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VII – 1.15 – A - Coppin State University’s Background Check Policy and Procedures for Faculty 

and Staff Employees 

(Effective January 1, 2017) 

In order to protect the campus community, students, staff, and guests, as well as to secure the integrity of 

Coppin State University (University), it needs to ensure that all job candidates offered employment and 

status change employees that take on new roles have no history of criminal behavior that could jeopardize 

the safety and security of the University community. In addition to verifying prior employment history 

and criminal background checks, the University may verify social security numbers, credit history, 

education credentials, professional licenses, motor vehicle, electronic media sources and sex offender 

registries, as deemed necessary.  The University reserves the right to use a Commercial Criminal 

Background Check vendor to verify this information. Nothing herein is intended to contradict or lessen 

compliance with applicable federal, state or international laws and regulations.  The University reserves 

the right to modify this policy at any time without notice.  

I. Scope 

 

The University’s criminal background check will be consistent with USM’s VII – 1.15 – Policy on 

Criminal Background Checks for Faculty and Staff Employees.  It applies to all regular and contractual 

faculty, regular and contingent staff, applicants for employment, volunteers, chaperones of camps and 

enrichment programs or any position that involves working with minors, adult dependent populations and 

positions that transport hazardous materials.  All offers of employment at the University are contingent 

upon satisfactory results of a thorough criminal and employment background checks. The Office of 

Human Resources will conduct background checks on all candidates for new hire, rehire and 

reinstatement that have more than 3 months of separation from the University, and transfers from other 

state agencies. The hiring manager is required to contact the Office of Human Resources to coordinate the 

processing of all hiring documents including the background checks on all Contingent I and adjunct 

faculty.  Current employees that change positions or acquire new responsibilities that involves managing 

sensitive materials may be required to have an updated or new credit history or criminal background 

check. This includes employees working in an interim or acting capacity.  

 

II. Purpose  

This policy will define the University’s standards and procedures for the acquisition and use of 

employment and criminal background checks.  It will outline procedures for maintaining confidential 

records of all background check results, consistent with applicable federal and state legal requirements. It 

will describe the types of training for employees who interview and hire employees regarding the 

appropriate methods for acquiring, using and maintaining background check information.  It will establish 

a process by which an individual denied employment or other opportunity at the University, due to the 

results of a criminal background check, may contest the accuracy of the records upon which the denial 

was based. 
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III. Definitions 

 

A. Commercial Criminal Background Check:  A criminal background check completed by a 

commercial entity through a review of publicly available law enforcement, court and other 

records, including international records as appropriate.  A commercial criminal background check 

typically is based upon identifying information regarding the individual, but does not utilize 

fingerprints. 

 

B. Criminal Justice Information System (CJIS) Record History:  A criminal background check 

completed by the Maryland Department of Public Safety and Correctional Services of all criminal 

history information regarding an individual maintained by the CJIS Central Repository, consistent 

with the requirements of the Maryland Annotated Code (Md. Code Ann.), Criminal Procedure 

Article , Sections 10-201 et seq.  A CJIS record history is based upon national and state criminal 

history records and uses an individual’s fingerprints and other identifying information. 

 

C. Educational Verification:  Confirms the applicant's claimed educational institution, including the 

years attended and the degree/diploma received. 

 

D. Federal Criminal History: Checks district courts for any crimes committed in violation of federal 

law in district of current residence.  

 

E. Minor:  An individual under the age of 18. 

 

F. Multi-County Criminal: Will be run on counties that applicants have listed on the release form. 

This will include counties of past residence for a period of up to 7 years.  

 

G. Permissive Criminal Background Check: A commercial criminal background check or CJIS 

Record History that is not required by law, but is permitted at an University’s discretion. 

 

H. Personal and Professional References: Calls will be placed to individuals listed as references by 

an applicant.  

 

I. Prior Employment Verification: Confirms applicant's employment with the provided companies, 

including dates of employment, position held and additional information available pertaining to 

salary/wages, performance rating, and reason for departure and eligibility for rehire. This will be 

reviewed on the past two employers or ten years, whichever is longest. 

 

J. Program Involving Minors: For the purposes of this policy, a program or event hosted by or 

closely associated with the University in which: 

 

1. The program’s purpose is to provide benefit, service or activity to or for minors; 

 

2. University personnel have significant roles or regular contact with minors; and 

 

3. Not including spontaneous gatherings, single social events or academic courses open to and 

attended by both minors and adults. 

