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BACKGROUND CHECK PROCEDURE

PRIOR TO EMPLOYMENT

1. Applicant chosen – unit contacts OHR.  

Must have signed DHSS Employment Application on chosen applicant when contacting OHR.
2. Unit sends (via email or fax) signed application to OHR.  Personnel Clerk checks EDL List, eligibility, and ensure reachable. If okay = Unit contacts candidate and issues an offer of employment conditional upon the successful completion of a criminal background check.  At this time, unit requests date of birth from candidate.

3. Unit contacts OHR/Personnel Clerk with date of birth.
4. OHR completes criminal background check on-line.
5. Background Check okay = Personnel Clerk will contact unit and give the okay to proceed with official offer.

Background Check returned with information found = information sent to Office of General Counsel for review.  Once cleared through OGC and OHR, unit notified to proceed with official offer.
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