File: ADDA-E
Information Concerning the Process for Correcting a Criminal Record

If you have undergone a background check by an agency that has received a criminal
record from the Criminal History Systems Board (the "CHSB"), 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 Criminal History Systems Board, 200 Arlington Street,
Suite 2200, Chelsea, MA 02150 by calling (617) 660-4640 or go to
www.mass.gov/chsb/cori/cori_forms.html#pers.

The CHSB 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 CHSB waive the
fee.

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 BOP" on the CHSB's
website www.mass.gov/chsb/cori/cori_bop.html. The CHSB does not offer "walk- in"
service but you may call the CHSB's Legal Division at (617) 660-4760 for assistance or
the CORI Unit of the Office of the Commissioner of Probation at (617) 727-5300.

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 CORI Unit at (617) 727-5300
for assistance, or you may go to the Probation Department at the court where the charges
were brought and request that the case(s) be updated.

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

If you believe that someone has stolen or improperly used your identity and was
arraigned on criminal charges under your name, you may contact the Office of the
Commissioner of Probation CORI 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/chsb/cori/cori_codes_court.html.

In some situations of identity theft, you may need to contact the CHSB to arrange to have
a fingerprint analysis conducted.

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.



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.

QUESTIONS CONCERNING CRIMINAL RECORDS
Employers may ask the following series of questions:
1. Have you been convicted of a felony? Yes or no?

2. Have you been convicted of a misdemeanor within the past five years (other than a
first conviction for any of the following misdemeanors: drunkenness, simple assault,
speeding, minor traffic violations, affray or disturbance of the peace)? Yes or no?

3. Have you completed a period of incarceration within the past five years for any
misdemeanor (other than a first conviction for any of the following misdemeanors:
drunkenness, simple assault, speeding, minor traffic violations, affray or disturbance of
the peace)? Yes or no?

4. If the answer to question number 3 above is "yes" please state whether you were
convicted more than five years ago for any offense (other than a first conviction for any
of the following misdemeanors: drunkenness, simple assault, speeding, minor traffic
violations, affray or disturbance of the peace)? Yes or no?

Any inquiry into the criminal record of an applicant must also contain language pursuant
to M.G.L. c. 276, § 100A.

It is unlawful for an employer to make any inquiry of an applicant or employee
regarding:

1. An arrest, detention or disposition regarding any violation of law in which no
conviction resulted.

2. First convictions for the misdemeanors of drunkenness, simple assault, speeding,
minor traffic violations, affrays or disturbance of the peace. For this purpose "minor
traffic violations" include any moving traffic violation other than reckless driving,
driving to endanger and motor vehicle homicide.

3. Any conviction of a misdemeanor where the date of the conviction or the completion
of any period of incarceration resulting therefrom, whichever date is later, occurred five
or more years prior to the date of such inquiry, unless such person has been convicted of
any offense within five years immediately preceding the date of the inquiry.



No person shall be held under any provision of any law to be guilty of perjury or of
otherwise giving false statement by reason of his failure to recite or acknowledge such
information as he or she has a legal right to withhold.



