
MASSACHUSETTS CRIMINAL RECORD INFORMATION POLICY 

 
This Policy applies to the Company’s operations in Massachusetts. 

1. Before asking employment applicants and employees about their criminal records, the 
Company will provide them with copies of the records if the Company is in possession of the 
records. 

 

2. Before taking an adverse employment action against an employment applicant or employee 
based, in whole or in part, on criminal history records, the Company will notify the individual 
of the potential adverse employment decision. The notice will include the criminal history 
records, the sources of the records, a copy of this Policy and a copy of information from the 
state agency about the process for correcting a criminal record. 

 

3. The Company will also provide the individual with an opportunity to dispute the accuracy of 
the criminal history records by waiting at least five business days before taking final adverse 
action. 

Nothing in this Policy is intended to impose any obligations on the Company that are greater than 
those required by applicable law.  

 
 

INFORMATION CONCERNING THE PROCESS IN CORRECTING A 

CRIMINAL RECORD 

1. If you have undergone a background check by an agency that has received a criminal record 
from the DCJIS, you may ask the agency to provide you with a copy of the criminal record. 
You may also request a copy of your adult criminal record from the Department of Criminal 
Justice Information Services, 200 Arlington Street, Suite 2200, Chelsea, MA 02150 or by 
calling (617) 660-4640 or go 
to http://www.mass.gov/Eeops/docs/cjis/cori_request_personal.pdf. 

 

2. The DCJIS charges $25.00 fee to provide an individual with a copy of his/her criminal record. 
You may complete an affidavit of indigency and request that the DCJIS waive the fee. 

 

3. Upon receipt, review the record. If you need assistance in interpreting the entries or 
dispositions, please review the disposition code and “how to read a criminal record” on the 
DCJIS website www.mass.gov/cjis/cori/cori_bop.html. 

 

http://www.mass.gov/Eeops/docs/cjis/cori_request_personal.pdf?external_link=true
http://www.mass.gov/cjis/cori/cori_bop.html?external_link=true


4. The DCJIS does not offer “walk-in” service but you may call our Legal Division at (617) 660-
4760 for assistance or the CARI Unit of the Office of the Commissioner of Probation at 
(617)727-5300. 

 

5. If you believe that a case is opened on your record that should be marked closed, you may 
contact the Office of the Commissioner of Probation Department at the court where the 
charges were brought and request that the case(s) be updated. 

 

6. If you believe that a disposition is incorrect, contact the Chief Probation Officer at the court 
where the charges were brought or the CARI Unit at the Office of the Commissioner of 
Probation and report that the court incorrectly entered a disposition on your criminal record. 

 

7. If you believe that someone has stolen or improperly used your identity and were arraigned 
on criminal charges under your name, you may contact the Office of the Commissioner of 
Probation CARI Unit or the Chief Probation Officer in the court where the charges were 
brought. For a listing of courthouses and telephone numbers please 
see www.mass.gov/cjis/cori/cori_codes_court.html. 

 

8. In some situations of identity theft, you may need to contact the DCJIS to arrange to have 
fingerprints analysis conducted. 

 

9. If there is a warrant currently outstanding against you, you need to appear at the court and 
ask that the warrant be recalled. You cannot do this over the telephone. 

 

10. If you believe that an employer, volunteer agency, housing agency or municipality has been 
provided with a criminal record that does not pertain to you, the agency should contact the 
CORI Unit for assistance at (617) 660-4640. 

 

 * By checking the box, I (a) acknowledge that I have read and understand the 
Company’s Massachusetts Criminal Record Policy and Information Concerning the Process 
in Correcting a Criminal record and have also been given the opportunity copy/print both, 
and (b) agree to use an electronic signature to demonstrate my consent. An electronic 
signature is as legally binding as an ink signature. 

 

 

http://www.mass.gov/cjis/cori/cori_codes_court.html?external_link=true

