Background Checksfor Criminal and/or Driver Record History

Due to the nature of your position, you are reqlteeprovide Star Island Corporation with
additional information so we may conduct eitherieninal or driver record check on you.

Following are the positions for which this checkeguired along with the type of background
check you will need to agree to. You only neegrtuvide Star Island with the form designated
for your position.

Position Record Check Form Required  Position Code
Babysitter Criminal 5
Naturalist Criminal 5
Vaughn Cottage CuratorCriminal 5
Truck Crew/Supervisor Driver 6
Messenger Driver 6

Directionsfor Criminal and Driver Record Checks

SIC uses Oxford Document Management Company foatiemated processing of record
checks. Following are the steps to follow:

1. Go towww.oxforddoc.com

2. Select Click here to complete online Authorization Form” undeplicants on the upper
right hand corner of the website’s home page.

Enter client numbe®72 and select the position code indicated above far position.
4. Verify that the organization name listed is Stdang Corporation, select “Yes.”

Read through the “Background Investigative Repbrtslosure & Authorization
Regarding Procurement of an Investigative ConsuRegort;” indicate you have
read and agree to the terms indicated by checkiem@pdox at the bottom of the
page, then select continue.

6. Provide the personal information requested ondtiisen and check the box at the
bottom of the screen to agree with the terms inida;aselect continue.

7. Provide residential address information for thet gasen years — be sure to
include all addresses at which you resided, indgdiome and school, select
continue.

8. Confirm that the information you provided is cotrand select “Confirm and
Submit Authorization.”

The results of your record check will be sent tovtdn Resources at Star Island Corporation.
Convictions disclosed or discovered in the backgdoctheck process will only influence
the selection of the applicant where such inforomais determined to be job-related. In
making the determination of job-relatedness, canrsiibn may be given to the
recentness of the conviction, the frequency anérég\of the crimes, the honesty of the
candidate in disclosing the information, and thedidate’s subsequent work history.

SIC policy, as well as state and federal laws, gates the individual’s right to privacy
and prohibits SIC employees from seeking, usingliselosing information collected via
a background check except within the scope of @msigned duties. Any information
related to personal history, including convicti@cards, will be maintained in
confidence. Only those personnel involved in th@leyment process will be informed
and on a need-to-know basis.



