Young Entrepreneurs Society, Inc. (YES)
Criminal Offender Record Information (CORI) POLICY

Given that YES concerns itself with the education of minors, ages 13-18, it is incumbent by law upon YES to ensure that those in its charge are kept safe. For this reason, YES must request a CORI check on all prospective employees, contractors and/or volunteers from the Massachusetts Criminal History Systems Board. Below is our policy governing the use of CORI.
1. Current and prospective employees, contractors and/or volunteers who have or may have direct contact with YES clients who are minors must sign a request form acknowledging that a CORI check will be conducted by the Criminal History Systems Board. A government issued photo identification, such as a drivers' license, must be presented along with a completed request form. A copy of said identification shall be kept on file. 
2. CORI may only be conducted as a final step in an applicant’s hiring/recruitment process after the candidate has satisfied all other requirements of the position to which he/she has applied or been recruited. 
3. CORI reports shall be used to screen applicants for suitability to work with minors. Reported felonies and offences against minors may be cause for rejection of an applicant.
4. Those completing a request form may receive a copy of their CORI report if desired on condition that they sign a receipt indicating that they have requested and received a copy of the report.
5. CORI may not be disseminated to any other person or agency.

6. CORI and copies of identification and CORI copy receipts shall be kept separate from any other personnel files. CORI shall be secured in a locked file cabinet when not being inspected. 

7. YES may keep CORI for up to three years for the purpose of defending against any employment discrimination action. 

8. Only CORI authorized personnel, in our case, the Executive Director, shall process, submit, file, access, and otherwise handle this information.
