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 BALTIMORE COUNTY GOVERNMENT  
INSTRUCTIONS FOR COMPLETION OF  

EMPLOYMENT BACKGROUND INVESTIGATION FORMS  
  
Instructions: Print, complete, and sign the following documents:  
  

1) Authorization and Release for the Procurement of a Consumer and/or Investigative Report;  
2) Employment Background Investigation Form;  
3) Statement of Criminal Conviction, Probation before Judgment, or Pending Criminal Charge; and  
4) Form I-9 Employment Eligibility Verification (Complete Section I only).  
  

You will NOT automatically be disqualified if you have a criminal conviction, guilty plea, probation for judgment 
(PBJ), or finding of not criminally responsible (NCR). The factors that will be considered in making a determination 
about your suitability for employment include:  
  

• The type of crime  
• The frequency of violations and/or a pattern of offenses  
• The time elapsed since the conviction or disposition  
• The applicant’s age at the time of conviction or disposition  
• The duties of the job  
  
  

We do not expect each and every applicant to have a perfect past. However, it is important for you to answer all 
questions thoroughly and provide complete and factual information pertaining to any conviction, guilty plea, probation 
before judgment (PBJ), finding of not criminally responsible (NCR), or pending charges. Failure to disclose the above 
information constitutes falsification of your application and will disqualify you from employment, regardless of the 
seriousness of the offense. You do not need to include expunged charges or juvenile charges.  
  
  
Employment Background Application Form and Statement: If you are unsure about certain dispositions that may 
be in your criminal history record, you are advised to contact the court or courts where your information may be 
retained, or seek advice from the attorney who handled your case before completing the forms. Bring any other 
questions or concerns to your fingerprint appointment.  
  
  
Convictions/PBJ/NCR/Pending Charges: If you have ever had any interaction with the criminal court system that 
resulted in a conviction, probation before judgment (PBJ) disposition, not criminally responsible (NCR) disposition, or 
a similar disposition in another state, it is imperative that you list each and every disposition in its entirety. You are 
also required to disclose any and all pending criminal charges.  
  
  
Misdemeanor Citations/Criminal Citations: Even minor offenses will appear on your record as a conviction. You 
only need to report any citations where you were charged as an adult.  
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Baltimore County General Government 
 Employment Background Investigation  

Information Sheet For Applicants  

Applicants not currently employed by Baltimore County, who have received a conditional offer of 
employment, are required to be fingerprinted and undergo an employment background investigation before their first 
day of employment. The fingerprint process is required regardless of whether the applicant has been previously 
fingerprinted for another job, childcare, or any other reason.  

Employment Background Investigation Forms Packet:  
Within two weeks of applicants' conditional offer of employment they need to review and complete a Employment Background 
Investigation forms packet and schedule their fingerprint appointment. An Employment Background Investigation forms packet 
may also be obtained from the Baltimore County Government's Office of Human Resources.  

Cost:  
Free. There is no cost to applicants.  

Where:  
Baltimore County Public Safety Building 
700 East Joppa Road 
Towson, Maryland 21286 

 
Directions: Please fill in the directions  
From I-695 (Baltimore Beltway), take Exit 28 Providence Road. Bear right on the ramp onto Providence Road south. Travel 
approximately one mile and turn left at the Public Safety Building entrance on Providence Road. 

Free parking is available in the Public Safety Building lot, except in areas marked reserved. 
 
 
Contact Information:  
To schedule an appointment, contact the appropriate fingerprint coordinator for your agency. Coordinators are 
available during business hours, Monday through Friday from 8:30 a.m. to 4:30 p.m. 

You are responsible for scheduling a fingerprint appointment with Baltimore County Government. Appointments take 
about 15 minutes and are available at the following times. Please plan to arrive 15 minutes before your scheduled 
appointment. 

 Tuesdays and Thursdays from 9 to 10:30 a.m. 
 Tuesdays and Thursdays from 1 to 2:30 p.m.  
 Tuesdays from 5 to 8 p.m.  
 Saturdays from 10 to 11:30 a.m. 

 
 

General Government—Most Applicants 
Applicants for most County agencies, including County Health and Human Services and Recreation and Parks 
employees who are paid on a regular biweekly schedule, should contact the Office of Human Resources to schedule 
fingerprinting. Call Terry Amos or Steve Pohl at 410-887-3135. 
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Department of Recreation and Parks Applicants 
Recreation and Parks applicants who are paid monthly or on an alternate schedule should contact the fingerprint 
coordinator for their section. 

