Temporary Access Authorization


Effective 10/1/05, All background checks must be completed before the supplemental employee will be allowed to report to work (Excluding Songs).  New TAAQ forms have also been provided so please shred all old forms. 
SCE background investigations are required for all assignments over 30 days in length.  A background check will be performed on all new candidates and returning candidates that have been off all SCE assignments more than 6 months. The background check will include a criminal investigation and Social Security number verification. Candidates that have previously completed the background investigation and have a break in service from SCE assignments of less than 6 months do not need to submit new TAAQ forms 

Instructions for completing forms: 

Print - SCE TAAQ - 3_30.pdf  form on standard white bond paper. Print a new document from the file each time. DO NOT MAKE PHOTOCOPIES of the forms as the print may become illegible.
· Please read each section carefully and provide all information requested 

· Please use BLACK ink 

· Type or Print all answers 

· All sections MUST be completed 

If space is not adequate for complete answers regarding your employment and/or residence history, Print Addendum sheet  - SCE TAAQ Addendum 3_60_1.pdf

NOTE: Criminal Convictions Section: If you answer YES to any of the questions in this section, you must complete – SCE TAAQ - Statement of Criminal Convictions – 3_60_2.pdf. If you have any questions regarding a conviction, please contact the Volt On-site 626-288-9240.
· Have the candidate fill out the TAAQ forms immediately upon their acceptance of the provisional job offer.  Do not give the original copies of the TAAQ to the candidate. Background checks will take between 3-5 working days to complete so it will be essential that the employee fill out the TAAQ as soon as possible. The candidate can not start until you have been notified by the SCE on-site staff that the background check is complete. 
· Send all original signed TAAQ documents to the new on-site office. There are two ways to submit:
· Send original signed TAAQ forms for overnight delivery via Fedex, UPS, USPS, Etc.

	Volt Services Group

	1000 San Gabriel Blvd

	Suite #205

	Rosemead, CA 91770


· Or a high resolution scan of the original documents can also be sent to Cindy Lensert at clensert@volt.com.  The TAAQ documents are not to be faxed at any time.
·  As soon as the on-site receives the document we will send them to the manager of record for his approval and then to SCE security to begin the background investigation.  
NOTE: If the supplemental will be working in an outlying location and can not get to Rosemead to take a photo for their badge, a Polaroid or digital picture (must be a .jpg file) can be sent to Cindy Lensert at clensert@volt.com. The picture must be received no later than the start date and must be taken against a white background. The employee should not be wearing sun glasses or a hat in the picture.
Forms Index


Temporary Access Authorization - Form SCE 3-60 (2 PAGES) - REQUIRED 

Disclosure and Authorization to Obtain investigative Consumer Report, Form 19-398- Included in Temporary Access Authorization forms (2 PAGES) -REQUIRED

Summary of Rights, Form 19-398A- Included in Temporary Access Authorization forms (3 PAGES) – REQUIRED


Employment/Residence Addendum, Form 3-60-1 (1 PAGE) - Optional 

Statement of Criminal Convictions, Form 3-60-2 (2PAGES)
REQUIRED only if the employee checked Yes to any questions in Criminal Convictions section.