 

K. Social Security Cards: Validates the applicant's social security number, date of birth and former 

addresses.  
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L. Status Change:  Current employees changing positions, appointed to an interim or acting capacity 

positions may transition into the new position with the understanding that continued employment 

is subject to results of their background check. 

 

The following additional searches will be required if applicable to the position: 

  

A. Credit History: Confirms candidate's credit history. This search will be run for positions that 

involve management of the University’s funds and/or handling of cash. 

  

B. Motor Vehicle: Provides a report on an individual's driving history in the state requested. This 

search will be run when driving is an essential requirement of the position. 

 

IV. Standards and procedures for the acquisition and use of employment and criminal background checks: 

1. Applicants will be advised that a satisfactory employment verification and criminal background 

check is required as a condition of employment during the application process.  All applicants 

must consent to an employment verification and criminal background check during the 

application process.   

2. Before a verbal offer of employment is made, the Office of Human Resources (OHR) will 

complete prior employment verifications on the new or rehire candidate.  Faculty employment 

verifications will be conducted by hiring department. Employment references provided must 

include at least the last 10 years of employment history.  Status change employees’ references 

require that a reference must be received from the current supervisor.  Prior Performance Reviews 

may be used in addition to the reference from the current supervisor if a more extensive review is 

required.   

3. Current employees seeking a position status change, the OHR will assess the need for credit 

history and/or criminal background investigations, considering length of employment and new 

job description. Rehires with a break in service for more than 90 days are subject to criminal 

background check.  

4. After a verbal employment offer is made, the chosen candidate or status change employee (if 

applicable) must complete and sign the Certification/Release and Criminal Justice Information 

Systems (CJIS) form then return it to the OHR for positions that involves working with minors, 

adult dependent populations and positions that transport hazardous materials.  For candidates who 

are not working with these populations, a criminal background check will be conducted through 

the approved online background service vendor.  This background check requires an electronic 

signature from the candidate in order for the background check to be conducted.   The OHR will 

initiate the CJIS form and the on line background check. The chosen candidate is not to begin 

work prior to the hiring manager receiving approval from the OHR.  

5. The OHR will conduct the criminal background check upon selection of a final candidate and the 

receipt of a signed release form or online electronic signature approval.  The University’s 

designated Commercial Criminal Background service or online background service vendor will 

conduct the check. The Chief Human Resources Officer (CHRO) or designated Human 

Resources representative will review all results.  

6. Convictions discovered in the background check process will influence the final selection of the 

applicant where such information is considered relevant as defined under standards described in 

USM VII, 1.15-IVc, A,B,C. 

7. In instances where negative or incomplete information is obtained, the CHRO and/or designated 

Human Resources representative will assess the potential risks and liabilities related to the job's 
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requirements and determine whether the individual should be hired. The CHRO and/or designated 

Human Resources Representative will notify the candidate and the hiring manager of the 

approval or denial as the results of the background check. Please refer to section VII-A & B, for 

provisions for contesting negative background check results. 

A. Reporting Convictions Requirement:  

Any employee convicted of a crime, beyond a traffic infraction, must inform the CHRO and their 

supervisor of this conviction within five business days.  The University, through the Office of 

Human Resources, reserves the right to request a background investigation when circumstances 

are identified that warrant further investigation.  Results of the background investigation normally 

will not affect opportunities for continued employment.  However, if the information discovered 

regarding prior or current convictions leads to the conclusion that the safety of students, clients, 

and coworkers may be compromised, the individual may be reassigned or terminated.  Reporting 

of convictions is applicable to all employees, regardless of whether their positions were subject to 

an original background investigation. 

V. Procedures for maintaining confidential records of all background check results 

a) The CHRO and/or OHR designee will be responsible for maintaining and securing all 

background check results records.   

b) Background investigation records will be received and maintained as part of a confidential file in 

the OHR, separate from employee personnel files. 

c) The CHRO and/or OHR designee is responsible for the management of the policy, including 

overseeing the background investigation process, maintaining confidentially of information 

received, informing the Human Resources staff overseeing the hiring and the hiring department of 

the candidate’s ineligibility to be hired.   