 Region 1: Donna Vanek at 410-887-1071  
 Region 2: Bonnie Warner at 410-887-6957  
 Region 3: Tina LaViola at 410-887-5141  
 Region 4: Karen Pruitt at 410-887-3465  
 Therapeutic Recreation: Janice Castle at 410-887-5319  
 Agriculture, Nature and Special Facilities: Donna Gravell at 410-887-8570 

If the coordinator for your section is not available or if you are unsure who to contact, call Samantha Walters at 410-
887-2053. 
 
 
State Health and Human Services Applicants 
State of Maryland Health and Human Services (HHS) applicants should call HHS Human Resources at 410-853-3900. 
 
Fire Department Applicants 
Call Lieutenant Jay Ringgold at 410-887-4809. 
 
911 Communications Center 
Call Joseph Ireton at 410-307-2038. 
 
Required Documents 
You will need to bring the following documents and other information to the fingerprint appointment: 

 A government-issued photo ID (must be a driver's license if required by the job position) plus two photocopies 
of the ID  

 Employment Background Investigation forms;  
 Information related to name changes; (such as marriage, divorce, etc.)  
 Current and previous residence/address information; and  
 Documents to prove identity and establish employment eligibility. 

 
 
 
 



Revised 08072013 

4 0f 7 

AUTHORIZATION AND RELEASE FOR THE PROCUREMENT OF A  

CONSUMER AND/OR INVESTIGATIVE REPORT  
  

  
I, the undersigned consumer, do hereby authorize BALTIMORE COUNTY GOVERNMENT to procure consumer reports 

and/or investigative consumer reports on me.  

  

These above-mentioned reports may include, but are not limited to, my driving history, including any traffic citations; a 

social security number verification; present and former addresses; credit history and financial status, criminal records: and, 

any other information bearing on my character, general reputation, personal characteristics, trustworthiness and/or mode of 

living.  

  

I understand that the investigative consumer reports I have authorized above may include information obtained by 

interviews with my neighbors, friends, family and/or associates and/or others with whom I am acquainted or who 

may have knowledge concerning said information.  

  

I further authorize any person, business entity or governmental agency who may have information relevant to  

the above to furnish and disclose the same to BALTIMORE COUNTY GOVERNMENT, including, but not limited to, any 

courthouse, any public agency, any and all law enforcement agencies and any and all credit bureaus, regardless of whether 

such person, business entity, or governmental agency compiled the information itself or received it from other sources.  

  

I hereby release BALTIMORE COUNTY GOVERNMENT, and any and all persons, business entities and governmental 

agencies, whether public or private, from any and all liability, claims, and/or demands, of whatever kind, in law or equity, to 

me, my heirs or others making such claim or demand on my behalf, for procuring, selling, providing, brokering and/or 

assisting with the compilation or preparation of the consumer report and/or investigative consumer report hereby authorized.  

  

I hereby certify that I have read and understand this Authorization and Release for the Procurement of a Consumer and/or 

Investigative Report.  

  

  

__________________________________________________     __________________________  

Signature            Date  
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Baltimore County Government  
Employment Background Investigation Form  

  
____________________________     ____________________________   ____________  
Social Security Number         Driver’s License # and Issuing State     Date of Birth  
  
____________________________    ____________________________  __M     F_____  
Print Full Name          Other Names Used (Incl. Maiden Names)   Sex (Circle One)  
  
__________________________________________________________________________________  
Current Address (Street, City, State, Zip Code)     (County of Residence)    (Dates Lived at this Address)  
  
  
Baltimore County, Maryland, a body corporate and politic, is an equal opportunity employer and does not unlawfully discriminate in 
employment. No question on this application is used for the purposes of limiting or excluding any applicant from consideration for 
employment on a basis prohibited by local, territorial, state, or federal law. Equal access to employment, services, and programs is 
available to all persons.  
  
Previous Addresses for the Past Seven Years      Dates Lived at this Address  
  
________________________________________________________________________________________________  
Address           City        State      County  Zip  
  
  
_________________________________________________________________________________________________  
Address           City        State      County  Zip  
  
  
_________________________________________________________________________________________________  
Address           City        State      County  Zip  
  
Home Phone #: __________________________Cell Phone #:___________________________  
  
Warning: Please note that a conviction will not necessarily disqualify you from the job for which you have applied. Disclosure of any 
such information is not an automatic bar to employment. However, failure to report criminal convictions, probation before judgment 
(PBJ) dispositions, not criminally responsible (NCR) dispositions, or pending charges or misrepresentations made through this disclosure 
may result in termination of your employment with Baltimore County Government should your employment begin prior to the results of 
this investigation being completed.  

