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Summary

A national CBC is conducted on employees who are hired and/or transferred into academic and staff positions (including benefit-eligible and temporary positions).  The following information will explain the process of conducting criminal background checks (CBC) of University of Missouri Extension employees. The University policy can be found at: http://www.umsystem.edu/ums/departments/hr/manual/504.shtml. HR-504.

Procedure
Step 1
Eligibility

The following positions will require a CBC prior to the employees start date:


Most academic positions including benefit-eligible and temporary



Most staff positions including benefit-eligible and temporary


The exceptions include:



Student titles including 8881-8886 job codes

Non Resident Aliens (NRA’s) who have not worked or lived in the United States before and therefore do not have a social security number. *the federal government runs international CBC’s when issuing a VISA to enter the United States.

Reclassifications

Concurrent Jobs (unusual situations may require a CBC)

Graduate Teaching Assistants (GTA’s)

Graduate Research Assistants (GRA’s)

Courtesy Appointments / Volunteers

Some Adjunct faculty if hired, terminated, rehired in a short amount of time (the first time hiring an adjunct will require a CBC; however, future actions may not)

Step 2
Coverage


Campus HR works with a vendor called “Validity”. Validity will conduct background screenings as follows:

· National
· Seven (7) year period
· Suspended Imposition of Sentence (SIS) / guilty pleas
· Criminal Convictions
· Sex Offender Registry for the states that have them
Information received regarding CBC’s will remain confidential and will impact employment if disqualifying information (job-related convictions, etc) is found.

Validity and Campus HR ensures the University is in compliance with the regulations of the Fair Credit and Reporting Act, which requires mandated documentation and notification when working with 3rd party administrators to process background screenings.
Step 3
Interview Process


It is advisable that applicable interview candidates be informed of the following: 


The University of Missouri processes national criminal background checks (CBC’s) including guilty pleas, criminal convictions, and Sex Offender Registry’s. If you have any concerns regarding your ability to be hired with MU as a result of these screenings, you may contact our HR Manager at 573-882-4721 or email her at adamsmel@missouri.edu. 

Step 4
Written Offer Letters

All written offers must include the following language:
This offer, like all offers from the University, is contingent upon a successful background screening.  In order to begin the background screening, you must complete the attached form and return it to: Human Resources at fax number 573-882-2595 or mail to 205 Whitten Hall, Columbia MO  65211 by [insert date or as soon as possible].  For additional information related to the background check, please see policy HR 504, which is located in the Human Resources Policy Manual available at http://www.umsystem.edu/ums/departments/hr/manual/.


Attached to the written offer letters should be the following:

1) Disclosure to Employment Applicant form with the header information completed (dept name, vacancy number, and job title). In most circumstances, the contact name will be Extension HR in order to ensure completeness of information as well as initiate and EmplID for hiring and email purposes.

2) Summary of Rights Under the Fair Credit Reporting Act
Step 5
Clarification

At times an employee may have the same first and last name, as well as a similar social security number, as another individual in Missouri. In these situations, finger prints may be requested of the employee in order to ensure the appropriate CBC is being reviewed.

Step 6
Confirmation

CBCs with convictions will be reviewed with hiring supervisor and/or the University administration to determine job-relevance. If the conviction is job-relevant, the candidate will be informed in writing regarding the results of the CBC and will not be eligible to be employed for the position.

If the CBC is approved, an email will be sent to the hiring supervisor indicating the CBC is clear. This email must accompany the new hire paperwork. In no circumstance may an employee begin employment prior to receiving confirmation of the CBC.

Step 6
Grievances and/or Questions
 
Questions, concerns and/or comments can be directed to your direct supervisor or director, or by contacting any of the following departments:
MU Campus Human Resources

MU Extension Human Resources
