is Satisfactory or Unsatisfactory rests with the SCM.
A prospective Vendor {Contractor} employee who is a New Jersey resident or who has income from New Jersey sources will be subject to a tax filing compliance review.  The review is conducted by Taxation personnel and the determination with regard to compliance will be reported to the SCM. 
[bookmark: _GoBack]A Vendor’s {Contractor’s} employee will not have access to the confidential records and files, nor will the employee be approved for assignment to this project until the SCM agrees the background check for the employee is satisfactory.  The SCM will notify the Vendor {Contractor} company representative of employees with unsatisfactory background checks.  
The SCM will provide the following forms and documents to the Vendor {Contractor} company prior to the time the Vendor {Contractor} begins work on the project:
· Department of the Treasury Code of Ethics; 
· Employee’s Certificate of Outside Employment, Business, or License Held, Form ADME-120; and,
· Certification and Agreement to Adhere to the Confidentiality Provisions of the State Uniform Procedure Law, the Internal Revenue Code, and the Policies of the Various Divisions of the Department of the Treasury Relating to Access to Tax Records and Files, Form M-1010-V.
The Vendor {Contractor} shall distribute the forms and documents to all Vendor {Contractor} employees approved for assignment to this project.  The Vendor {Contractor} employees are required to read, sign and date the forms and/or corresponding statement(s) of receipt and understanding.  The Vendor {Contractor} will provide the original signed form and and/or corresponding statement(s) of receipt and understanding to the SCM on the first day the Vendor {Contractor} employee(s) begin work on this project in a manner determined by the SCM.
The SPM or a member of the State Project Team as designated by the SPM shall conduct an orientation for the Vendor {Contractor} employee(s) within five (5) business days from start of work on the project.  The orientation will provide further information about confidentiality policies and the reasons for the use of the forms and documents.
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