APPLICANT INITIAL HERE _______________  
  

Have you ever been convicted, or placed on probation before judgment (PBJ), found not criminally responsible, or have pending 
criminal charges against you without a final disposition for an offense other than a minor traffic violation?  
  
Yes _____  No_____    If yes, list charges below. Use the attachment if more space is needed and to provide specific information.  

  
Charge:__________________________________________ Date:____________ City/State: _________________________________  
  
Disposition (circle one):   Conviction   PBJ   NCR  Pending charge  
  
Charge:__________________________________________ Date:____________ City/State: _________________________________  
  
Disposition (circle one):   Conviction   PBJ   NCR  Pending charge  
  
Charge:__________________________________________ Date:____________ City/State: _________________________________  
  
Disposition (circle one):   Conviction   PBJ   NCR  Pending charge  
  
Have you had criminal charges put on a STET Docket during the past 12 months?  
Yes ______ No______  
  
APPLICANT SIGNATURE: _____________________________________________________DATE:______________  
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Baltimore County Government 
 Statement of a Criminal Conviction, Probation before Judgment, 

 Not Criminally Responsible or Pending Criminal Charge  
  
  

I have applied for a position with Baltimore County Government. On my Employment Background Investigation Form, I 
acknowledged a prior conviction, probation before judgment (PBJ) disposition, not criminally responsible (NCR) 
disposition, or a pending charge for an offense other than a minor traffic violation. With respect to the offenses 
acknowledged on the application for my employment background investigation, I hereby release and disclose the following 
specific information regarding such conviction(s), PBJ disposition(s), not criminally responsible (NCR) disposition(s), or 
other potentially adverse information:  
  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
______________________________________________________________________________________________  
  
I have made the above statement of my own free will in the interest of providing the truthful facts regarding a previous incident(s) which 
have resulted in a conviction, PBJ disposition or pending charges against me. This statement is true to the best of my knowledge and I 
have not been promised anything in exchange for this statement.  
  
  
  
________________________________________________________ ___________________________________________  
Applicant’s Signature             Date  
  
  
Please attach this form to the Background Investigation form.  
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Baltimore County Government  
Demographic Information Sheet 

  
Applicant Information (Please type or print clearly) All Fields are required  
  
Name: ____________________________________________________________  
     Last       First      Middle  
  
Address: __________________________________________________________  
  
City: _________________________ State: _______________ Zip: ___________  
  
Home Phone: ___________________ Cell Phone: ________________________  
  
Height: ______ft. _______in.   Weight: ______ lbs.  
  
Social Security Number: ______-______-______       Date of Birth: ___/___/___  
  
Place of Birth (State): ___________ Country of Citizenship: _______________  
  
Drivers License or State Issued ID #: ______________________    State: ______  
  
  
Circle Codes that Apply  
  
 
  
  
  
 
 
 
 
 
 
 
 
 
 
 
 
_________________________________________________________________________ 
Signature/Date  

Gender  Hair Color  Eye Color  
Male……………………
…M  

Bald………………..BAL  Black…………BLK  

Female…………………
….F  

Black………………BLK  Blue…………..BLU  

  Blond/Strawberry….BLN  Brown………..BRO  
Ethnicity  Brown……………..BRO  Gray………….GRY  
Asian/Pacific 
Islander…….A  

Gray/Partial Gray…GRY  Green…….......GRN  

White……………………
.W  

Red/Auburn……….RED  Hazel…………HAZ  

Black…………………….
.B  

Sandy……………..SDY  Pink…………..PNK  

Unknown………………
…U  

White……………..WHI  Multi Color… MULT  

American Indian/ Alaskan  
Native…………………
…..I  
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.ltd made .".il.bl. for in.P<"';ot' by I UllIo<i,ed offiCIa ls of 
the [)cpar1m<nt of 11000eiand Socurily. Deparlmenl of L.bOI-. 
and Office of Special Coonsel f'" Imm igroli"".Re lated Un!'ir 
Em plo) mOll l P""'''<ts. 

Submi"ion ofth. informat ioo r"'l"ired in thi, fo"n i, 
.'oluntary. 110we,«. On iooi,idoal rna)' oot begin emplo)'menl 
"nl." this form is comp leted. s,,,,,e employers or< subj«t to 
ci" il or crim inal pena lli .. if lhoy do oot comply with lhe 
l"'miWition Iteform '00 Con'rol Ae, of 1986. 

