UAR NUMBER: 333.03

TitLe:  Criminal Backgroundnvestigations

ORIGINATOR(S):

Directorof HumanResources

INITIAL ADOPTION: 7/12/2006

REVISION DATE(S): 9/19/2006,07/09/2018

AUDIENCE: (SELECT ALL THAT APPLY)
v FACULTY v STAFF v/ STUDENTS v/ VENDORS OTHER (SPECIFY):

PURPOSE:

To establishguidelinesandproceduregor theimplementationadministrationandreportingrequirementsissociated
with a post-offercriminal backgroundnvestigationprocesgor MoreheadStateUniversity.

Statelaw, effectiveasof July 12,2006,requiresthata stateandnationalbackgroundcheckbe conductedn all initial
hiresof the University.

PROCEDURALREFERENCES:
KRS

SCOPE:

This regulationis applicableto all full-time, temporary part-timeandstudentemployeesipontheirinitial hiring by the
Universityor whosebreakin serviceexceeds886 months. Thisregulationmay,upondeterminatiorby the President
on acase-by-casbasis,alsoapplyto externalvendors contractorsor University guests.

APPLICABILITY:

This regulationis applicableto all full-time, temporary part-timeandstudentemployeesipontheirinitial
employmenby the University or whosebreakin serviceexceed$86 months.

The Office of EnrollmentServiceswill initiate backgrounctchecksfor studentemployee®f the

University. Backgroundchecksfor all otheremployeesill beadministeredy the Office of Human
Resources.



DESCRIPTION (INCLUDE DEFINITIONS):

OFFER OF EMPLOYMENT PROCESS:

With regard to regular full-time and part-time employment recommendations (other than student employment
recommendations (other than student employment recommendations), the following procedures apply:

Offers of employment should only be made after the University's established employment procedures,
as listed in the Affirmative Action Plan and including a fully-approved Personnel Action Request (PAR)
or Workflow, have been completed.

Once the PAR or Workflow has been approved, a contingent verbal offer may be made to the chosen
candidate. The hiring supervisor must verbally indicate that the offer is contingent upon the completion
of a background investigation satisfactory to the University.

All verbal offers for full-time employment will be followed-up by a written offer letter/contract prepared
by the Office of Human Resources and will include the following statement: "This offer is contingent
upon the completion of a background investigation satisfactory to the University."

If the background check is not complete upon the effective date of action for an employee, he/she will
be allowed to begin work upon approval of the PAR or Workflow. The Office of Human Resources will
monitor these checks until complete so that a final decision can be made to either allow the employee to
begin work or to continue his/her current appointment.

With regard to student employment recommendations, the following procedures apply:

New federally-funded student employees will be notified of student employment by an assignment.
The assignment letter will state that their employment is contingent upon the receipt of a background
check satisfactory to the University.

Departments that wish to employ students with institutional funds must submit an Institutional/
Reimbursable Request Form at least ten (10) working days prior to the beginning date of employment.
The Request Form must be approved by the Office of Enrollment Services and either the Office of
Budgets and Financial Planning or the Office of Accounting and Financial Services, depending on the
funding source. Upon final approval the Request Form, the hiring department may allow the student

to begin working. The hiring department must advise the student that his/her employment is contingent
upon the receipt of a background check satisfactory to the University.

INITIATION OF CRIMINAL BACKGROUND CHECKS:

The Office of Human Resources initiates the background check process for applicants after contingent
offers.

The Office of Enrollment Services initiates the background check process for approved students after
contingent assignments/offers.

APPROVED BY:

VICE PRESIDENT: ~\ n DATE:

APPROPRIATE INSTITUTIONAL RE

/

I DATE:‘?!Q!IS’

;i ;
w///w/ /Q’L// onte:_1[Af1g
= -

PRESIDENT:




DESCRIPTION (CONTINUED):

A backgroundcheckwill beinitiatedfor eachinitial hire or returningemployeeor studentwho hashad
abreakin serviceof threeyearsor more.

Seeattachmenitem #1.

If the backgroundtheckis not completeuponthe beginningdateof employmentthe applicantor
studentmay beallowedto beginworking. The Office of HumanResourcesr EnrolimentServices
will monitorthesechecksuntil completesothata final decisioncanbe madeto eitherallow the
applicantor studentio beginwork or to continuehis/hercurrentappointment.

EVALUATION OF CRIMINAL BACKGROUND CHECKS:

Theresultsof thecriminal backgroundcheckwill be sentdirectly to thedesignateghersonnein the
Office of HumanResourcesr the Office of EnrolimentServices.If nocriminal convictionsarenoted,
thehiring supervisomwill beadvisedthatthe candidatés approvedo beginemploymenbr thatthe
employmeninay continue.

If criminal convictionsarenoted,anemploymentepresentativavill work with the hiring supervisor
andGeneralCounselo ascertairjob relatednessShoulda preliminarydecisionadverselyimpactthe
applicantor studentup-linesupervisorsnputwill be solicitedfor final determinatioron proceedingvith
theemploymenprocess.

