Background Checks--Grad Assistants and Short Term Academic Staff (STS)

I Department receives authorization to recruit. I

L&S Background Check Coordinators

background checks.

(BCC's)
Dept Files PVL (Academic or Grad Asst) --Faculty, Joyce Helt
PVL system will have standard language re: --Academic Staff, Daun Wheeler

--Classified Staff, Mary Nuzzo
--Grad assts, Short-term academic

!

staff, Shirley Holt

background check."

Dept Advertises position. New: All vacancy announcements must
include the standard language "'Employment will require a criminal

!

contain conditional language as noted in the next steps.

Dept follows standard process for selecting candidates and conducting interviews. NEW: Due to time
constraints, offers will be allowed before the background check is completed, but the offer letter must

,

!

Short Term Academic Staff (STS)

--Department selects finalist

--NEW: Dept determines if a background check is needed (chart will
be provided to help make this determination)

--NEW: All offer letters will include the statement: "This offer of
employment is conditional pending the results of a criminal
background check. If the results are unacceptable, the offer will
be withdrawn or, if you have started employment, your
employment will be terminated.”

--Dept sends draft offer letter to James Hovland for approval

v

Grad Assistants (TA and PA)

--Department selects finalist

--NEW: Dept determines if a background check is needed (chart will be
provided to help make this determination)

--NEW: All offer letters will include a statement such as: "This offer of
employment is conditional pending the results of a criminal
background check. If the results are unacceptable, the offer will be
withdrawn or, if you have started employment, your employment will
be terminated."

--Dept uses standard offer letter or, if not using standard offer letter,
sends draft to Nancy Westphal-Johnson for approval.

Shirley Holt will contact Depts for list of names and email addresses of new hires that require a
background check. This will be done three times a year, August 1st for Fall semester and
December 1st for Spring semester and May 1st for Summer.

All steps beyond this point are done by the L&S Dean's office.

employment terminated.

Shirley initiates the consent process. In most cases this will involve notifying the
person that they will be receiving a message from Hire Right to consent to a
background check. In some cases, it may mean sending a consent form to the
person and asking them to complete and return to Shirley. NOTE: If an individual
does not consent to a background check then the offer will be withdrawn or the

v

days or possibly longer.

Consent form is completed, and background check is initiated. BCC monitors
status, keeps records and reviews results. Background checks can take 1-3

!

OHR.

BCC is required to discuss with OHR (Office of Human Resources) when
pending or conviction of either a felony or misdemeanor is discovered. If non-
criminal pending charge or conviction, BCC must consult with OHR before using
results to deny employment. Initially, all discoveries must be discussed with

A

A

BCC will notify dept when background check is completed. If the results of the
background check are unacceptable, the individual's employment will be suspended
until they have had a chance to respond. If appropriate, they will be terminated. The
candidate must be notified and given 7 days to respond.
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