
Background Check Policy 
 
In an effort to ensure a safe learning, living, and working environment, Capital University conducts pre-
employment background checks for all offers of employment.  Background checks are also be required for 
faculty, staff, student workers, and volunteers whose positions are defined as “security sensitive” (see definition 
below).   
 
Persons Subject to Background Checks 
Applicants, faculty, staff, and volunteers subject to employment background checks include the following: 
• All employees of the university, including adjunct faculty and part time staff, beginning employment on or 

after July 1, 2011.  This does not include faculty who were offered and accepted employment prior to July 1, 
2011, but have not begun employment, unless the employment is in a security sensitive position; 

• All current (began employment prior to July 1, 2011) employees, including administrators, faculty and staff, 
in security sensitive positions; 

• All student employees in security sensitive positions; 
• All volunteers in security sensitive positions; 
• Faculty and staff who are returning to employment after more than a twelve-month break in service; and  
• Faculty and staff who are changing from temporary to regular employment. 
 
Security Sensitive Positions 
The President and Vice Presidents with the assistance of the Director of Human Resources are responsible for 
determining which positions in their areas should be designated as security sensitive based on the 
responsibilities of each position.  The criteria to be considered include, but are not limited to: 
• All Officers of the University, Associate/Assistant Vice Presidents, Deans, and Associate/Assistant Deans.   
• All positions in the departments of Human Resources, Finance, Public Safety, Facilities Management, 

Information Technology, University Advancement, Enrollment Services, Financial Aid and Admissions.   
• All positions with access to residence halls or other student housing. 
• All positions directly responsible for the oversight, care, and safety of students on and away from campus, 

including providing transportation.  This would include all part-time and full-time coaches.   
• All positions that have access to cash, securities, bank records, private electronic files, or personnel 

information. 
 
Definitions 
Background check:  Process of acquiring records regarding an individual that are used to determine suitability 
for employment or volunteer service. 

“Background check” covers many different methods of obtaining information about an individual’s 
personal and employment history.  The most commonly conducted checks, regardless of 
responsibilities, are those that look at social security numbers, criminal records, sexual offender 
registries, education and credentials, employment history verification, professional 
licenses/certifications, motor vehicle records, and references.  The types of checks used will be related 
to the position requirements and approved by Human Resources.  Credit checks will not be conducted as 
part of the university’s background check process. 
 

Criminal conviction:  Being found guilty, entering a guilty plea, or pleading no contest to a felony, or 
misdemeanor.  
 
Final candidate:  Internal or external applicant identified as the finalist for a position. 
 
Procedure  
An employee or volunteer may not begin work until all appropriate background checks have been completed.  
When a job offer is made, it shall be reiterated to the final candidate that the offer of employment is contingent 
upon successful completion of the background check.  The finalist will be required to complete the background 



check authorization form.  Falsifications of application materials, including failure to disclose criminal 
convictions, are grounds for refusal or termination of employment or volunteer service.   
  
Convictions revealed in the employment process and/or as a result of the criminal history investigation will be 
carefully reviewed by the Director of Human Resources, University Counsel, and other individuals as deemed 
appropriate to determine whether or not the employee or candidate should be disqualified from employment or 
volunteer service.  Criminal convictions will not automatically disqualify an applicant from employment or 
service.  Except where the employment/service is expressly prohibited by law, the University will consider 
factors such as, but not limited to, the nature of the crime, the age of the individual at the time the crime was 
committed, length of time since the conviction, the nature of the position and the job-relatedness of the 
conviction, the individual’s employment history and references.   
 
Depending on the position in question, after a verbal offer of employment has been made and accepted, 
additional background checks may also include degree verification, employment history verification, and motor 
vehicle records check.   
 
Human Resources will notify the supervisor of the background check results. If the results are satisfactory, the 
individual may begin work or volunteer service at any time after receiving the results. Information included in 
both the authorization and the results must be treated as confidential.   
 
Current employees/volunteers who began work in security sensitive positions prior to July 1, 2011 must 
complete and submit the Background Authorization Form to Human Resources within 30 days of the 
implementation of this policy.  Continued employment or volunteer service is contingent upon successful 
completion of the background check.   
 
Recordkeeping 
The Office of Human Resources will maintain a log of all background checks.  The log will include the 
following:  Name, department, position title, supervisor, date of background check, and employment date.  
Copies of background check consent forms and background reports will be maintained in a separate and 
confidential file.   
 
Subsequent Criminal Convictions 
In the event that any employee/volunteer receives a criminal conviction after beginning employment/volunteer 
service, that employee/volunteer must inform the Office of Human Resources, within 5 days of the conviction, 
to determine whether or not the conviction is relevant to his/her position under this policy.  If the conviction is 
not relevant, no adverse action will be taken. If the conviction is relevant and it is determined that the 
employee/volunteer is no longer suitable to perform the required duties and responsibilities of the position, 
employment/service may be terminated or the individual may resign. Failing to report a criminal conviction, 
regardless of the nature, may be grounds for disciplinary action up to and including termination of employment 
or service.  Employees/volunteers working at the university at the time this policy is implemented must report 
any criminal conviction that occurs after July 1, 2011 following the procedure above.   
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