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Confidential & Proprietary Statement 

This material constitutes confidential and proprietary information of Sterling and its 

reproduction, publication or disclosure to others without the express authorization of the 

General Counsel of Sterling is strictly prohibited. 

Sterling is not a law firm, does not provide legal advice, and provides sample forms for 

clients use including pre and final adverse action notices. Sterling recommends that 

clients have their forms, including Sterling samples, reviewed by their own counsel. 
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At Sterling, we’ve made it our mission to provide the foundation of trust and safety our clients need to 

create great environments for their most essential resource, people.  

We also understand that keeping up to date with rapidly changing Individualized Assessment 

regulations can be challenging and time-consuming. Our flexible technology-enabled compliance 

tools and centralized processes can help you save time and minimize risk. 

HOW STERLING IS DIFFERENT 

▪ Commitment to Fairness. Our Individualized Assessment tool helps you evaluate past 

criminal convictions in a fair, consistent way that reflects an inclusive company culture.  

▪ Help with EEO Compliance. Sterling’s technology helps you document that exclusions due to 

criminal conduct are both job-related and align with state, local and/or EEOC guidance. 

▪ Trusted Expertise. Sterling’s in-house compliance experts monitor new laws and regulations 

to stay up to date as changes take effect.  

 

Our Individualized Assessment tool helps  

support a commitment to fairness and improves 

EEO compliance 
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Sterling’s Individualized Assessment Tool 
The Equal Employment Opportunity Commission (EEOC) recommends employers provide candidates the 

opportunity to explain past criminal convictions uncovered during the background screening process by 

allowing them to provide details related to an offense and potential mitigating factors they would like the 

employer to consider, to demonstrate that they should not be excluded from a position based on past 

criminal conduct. Some states and local jurisdictions have similar requirements. 

Configured within the Adverse Action process, Sterling’s Individualized Assessment tool is designed to 

address the EEOC’s guidance as well as state and local laws on consideration of criminal records and help 

you minimize the risk of claims of employment discrimination during the hiring process. If a criminal record is 

the reason for a candidate’s potential disqualification, an Individualized Assessment task will be sent to the 

candidate. If the candidate completes the Individualized Assessment task by providing information, you will 

receive a notification. You will then have an opportunity to review the responses and decide on next steps, 

and whether to proceed with or cancel the Final Notice of Adverse Action. 

 

Launching Individualized Assessment 

If you have Individualized Assessment enabled with your Sterling account, the Individualized Assessment 

form launches after the Pre-Adverse Action Notice is sent when a criminal record is the reason for potential 

disqualification. This service can only be ordered and accessed from the Order Manager.   

 

To begin, select Initiate  

Pre-Adverse Action from  

the Order Manager.  
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You will be required to 

enter the candidate’s 

Location of Employment 

and select the reason for 

potential disqualification.  

When your reason for 

potential disqualification is 

related to a candidate’s 

criminal conviction/ 

record/history, a new 

section will display under 

the reason for potential 

disqualification section 

called Individualized 

Assessment. 

The Pre-Adverse Action 

confirmation page will 

confirm that individualized 

assessment is included 

and that Pre-Adverse 

Action that was initiated.  
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The Candidate Experience 

The candidate will receive notice of Individualized Assessment at the same time as the Pre-Adverse Action 

task, along with a copy of their background report.   

Please note:  

▪ The candidate will receive an email notification inviting them to log into the Candidate Hub. Within 

the Candidate Hub, both the Pre-Adverse Action, and Individualized Assessment tasks can be 

accessed.  

▪ The Individualized Assessment task will remain accessible until the final Adverse Action letter is 

sent.  

▪ Completing the Individualized Assessment process is optional for the candidate. 

After logging into the 

Candidate Hub, the 

candidate will see the Pre-

Adverse Action task and be 

able to select the Start 

button within the Activity 

Center.  

While reviewing the Pre-

Adverse Action notice, the 

candidate will see new 

instructions are provided on 

the right of the pre-adverse 

page describing the 

individualized assessment 

process.  

To participate, the candidate 

will select the Next button. 

This button will only activate 

after the candidate has 

viewed the Pre-Adverse 

Action Notice that you sent 

them.  

The candidate can use this 

button to go back to the 

Activity Center to complete 

the download of their Pre-

Adverse Action notice. 
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The Individualized Assessment page will display the following information to the candidate: 

Reason for Potential 

Disqualification   

Displays the same criminal 

reason for potential 

disqualification that you 

selected at the time Pre-

Adverse Action was initiated.  

Search Level Details   

The candidate will be able to 

access the search level 

details from the report for 

that selected item.   

Text Box   

The candidate can provide a 

response to clarify their 

criminal history information. 

Factor to Consider   

Guidance to assist the 

candidate in completing the 

Individualized Assessment. 

Document Upload  

A method to upload 

supporting documentation.  

 

 

  



Technology-Enabled Tools | Individualized Assessment User Guide  

 

 

8   sterlingcheck.com | 888.889.5248        

 

 

What is considered a complete candidate response?  

If you only select one reason for potential denial, the candidate must provide a response or upload a 

document to complete the process.  

When multiple records are 

provided, the candidate 

must respond or upload a 

document for at least one of 

the potentially disqualifying 

records in order to complete 

the process.  

 

Please note: The candidate 

is not required to respond to 

all potential disqualifiers.  

The candidate can return to 

complete the Individualized 

Assessment task any time 

prior to the final Adverse 

Action letter being sent. 

When the response is 

successfully submitted, the 

candidate will see a 

confirmation page. 

 

 

 

When you initiate the Pre-Adverse Action process, you can select to have an email notification sent to 

yourself or any distribution list configured for the account. The status of the order will automatically change 

to Adverse Action Paused.  

If the candidate does not complete the Individualized Assessment task, you can configure an expired 

notification to be sent to you. Please note that this expired notification configuration is optional.  

If the task is not completed by the candidate, and if there is no dispute filed, then the Adverse Action 

process will automatically continue.  
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Reassessment 

When the candidate completes the Individualized Assessment process, Adverse Action will pause in order to 

give you an opportunity to review the candidate’s response(s) before making a final decision.  

To see which candidates 

have completed 

Individualized Assessment, 

you can filter down to the 

Adverse Action Paused 

status in both classic view of 

ScreeningDirect, as well as 

the Client Hub. 

In the order, you will see the 

candidate response(s) under 

each search where there is a 

response. 

After reviewing the 

candidate response(s), you 

must complete the Adverse 

Action process by selecting 

either Cancel Adverse Action 

or Resume Adverse Action 

from the actions menu.  

 

 

Please Note: The completion of Individualized Assessment suspends the Adverse Action process. You must 

take action to resume or cancel Adverse Action.  

Resume Adverse Action 

If you select Resume Adverse Action, the status of Adverse Action will change from Adverse Action Paused to 

Adverse Action Resumed. The final notice will be sent once the duration period between notices has 

transpired. The order status will then update to Adverse Action Sent. 

Please Note: The duration period is a minimum of 5 days, though depending on the candidate’s location of 

residence, it may be longer. You have the ability to configure a default duration period.  

Cancel Adverse Action 

If you select Cancel Adverse Action, you will be 

redirected to the Cancel Adverse Action window to 

confirm cancellation.   

The selection options available within the Cancel 

Adverse Action window will vary depending on your 

account configuration.  

Once you select, the order status will update to 

Complete. 


