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 Volunteer Screening
Online Sign-up Process

1. Please type in the following URL:  https://volunteer.lexisnexis.com/pub 
2. Click on the “Sign Up Now” link in the upper left corner of the screen.

Subscriber Page: Enter your business and contact information in the required fields. *Note – Please enter the promotional code “SN162”, “BPCT”, “CAMA” for account identification purposes.
3. Click “Process My Application” by scrolling down to the bottom of the page.

· Processing Your Application:  You will be contacted by phone and/or e-mail within 72 business hours from submission with your new Account Number and Password.

FCRA compliance - Download applicant consent form

· Before a Consumer Report can be purchased, Organizations must obtain written authorization from the volunteer or employee.

1. Log onto https://volunteer.lexisnexis.com/pub , and enter your Account #, and Password at the top of the screen.

2. Download sample FCRA-compliant consent forms from the “Helpful Links” section under the main “Background Screens” heading.  

3. The consent form will read, “Click here for Sample Release and Notification Form for FCRA” or “Volunteer Consent Form.”
· Adverse Action, If you decide the individual is ineligible to volunteer or you decide not to hire the individual because of the information obtained from Volunteer Screening, you must notify the applicant of you decision and provide him/her with:
1. A copy of the report

2. A consumer’s rights statement (which will be attached to every report)

3. An Adverse Action Notice form -download example from the “Background Screens,” “Helpful Links” section on the secure Volunteer Screening website.  The correct form will read, “Click here for sample adverse action notices for FCRA.”

Order Background Reports

1. Visit our website at https://volunteer.lexisnexis.com/pub. 
2. Log onto the secure side of Volunteer Screening by entering your Account #, and Password at the top of the Volunteer Screening homepage.  

3. Begin a search - click on the “Background Screens” Link.

4. Click on the “Begin Search” sub-heading.  You should see a map of the United States. 

5. Click on the state you desire to search – where did the applicant live for a long period of time?   

6. The state recommended package will already be selected for you, please indicate which optional add-on search you want to purchase, and then click “Continue Search.”

7. Candidate Entry Form- Please enter the applicant’s information at this time. Click on “Submit Search” when you are finished.

View Reports

1.  Visit our website at https://volunteer.lexisnexis.com/pub 
2. Log onto the secure side of Volunteer Screening by entering your Account #, and Password at the top of the Volunteer Screening homepage.

3. To retrieve your results, click on the main “Background Screens” link, and the “View Reports” sub-heading.

Assistance 

· If you have any questions about Volunteer Screening, you may call 866-399-6647 (toll-free) Monday through Friday, 8 a.m. to 7 p.m. Eastern Time or you can also call:
Brandi Rorie-Non Profit National Account Manager

678-694-2416

Brandi.rorie@lexisnexis.com 

Scott Childers-Non Profit National Sales Manager

651-437-3372

Scott.childers@lexisnexis.com 
