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	SUBJECT:
	CRIMINAL BACKGROUND CHECK

	  
	

	PURPOSE:
	Michigan State University/MSU Extension is committed to providing a safe environment for students, faculty, and staff in support of its mission. 

	
	

	POLICY:
	All newly-hired employees - or those with a lapse in employment of six months or greater - are subject to a Criminal Background Check. 

	  
	

	APPLIES TO:
	MSUE academic and non-academic staff – including temporary and on-call staff – as well as any university employees assigned to work for MSU Extension. 

	  
	

	PROVISIONS/RESTRICTIONS:

	  
	

	1. Employment offers for all positions (full-time, part-time, on-call, temporary and student) are contingent upon the receipt of a satisfactory criminal background check. Information concerning student, temporary and on-call hiring may be found at the MSUE Business office web site.
2. Individuals desiring employment with MSU Extension must agree to and provide necessary information and authorization to conduct a criminal background check.   

3. An individual may not begin working and will not be placed in the payroll system, until a clear background check has been completed. 

4. All background checks will be performed by MSUE HR or MSU HR. 



	
	

	PROCEDURES:

	  
	

	Note:  The following procedures apply to all off-campus academic and non-academic positions (except for student-employees).  On-campus staff is subject to criminal background checks; however, the procedures differ from the following.

1. A criminal background check is required for all MSU Extension staff which will include the following: 

a. Verification of Social Security Number
b. Examination of county criminal records (county of current residence)
c. Examination of state criminal records (recent residences)
d. Examination of sex offender registry (nationwide)
e. Degree verification – as appropriate 
Certain grants also require that the employer obtain a Central Registry Clearance for any individual who will have “direct, unsupervised contact with children.”  This is done by the candidate who must obtain his/her clearance.  This may be done in person, or by mail, through the individual’s local County DHS office. The results will be provided back to the individual, who must provide them to MSUE.  

Information and the form may be found at http://www.michigan.gov/dhs/0,1607,7-124-5452_7119_48330-180331--,00.html under Section II. Michigan Residents Requesting Information on Themselves.   

2. Candidates must be informed that a criminal background check is a prerequisite to any appointment at MSU/MSUE. The candidate’s refusal to submit the authorization form will constitute a withdrawal from the applicant pool.
3. A valid email address for the new hire must be submitted a minimum of two weeks before the individual begins working.  MSUE HR will email the individual a link to the Disclosure Authorization and Consent for Background Verification Report. Once the form has been completed, the criminal background check will be initiated. 

4.   All offers of employment must clearly state that the offer is contingent upon satisfactory criminal background screen results, including degree verification for applicable positions.

5.   The results of the criminal background check (“meets standards” or “pending review”) will be sent to MSUE Human Resources. If questionable results are obtained (“pending review”), the Manager of MSUE Human Resources will receive a detailed report. The MSUE Human Resources manager will determine who the appropriate individual is to contact the candidate and provide him/her with an opportunity to explain the results and provide clarifying information. Prior criminal convictions do not automatically preclude employment. 

6.   In consultation with the relevant administrator(s), the MSUE Human Resources manager will evaluate the relevancy of the candidate’s criminal history to the position the candidate is seeking. The MSUE Human Resources manager may also seek advice and guidance from other University offices, such as the Office of the General Counsel.

7.     The assessment of a candidate’s criminal history will take into account:

a.     The nature and gravity of any criminal offense(s);
b.     The individual’s age at the time of the offense(s);
c.      The number and type of offense (felony, misdemeanor, traffic violations, etc.);
d.     The sentence or sanction for the offense and compliance with the sanction(s);
e.      The amount of time that has passed since the offense and/or completion of the sentence(s);
f.       Whether there is a pattern of offenses;
g.      Whether the offense arose in connection with the candidate’s prior employment;
h.      Information supplied by the candidate about the offense(s);
i.       Work record and references after the offense(s);
j.       Subsequent criminal activity; and
k.      Truthfulness of the candidate in disclosing the offense(s). 

8.   The University/MSUE may decline to hire any candidate whose criminal history the University/MSUE deems incompatible with the position the candidate is seeking. 

9.   No positions will receive final approval and be added to the University HR/Payroll system until the required background check has been performed and the results are received by the University’s Central Human Resources office.   

10.  In order to provide the maximum degree of protection for candidates’ privacy, all records related to criminal background checks will be maintained in a secure location separate from employee personnel records. Criminal background check records will be maintained on a confidential basis to the maximum extent allowed by law. 

11.  Any candidate who provides false or misleading information will be eliminated from further consideration
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