
 
Employee is hired, position is 

CRITICAL and Employee needs 
a background check. 

Employee brings completed 
Fingerprint Authorization Form to 

Human Resources. 

Employment verifies Picture ID and has 
employee fill out:  
• Authorization to Release Information 
• Background Check Form – to be 

completed by the Employee. 
• Applicant Live Scan Submission 

Form 

Employee makes 
appointment with 

Sheriff’s or Police Dept.  
Brings Live Scan Form 

with them.  
(Cost is $7-10) 

Scan information is sent to the 
Department of Justice (DOJ) 

(Sacramento, CA) 
for processing. 

Scan results are given by e-
mail to Human Resources 

Department within 3-5 
working days, unless a delay 

notice is served. 

Hiring department gives 
Fingerprint Authorization Form 
(Form A) to Employee to be 
submitted to Human 
Resources. 

If results display a 
criminal record 

Melinda Crawford 
will discuss 

information with 
Department Head. 

If results are 
returned as “delay 

notice” or “cleared,” 
Employment will 

inform the 
designated 

department contact. 

Contacts for Background Checks: 
Human Resources – 3101 SAASB 
Jenell Effinger, Employment Assistant 893-3482 

        Jenell.effinger@hr.ucsb.edu 
Melinda Crawford, Employment Manager (805) 893-5781 

        Melinda.crawford@hr.ucsb.edu 
Local Live Scan Agencies 
Santa Barbara Sheriff’s Department (805) 681-4357 
Santa Barbara Police Department (805) 897-2355 

Available Times for Background Checks: 
Human Resources for Paperwork (Walk-ins Welcome) 
8:00-12:00pm and 1:00-4:00pm Monday – Friday 
Local Live Scan Agencies 
Santa Barbara Sheriff’s Department: 
      Monday – Friday 8:30am – 4:30pm (By Appt only) 
Santa Barbara Police Department: 
      Monday – Friday 8:00am– 11:00am and 1:00pm-    
      4:00pm (By Appt Only) 


