Workflow for Civil Service, Academic Professional Staff or Graduate Assistant Criminal Conviction Background Check Process

Unit selects candidate for hire

¥

Unit submits background check request to Campus HR
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Campus HR confirms background check is required and submits to 3™ party vendor (GIS)

Candidate authorizes check via secure online authorization to vendor

¥

Vendor searches for criminal convictions and provides report to Campus HR

Criminal Convictions Reported No Convictions Reported
v' Report provided to candidate ——>  Candidate information reveals no
v' Candidate has opportunity to explain conviction history

conviction circumstances and to correct inaccuracies
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history as a possible bar to conviction should not bar
employment in thls position emp'oyment in th|s position
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The Associate Provost for HR reviews and will consult with
appropriate University officials as needed. The
Associate Provost for Human Resources or his/her
designee makes decision on employment eligibility for this
position.
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(Candidate NOT cleared for hire> <Candidate Cleared For Hire>
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