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BACKGROUND CHECKS 
I. PURPOSE:
To establish a policy and procedures for conducting background checks on prospective and existing employees of the Department as well as prospective and existing interns, volunteers, and others having access to Department facilities, equipment, or information systems (e.g., contractors). 
II. SCOPE:
Department wide.

III. POLICY:
A. Prospective Employees, Interns, Volunteers, and Others 
All offers of employment with the Department, including offers to interns, volunteers, and others, will be contingent upon passing a background check.  At the time the Department makes the offer (not before), the Department will require the prospective worker to provide his or her birth date, and if not already provided, social security number.  Also at the time the Department makes the offer, the Department will require the prospective worker to sign the Application for Employment (PF-47) if he or she has not already, or the Application for Record Review form (PF-48 Attachment A).  No person shall begin performing duties for the Department before passing a background check conducted by the Department.         
B. Existing Employees, Interns, Volunteers, and Others
The Department may conduct background checks of existing employees, interns, volunteers, and others.  Such background checks will be authorized by the worker having signed one of the above referenced documents. 
C. Definition of Background Check
For purposes of this policy, a background check is an information-gathering process which includes, but is not limited to:

· investigating an applicant’s employment history;

· checking the Employee Disqualification List;

· examining the criminal records of the Missouri Uniform Law Enforcement System (MULES) or any criminal history, including being finally adjudicated and found guilty or entering a plea of guilty or nolo contendere; and
· reviewing the Excluded Parties List System (EPLS) for record of federal debarment or suspension in accordance with 45 CFR Part 76.

D. Determination of Whether to Reject or Discipline Based on Background Check Results
Job-related criminal histories may result in rejection of a prospective or discipline of an existing employee, intern, volunteer, or other person.  
In determining whether a criminal history is job-related, the Department will consider the factors allowed by law, including:  

· The nature and gravity of the offense or conduct;
· The time that has passed since the offense or conduct and/or completion of the sentence; and

· The nature of the job held or sought.  
The determination of whether to reject or discipline based on background check results will be made by the appointing authority in consultation with the Chief of the Office of Human Resources and the Office of General Counsel.

E. Confidentiality

Results of background checks will be shared only with employees in the Office of Human Resources, the Office of General Counsel, and management staff in the affected program who have a need to know the results. Violation of the confidentiality of this provision will result in disciplinary action up to and including dismissal.
F. Providing False Information
Providing false information on the Merit System’s Application for Employment, the Department’s employment application, the Personnel Record, or any other document related to application for any type of paid or unpaid service with the Department may result in disciplinary action, including dismissal of an employee, or rejection of an applicant.

G. Office of Human Resources Responsibilities

The Office of Human Resources will conduct the background checks through the Highway Patrol’s system, the Employee Disqualification List, and the federal System for Award Management’s EPLS.
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