[MI'LOY[~S ~ IUST ~ETA I ;\' CO.\ IPL[T[V FO~M 1·9 
llO r;OT MA IL CO.\l I' L[ TE[) FO ){,\l 1_9 TO IC E Olt USCIS 



I '·all<.' rwork Reduc tio n Act 

All 'go",,) rna)" 001 o""duct or 'poD_ an ,nfoem'II"" 
<oHw ,on ."d a 1'<""" i, 001 required to ""pond '0. 
ool lw ,oo of ,nfocrnOlion un le .. i, di,pla), • curren,ly ,'. 'id 
OM lJ con'rot number. n.c ptJ blic reporting burden for thIS 
oollew",' of infOlm.,i"" i, ."imated at 12 minu,,,, per 
",spoD«. i",, 'ud ing ,he lime for revie"'ing i"'lr""li"", and 
completing.nd ,ubmitting ,he focrn . Send commenl< 
regard ing lh ,' burOrn <>tim.'< or .n)' "'Oer "'re<'l of lhi , 
coll"'l''''' of ,nform'ti oo. ",dudmg , ullS"" i"", rOf .. due ing 
thi, burOon. '0 : U.s. Ci,j'.e",h,p ond Imm iv.,ioo Se"ic.,. 

/I"."..,. 
Rogu l"'<>r) Managemon, Division. I I I M .. ""hu",(t, 

N .w .. 3rd FIOOf. Su,te J008. Wa,h ing'on, OC 
20529·]2 10. O~tB No. 1613..()()47 . 0.. nn! ma ll) our 
com pl<l cd Forn, 1·910 lhi. add ....... 



A;o.TI·Dll>CJU\"NATION NOTICE: It 1.11 .... 110 .1l .. rI.~u'. apl ..... ·.'k-1lMlltorl .... 1 .. <lMII ..... l: mpW,-,n CANNOT 
'I>"If, .. _k_ <Io<U,,"I(o) ._.) .. III I<upl from ..... plG)-.... T~ •• d ... , to _I ... I ....... ldnl ""'"U .. . _. d"" ....... _ ..... 
f.,"rr uplnu"'. d ... nul ..... <00''''.'0 111<1:1' dl",rl"du'lt,. 
S«;,10,.0 I. f.., II. ... J.rD ..... ' .... nd Vuitka'\o.o (fa IH! ~_ ,I<''; and " ....a bv "'" 0,,,,,, 'il lit<' "..... 0,'_ "'''.J 

, __ ,......, ... ,...,..., .... , ... , .... . .... ot .... _ ..... 
I .", .... r.I~.1 (od ..... II.o .... ".<"'III .. for o A' ..... "' ... U __ 
""p,b .. ,,," ... , •• dlor tion ror r.~ .......... u or o A ___ ot .... l!o""'s.-I __ .. _' 
... of r.~ d .......... i ••••• "", ..... -it_ ,_. 
..... p ........ <Jf1~1' form. o " ... fuI .... _ .. ...-(Alom·1 

o ........ -..... .. _lAko ... ·' ... ·1 

._ .... s..,.... 

" 

•• 

'-',...... .. 'f_' 
CF-M n FI C .. I ros: I "'''' ... dt.- ..... 1.), .r ""jo,,-. "" I h ,-...... 1.«1 ,~. doc''''''I'1 p ...... ,'" ",,'h .""'·.· •• mN •• plo)"« •• hat 
th •• bQ, .. li.l<d do<,mt.'(.) 'W"" 10 b< ~'n.I •• ,.d 'Q "I,,, t. tho .mplo>l« •• ",<d. Ihal II. '"'I'lo>y« "",",0 ,mplo>ym •• , QO 

! ""J Ih" 10 II. I II •• mplo» · .. " ".II.,uM I. ~~,k I. ,h. U.I'<d S .. , ... ,S .. " 

,." .... _, ...... ) OJ ,..J • .., ... " .......... of .. ) " __ ..... _..., ... ~ • • t ......... to .... .. ... , .k .. "' ......... ,1 ..... ..., .......... , .. 
_._~., , ......... _., IN'·' ..... __ " .. ............. " ...... .. , .. _I.;"'.c 

" ....... OlI .. ..., .. "'A.....,Ud~ ... 

