
Staff Employment Background Investigation Procedures 

 

Background investigations must include a criminal history search of felony and misdemeanor convictions 

at the national, state, and municipality levels, national sex offender registry search, as well as 

information obtained from social media and other internet sources.  Some positions may include a 

credit check, OIG/GSA check, employment history verification, professional license verification, 

certification verification, or MVR.  Education verifications are conducted on all positions where a degree 

beyond high school is required.  If verifications (licenses, certifications, etc.) are required in addition to 

those conducted by Human Resources, the department should work with HR to determine the 

appropriate method to conduct the necessary checks.  It is the responsibility of the hiring manager to 

conduct a reference check on professional work references.  If the individual is a current or previous UA 

employee, it is strongly recommended that the Hiring Manager review past performance evaluations 

with their HR Business Partner prior to a background check request being submitted. 

1. Position advertisement (posting) will contain notification to applicants that, prior to hiring, the final 

candidate(s) must successfully pass a pre-employment background investigation and information 

obtained from social media and other internet sources. A prior conviction reported as a result of the 

background investigation DOES NOT automatically disqualify a candidate from consideration for this 

position. A candidate with a prior conviction or negative behavioral red flags will receive an 

individualized review of the prior conviction or negative behavioral red flags before a hiring decision is 

made. 

2. Position will be posted and applications meeting the minimum requirements of the position will be 

forwarded to the department for review. 

3. Once the final candidate is identified, the applicant status in the recruitment system will be changed 

to Request Background Check by the department. 

4. Human Resources will direct, via email, the selected candidate to the vendor's website to submit an 

online Disclosure and Consent Form and will receive the Fair Credit Reporting Act Summary of Rights 

and the background investigation will be initiated. 

5. Background verification will be completed by the vendor and results viewed electronically by Human 

Resources. 

8. If the background investigation is satisfactory, Human Resources will change the status in the 

recruitment system to Finalist Recommendation. 

9. Once approved, the hiring manager will proceed with the hiring process in the recruitment system. 

10. If the background investigation identifies negative information that could lead to adverse action, 

Human Resources will notify the vendor and the vendor will provide to the applicant a Pre-Adverse 

Action Notice along with a copy of the consumer report and a notice of rights. 

a. Candidate has a minimum of 5 business days to refute information with the vendor. 



b. If candidate fails to respond in a timely manner to remove or clarify the disqualifying 

information the hiring manager may proceed with the hiring process and select another 

candidate. 

Before any applicant is disqualified based on the results on the background investigation, Human 

Resources will discuss the situation with the appropriate Vice President, or their designee.  Factors that 

must be considered in this discussion are the nature and gravity of the offense; time since conviction, 

completion of sentence or any other remediation; relevancy to the position; and discrepancies between 

the background investigation and what the candidate self-reported.  The final decision as to whether the 

applicant can proceed in the hiring process is the responsibility of the appropriate Vice President to 

ensure consistency in the application of the policy. 

11. If the decision is made not to hire the candidate, a Final Adverse Action Notice is mailed or emailed 

to the candidate by the vendor explaining the reason for not hiring. 

12. All information received in the background investigation process will be maintained in confidential, 

secure files, separate from employee personnel files, with access allowed only to those who have a need 

to know. 


