Applicant Background Check Process

Identified Positions

All exempt staff and regular faculty finalists will have the following background check completed as a condition of employment with the university. 

· Criminal History Check- to include sex and violent offender registry and federal court criminal check. 

· Employment verification- verification of the employment that the candidate cited that qualifies the individual for the position. 

· Education verification- verification of the education that the candidate cited that qualifies the individual for the position. 

All finalists for the following types of positions will be subject at a minimum to a criminal background check as described below:

· Positions which will be expected to work unsupervised in residential buildings;

· Positions which will have master key access to a building or buildings;

· Positions which regularly will be expected to work after buildings are closed to the public;

· Positions which will operate university vehicles as part of their duties, including but not limited to employees required to possess a CDL;

· Safety Sensitive positions in Facility Services;

· Residence Life positions;

· Positions which will supervise minors, which may include but are not limited to coaches, recreational staff and student services positions;

· Faculty positions;

· Human Resources Positions;
· Positions identified as high risk on a case by case basis through consultation with Human Resources and/or General Counsel. 
Review Process

After the Human Resources office approves the candidate proposal, the hiring department may extend a “conditional” job offer to the candidate which is based upon the successful completion of a background check. At the same time, an email will be sent from UAKJOBS to the selected candidate requesting cooperation in filling out and submitting an authorization and consent form to conduct a background check. Once the Human Resource office receives the proper paperwork from the selected candidate, the check will be conducted through the current background check vendor. Once the results of the check are received by Human Resources, the information will be reviewed to determine the potential for adverse impact on job performance, safety, and security in the workplace. In appropriate cases, an effort will be made to review any negative information with the hiring authority and/or the finalist before disqualification occurs. 
After the information is reviewed, Human Resources will contact the hiring department to advise the department whether a hire is approved or not approved. When a hire is not approved, relevant information may be shared at the discretion of Human Resources. 
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