• 



U STS OF ACCEPTABL.E DOC liM ENTS 
All d""""''' I' 'n">I N une'Plr«I 

LIST A lIST D lISTC 

1)0cumeD1> ,h., [". blish 11o'*, L1""",,,en l' l ho l [ ' I.bll,h Docum' nl> ,h., Est.bli.*, 
Iden1ft)' ~.,d [ ",plo)',n, nl IdeD' i'y [mployme nl Auth orlutlon 

Au, hoFi .. ,1oa , ND 

U. S. Passport 0.- U.S. Pa"port Cartl Driver'. lice nse 0< ID cord i .. ued by •• • • Soc i. 1 Security AC<OIInl Number •• • Slote or oo tl)'ing !"""",ion of tN card Olh« thall one that sp«ifI .. 
United Slat.s ","" ided it oon13i", a on tN foce Ihal Ih. i" ""nee of lhe 
photOj!raph or mformal;Oft ,,,,,h ... card doe' not "uthOfize , nome. dat< o r binh. gend". height. P,nn_"1 Res,dent Corti or Alien emp loy"'enl in the Un,ted Stale, 
"yo w lo<, and addre .. Regi"",' ion R«eipI Card (Form 

1· 55 1 ) , Cen, f,<atiOft of Il inh Ai>rood , II) cartl issued by federa l, "ale Of i"ued b) lbe Dopanme nl or State , FOfeign passport thaI e""u in, . loca l gm ,mn", "t 'genOle, or (Form FS·S45) 
tempo<.'y 1·55 I sump or Icmporal)' <ntili.,. prm'ided it C""lain, a 
1-551 printed notot ioo Oft. mach mo· photogmph 0< information 'LICh as 
read.ble immigrat" visa nam e, da le ofbi rth. gender. he ight, ,. C'I1,fic";oo of R.port of Il i n~ oye color, and aJdress 

i" ued by lhe Doranment of Slate 
(F<mnDS- I J50) ,. fmplo)'menl Authori,atioo Documenl ,. &:I>00I10 <ard ",i t*' 0 phOlog"'ph 

Ih. 1 ,Oftla in' a photograph (Form 
1-71>6) ,. VOId, Teg is".ti"" cord ,. Origin.1 0.- cen if, ed c"PY of bi~h 

cen ificOlc i,,"od by a Slate. , In the ca"" of. tlOO immigrant al ien ,. U ,So Mil ilary card or draft record cOll"ty. ",unic ipal authorit)" 0.-

,ulllo.-; ,0<1 to work for . >pc< ific te",it<>l)' of the United Stat .. 

cn' plo),", ""id<:"t to ,I" us. a l<>rcil9' boOTing an offici,1 "'01 
Miliuf)' dcptnd<nl', ID cord • p.ssport " ilh F<><nl 1-94 or Fom, 

1·94A bearing Ihe .. me name,.. lhe ,. U.s , COO" Guord Merc hant Morin" , passport a ,ld conuinmg an Nat i"e Amencon Iriba l document 
,~ 

endorsemenl Oflhe al ion', 
tlOO inlln iwant 'tOIU' • ., io.-,g os lhe 

Nat i"c Ame,;oM triba l document 
peri od of .. ldor>< me nt has not ) <1 • 
e.'p irod and lhe propo>ed U,S. Cit;,,,,, ID Cord (F<mn 1· 197) ,. Dri,'or'. lice_ i"uO<! by. Canad'a" • employnlOnt i, not in coon i" " ilh 

go,'em menIOu thorily 
ony restriclion, 0< limilali"", 
itlen titl <d on the fomr ,. For pc ..... " . "nd.r lOge 18 ,,'ho IdenlificatiOft Corti for Use of 

are ""a bl. to pre .. nt . Res,de"t Cili,." in Ihe Un il«i 
doc"me n' Ii>t. d a bo,'': Slale.(Fomr 1-179) 

Passport from lhe FedtratO<! State, of •• 
M ie"",e, i. (FSM) 0< the Republ ic of 
the Mar>ha lll, l.nd, (RMI) with &:hool record or "'port cord Enlplo),ment ."thorilatioo '". •• 
Forn, 1· 94 or Fo<m 1·94A ind icating documc nl i"u,-.:I b)' the 
oonimmiwanlodmi»ioo under the J)epaM""t of Ilorneland S«urity Clinic. doctor. or hospiul recrxd ". C",,' pacl of Proe A""" iation 
Bot",""n thc United SUI<,> aoo the 

[lay-C'''' or n" rsel)' school r«ord FS~I or RMI ". 
. 

IlIuSlnl JOn s of m9n}' of tht.e documclI ts 31'PC3r '" P art II of the 11 a n d book for Employers ( M - 274 ) 

"""" ' _0 IR<. , O~O~'09, N p ... ' 
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