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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

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.
Application Process:

· The applicant must authorize the background check by signing an Employment Background Authorization Form included with all paper and online University applications for employment.  The authorization forms are also available on the Office of Human Resources or the Office of Enrollment Services websites and may be sent via e-mail to the applicant.  To expedite the process, the applicant may fax the completed and signed authorization form to the Office of Human Resources at (606) 783-5028 or to the Office of Enrollment Services at (606) 783-2293.
Offer of Employment Process:

With regard to regular full-time, temporary, and part-time 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), have been completed.   
· Once the PAR 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.  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 by assignment letter that they should complete the Employment Background Authorization Form.  The assignment letter will also 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 or the Office of Accounting and Budgetary Control, depending on the funding source.  Upon final approval of the Request Form, the hiring department may allow the student to begin working.  Final approval will not be given until the student has completed the Employment Background Authorization Form.  The hiring department must advise the student that his/her employment is contingent upon the receipt of a background check satisfactory to the University.

· The Office of Enrollment Services initiates the process for the background check for the approved student.  A background check will be initiated for each initial hire or returning employee who has had a break in service of three years or more.

· If the background check is not complete upon the beginning date of employment, the student may be allowed to begin working.  The Office of Enrollment Services 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. 

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 employment may continue.
· If criminal convictions are noted, an employment representative will notify the Director of Human Resources or Director of Enrollment Services and the appropriate Vice President, who will consult with the General Counsel as needed, for final determination on proceeding with the employment process.
· If information derived from the criminal background check precludes the offer of University employment, an employment representative will contact the candidate to inform him/her that the University is rescinding its contingent offer of employment or terminating current employment that was conditioned upon a successful background check. The applicant/employee will also be notified by the employment representative that he/she will receive written notification from the University’s third party administrator summarizing the applicant’s/employee’s rights under the Fair Credit Report Act.
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