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Background Check Set Up 

1) Log into your Matrix account, select the admin option from the banner on the left-hand side and then Background Checks. Select the 

“Connect to Checkr” button to create your Checkr account and integrate to Matrix. 

*Please note that while an exclusive discounted rate has been secured, additional fees can be incurred depending on state and local 

jurisdictions. The background checks will be run under Checkr’s Standard package, which could include County Court Fees. For a complete list 

of counties with additional fees please click here. The DMV and State fees do not apply to the standard package and can be disregarded. 

Exception – All background checks run for coaches with a state of New York address are $95.00 each. 

County Court Fees – The Standard package includes a county level search. If a coach lives in a county with county court fees that additional 

fee will be applied. Additionally county court fees can be incurred if records are found on the National Criminal check, depending on whether 

or not the county the charge(s) took place in have county court fees.  

Admin>Background Check>Connect to Checkr 

 

 

https://checkr.com/additional-pricing-information#state-fees
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2) Select “Set up a Checkr account” review the required information and select “Continue”. 
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3) Enter all required information. The question “Do you hire for multiple locations” is asking if you will be running background checks for 

multiple leagues. 

 

Once the information is submitted Checkr will need to credential your account. This process usually takes between 1 and 3 business days. In 

Matrix under Background Checks you will see this messge while your account is in the approval process. 
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Once your account has been approved you will see a “Login To Checkr” button located in the Background Check section of Matrix. At this 

point you are ready to begin running background checks. 

 

 

Running Background Checks 

1) Once coaches begin to come over from Sports Connect or have been uploaded into Matrix, background checks can be initiated in two 

places. 

a. Option 1 (Bulk) - Initiating background checks from full coaches list 

i. (1) Leagues>(2) Season Details> (3) Select League>(4) Coaches 

ii. (5) Select the coaches you would like to initiate background checks for  

iii. (6) Select “Background Checks Selected” 

b. Option 2 (Individual)  – Initiating background checks from Team Builder once coaches are assigned to teams. 
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i. Once your teams are built and coaches are assigned you can intitiate background checks individually by selecting the 

“Run Background Check” button associated with a particular coach 

 

 

 

Option 1 
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Option 2 

Regardless of which option is used once the “Background Checks Selected” button from option 1 or the “Run Background Check” button from 

option 2 is selected you will select the “Standard Criminal” package and select “Submit”. Checkr will then send an email to all coaches selected 

with a link that will have them fill in all the necessary information and accept all acknowledgements. Once completed by the coach the 

background check will begin. If a coach does not complete the necessary information within 6 days of receiving the email, the link will expire and 

a new email will need to be sent.  
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Coaches Experience 

1) Receive Email>Click “Start Background Check”> Enter Information> Acknowledge Rights> Acknowledge Disclosures>Authorize & Submit. 
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Background Check Status Updates 

Background Check Status Key 

N/A No action has been taken 

Invitation Sent Invitaton to initiate background check has been sent 

Invitation Complete Coach has submitted the requested information and is being sent to 
Checkr 

Report Pending Background check is in progress 

Invitation Expired Coach has not submitted the necessary information within 6 days 

Report Suspended Coach has failed to provide required supplemental information 
requested by Checkr to complete the background check within 7 days. 
If documentation is not provided within 30 days of notification an 
entirely new background check will need to be intitiated. 

Clear Background check is complete and clear 

Consider Background check is complete and requires review by the League 
Operator 

Pre Adverse Action League Operator has sent a Pre-Adverse Action letter to a coach who 
is ineligible to coach in the program due to the results of the 
background check. 

Post Adverse Action A coach has not disputed their Pre Adverse Action letter within 7 days  

Minor Based on the birthday provided the coach is a minor and legally 
cannot be background checked. 

Manually Cleared This status can only be assigned by a league operator. This status 
would be used only if a background check is not being conducted 
through Matrix. 

Manually Failed This status can only be assigned by a league operator. This status 
would be used only if a background check is not being conducted 
through Matrix. 
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The status of each background check can be found on the same screens in which they 

were sent (see pages 6-8). This will automatically update as the background check 

progresses. All statuses and definitions can be found on page 12. 

The Manually Cleared and Manually Failed statuses are only to be used for checks not 

being conducted through Matrix 
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Reviewing a Background Check 

Any background check can be reviewed by loging into your Checkr account by logging into Matrix and selecting Admin>Background Check> Login 

to Checkr 

Background checks that come back with a status of “Consider” can also be easily viewed by selecting the “View Report” link located next to the 

Consider status. This will prompt you to login to your Checkr account, and take you directly to that specific report. 