Seeattachmenitem #2.

If informationderivedfrom the criminal backgroundtheckprecludeghe offer of Universityemployment,
anemploymentepresentativavill contactthe applicantor studento inform him/herthatthe University
plansto rescindits contingentffer of employmenbr terminatecurrentemploymenthatwasconditioned
upona successfubackgroundheck. Theapplicant/studentill alsobe notified by theemployment
representativéhathe/shewill receivewritten notificationsummarizinghe applicant's/studenttights
underthe Fair CreditReportAct.

Unlessthe applicantor studentakesactionto correctanerroronthe backgroundcheckor the applicant/
studentprovideinformationto positively affectthe preliminarydecision the contingentoffer or
employmenwill beterminated.
If acorrectionis made the offer or employmenwill hold/continue.
ATTACHMENT
UAR 333.03,Criminal Backgroundnvestigations

1. After the contingenbffer or assignmentthe applicantor studenwill receiveanemaildirectinghim/
herto anonlineconsenform to reviewandsign.

After authorizationthe backgroundcheckwill beinitiatedandconducted.

2. A misdemeanoor felony convictionwill notabsolutelybaronefrom employment.The offenses
mustbe determinedasjob-related. Thenconsiderationif related will begivento thefrequency,
nature severityanddatesof the conviction(s) to determinewhetherthe applicant/studeris suitable
for the position.



	UAR Number: 333.03
	Title: Criminal Background Investigations
	Initial Adoption Date: 7/12/2006
	Revision Date: 9/19/2006; 07/09/2018
	Purpose: To establish guidelines and procedures for the implementation, administration, and reporting requirements associated
with a post-offer criminal background investigation process for Morehead State University.

State law, effective as of July 12, 2006, requires that a state and national background check be conducted on all initial 
hires of the University.

PROCEDURAL REFERENCES:  
KRS
            
                   
         


	Originator(s): Director of Human Resources
	Scope: This regulation is applicable to all full-time, temporary, part-time and student employees upon their initial hiring by the 
University or whose break in service exceeds 36 months.  This regulation may, upon determination by the President
on a case-by-case basis, also apply to external vendors, contractors, or University guests.  

APPLICABILITY:

                    This regulation is applicable to all full-time, temporary, part-time and student employees upon their initial
                    employment by the University or whose break in service exceeds 36 months.

                    The Office of Enrollment Services will initiate background checks for student employees of the 
                    University.  Background checks for all other employees will be administered by the Office of Human
                    Resources.  
	Audience Other: 
	Faculty: Yes
	Check Box 3: Yes
	Staff: Yes
	Check Box 4: Yes
	Check Box 5: Off
	Definitions 2:                     A background check will be initiated for each initial hire or returning employee or student who has had
                    a break in service of three years or more.

                    See attachment item #1.

                    If the background check is not complete upon the beginning date of employment, the applicant or 
                    student may be allowed to begin working.  The Office of Human Resources or Enrollment Services
                    will monitor these checks until complete so that a final decision can be made to either allow the 
                    applicant or student to begin work or to continue his/her current appointment.

EVALUATION OF CRIMINAL BACKGROUND CHECKS:

                    The results of the criminal background check will be sent directly to the designated personnel in the 
                    Office of Human Resources or the Office of Enrollment Services.  If no criminal convictions are noted,
                    the hiring supervisor will be advised that the candidate is approved to begin employment or that the
                    employment may continue.

                    If criminal convictions are noted, an employment representative will work with the hiring supervisor 
                    and General Counsel to ascertain job relatedness.  Should a preliminary decision adversely impact the 
                    applicant or student, up-line supervisors input will be solicited for final determination on proceeding with 
                    the employment process.

                    See attachment item #2.

                    If information derived from the criminal background check precludes the offer of University employment,
                    an employment representative will contact the applicant or student to inform him/her that the University
                    plans to rescind its contingent offer of employment or terminate current employment that was conditioned
                    upon a successful background check.  The applicant/student will also be notified by the employment 
                    representative that he/she will receive written notification summarizing the applicant's/student's rights
                    under the Fair Credit Report Act.

                    Unless the applicant or student takes action to correct an error on the background check or the applicant/
                    student provide information to positively affect the preliminary decision, the contingent offer or 
                    employment will be terminated.

                  If a correction is made, the offer or employment will hold/continue.

                                                                                   ATTACHMENT

                                                           UAR 333.03, Criminal Background Investigations

1.                 After the contingent offer or assignment, the applicant or student will receive an email directing him/
                    her to an online consent form to review and sign.

                    After authorization, the background check will be initiated and conducted.  

2.                 A misdemeanor or felony conviction will not absolutely bar one from employment.  The offenses 
                    must be determined as job-related.  Then consideration, if related, will be given to the frequency,
                    nature, severity and dates of the conviction (s) to determine whether the applicant/student is suitable 
                    for the position.