 

By scrolling to the bottom of the report you can view any items that triggered a “Consider” status. These items will be red/pink. When reviewing 

it is important to review the disposition status. (see image on page 17). If the contents of the report disqualify a coach from participating in your 

program you will want to send them a Pre Adverse Action notification. This is done by selecting the Pre-Adverse Action button (see image on 

page 16). For more information on Pre Adverse Action please see page 18. 

If the Contents of the report do not disqualify a coach, you can mark them as clear by clicking the green “Engage” button located next to the Pre-

Adverse Action Button. 
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Pre Adverse Action 

The Pre Adverse Action feature notifies the coach that items on the background check have made them ineligible to coach in your program. The 

coach will receive an email from Checkr notifying them of their ineligibilty and give them 7 days to dispute the accuracy of the results. In the 

event the accuracy of a background check is disputed there is a 30 day window in which the coach and Checkr will work together to detemine if 

the results were indeed inaccurate.  

If a coach does not dispute the report within 7 days of receiving the Pre-Adverse Action notificaiton the status in Matrix will update to Post 

Adverse Action meaning no further steps are being taken. 

Anyone with a status of Consider should not be assigned to a team until their background check results have been reviewed. Anyone with a Pre-

Adverse or Post Adverse status are coaches you have deemed ineligible for your program and also should not be assigned to teams. 

Initiating a Pre-Adverse Action   

1) Select the Pre-Adverse Action button located with the specific coaches report 

2) Select the Charges from the report that have disqualified the coach 

3) Select “Preview Email”  

4) Select “Send Pre-adverse action notice” 

(Screen shots include on pages 19-20) 
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Frequently Asked Questions 

What criteria is being searched under the Standard Criminal Check? The standard criminal check with will include a SSN trace, sex offender 

search, National Criminal Database search, Global watchlist search, and potential County Screening. 

What are the associated background check fees? Each background check will have an associated fee of $15.00 with the exception New York 

which are $95.00 per background check. The Standard package includes a county level search. If a coach lives in a county with county court fees 

that additional fee will be applied. Additionally county court fees can be incurred if records are found on the National Criminal check, depending 

on whether or not the county the charge(s) took place in have county court fees. You can view specific County Court Fees here, *Please note the 

State DMV fees and State Court Fees represented on the “Additional Pricing Information” guide are NOT part of the Standard Criminal Check 

package and therefore will not be incurred. 

Will I be charged for background check invitations that get sent out but not completed by the coach? No, you are only charged for a 

background check once the coach has completed the required information in the invitation and submitted it Checkr. 

Can I cancel a background check invitation? Yes, this can be done by logging into your Checkr account. 

A coach cannot complete his invitation because it is expired. If an invitation is not completed within 6 days the invitation will expire and new 

one will need to be sent. Additionally if a second invitation is sent prior to a previous one expiring the first one  will automatically expire. The 

most recently sent invitation will be the only active invitation a coach can use. 

Will background check statuses carry over to the next season or future seasons? 

Sports Connect Users – The only situations in which a background check status would not carry over from season to season would be if 1) A 

coach created a new account AND created that new account with a different email than previously used. Or 2) A coach created a new account 

AND changed their first or last name ex. A coach created a new account and signed up as Jim Smith and in his previous account he was signed up 

as Jimmy Smith. 

Non Sports Connect Users – Background check statuses will not carry over from season to season if the coaches first or last name changes (ex. 

Jim vs. Jimmy) from what was previously in Matrix. Changes to volunteer ID and email address could also impact the carrying over of background 

check statuses from season to season. 

https://checkr.com/additional-pricing-information#state-fees


    Background Checks   

20 
 

 

 

 

 

If I accidentally run a background check on a coach who already has one am I responsbile for that charge? Yes, you are responsible for any 

charges incurred related to background checks for your organization. 

Will background checks need to be re run after a certain amount of time? As of now the length of a time a background check is “good” for is up 

to the discretion of individual league operators. Background checks can be re-run at any time by sending a coach the background check 

invitation.  

What role will Checkr play in background check discrepancies with my coaches? If you send a coach a pre-adverse action notification they have 

7 days to dispute the accuracy of those results with Checkr. For example if John Smith claims what came back on his background check report 

are not charges he has faced, checkr will work with John Smith to investigate further and correct the report if needed as long as John Smith 

contacts them within that 7 day window of receiveing the Adverse Action notice. Checkr will not have conversations with your coaches around 

your decision to not use them as a coach. If a coach would like to discuss why the results of a background check disqualified him/her that is the 

responsibility of the league operator. 