VI. Training for Human Resources Representatives who interview and hire employees  

All Human Resources Representatives in charge of hiring will receive appropriate training of the 

USM VII, 1.15 policy, and this policy/procedures.  They will understand the appropriate methods 

for acquiring, using and maintaining background check information.    

VII. An individual denied employment or other opportunity at the University due to the results of a 

criminal background check may contest the accuracy of the records. 

 

A. Prior criminal history will not automatically disqualify a candidate for consideration.  An 

assessment of each candidate will be conducted and hiring decisions will be made in accordance 

with all applicable laws and fair practices.  In cases where the results of the background checks 

are determined unsatisfactory, the candidate will be notified in advance of the University’s taking 

action with the intent not to hire.  In instances where negative or incomplete information is 

obtained, the CHRO will assess the potential risks and liabilities related to the job's requirements 

and determine whether the individual should be hired in accordance to USM VII, 1.5, IV., A, B, 

C.  The Human Resources representative will notify the hiring manager regarding the results of 

the check if there is a determination not to hire.  

 

B. If the candidate is not hired or promoted based on the background check results, the candidate has 

five (5) business days from the date of notice, to send a written appeal to the University’s OHR, 

CHRO to contest the accuracy of the results.  The CHRO will review the appeal to determine if 
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there was an error in the accuracy of the background check results.  The CHRO will provide final 

decision within 15 days of receiving written appeal and send it to the candidate’s home address 

on file.   

VIII. Responsibilities  

Department Heads, Hiring Supervisors and/or Human Resources Liaisons will be responsible for their 

department’s adherence to this policy, including clear communication of this requirement to job 

candidates. 

Human Resources is responsible for the management of the policy, including overseeing the background 

investigation process, confidentially reporting employment ineligibility to the appropriate individual in 

the hiring department, and the confidential storage (to the degree possible) of all findings separate from 

the employee personnel files. 

IX. Sanctions  

Those who violate the terms of this policy, including violations of confidentiality, are subject to 

disciplinary action, including termination.  Failure to disclose accurate information to avoid obtaining 

information of criminal conviction(s), is deemed to of have provide falsification of application and may 

result in termination.  An employee who fails to disclose being convicted of a crime within five (5) 

business days is considered to be in violation of a condition of continued employment and may result in 

termination. 

 

X. Fair Credit Reporting Act (FCRA) and State’s laws on background checks 

The University will follow all applicable FCRA requirements throughout the background check process. 

The University will comply with federal laws under the Fair Credit Reporting Act (FCRA), as well as 

the state’s laws on background checks. The FCRA requires that employers using consumer reports 

(background checks) for employment purposes must provide employees and applicants with a written 

disclosure and obtain their electronic and/or written consent before obtaining this report. The OHR 

representative will be responsible for handling such FCRA requirements as necessary. Any questions 

regarding FCRA must be directed to the CHRO or the OHR designee. 

XI. Effective Date and Approval 

This policy is effective January 1, 2017.  This policy shall be reviewed and revised annually, if necessary, 

to become effective at the beginning of the University’s fiscal year, unless otherwise noted. 

The U.S. Equal Employment Opportunity Commission on April 25, 2012, approved guidance on employer 

use of criminal background checks. In short, the EEOC guidance does not prohibit employers from 

considering criminal information during the hiring process. However, it does require employers to take 

new steps to prevent discrimination under Title VII of the Civil Rights Act of 1964. 

Note:  This policy should be cross-referenced with the following other USM Policies: 

 VII - 1.50 – Policy on Criminal Background Checks for Faculty and Staff Employees 

VI -   1.50 - Policy on the Reporting of Suspected Child Abuse and Neglect 

 VII - 1.01 - Policy on Recruitment and Selections 

 VII - 1.24 - Policy on Termination with Prejudice 

http://universitypolicy.gmu.edu/2221ap.html
http://universitypolicy.gmu.edu/2221ap.html
https://www.shrm.org/LegalIssues/StateandLocalResources/StateandLocalStatutesandRegulations/Documents/Criminalandbackground%20checks.pdf
http://www.ftc.gov/os/statutes/fcradoc.pdf
https://www.shrm.org/LegalIssues/StateandLocalResources/StateandLocalStatutesandRegulations/Documents/Criminalandbackground%20checks.pdf
http://www.eeoc.gov/eeoc/newsroom/release/4-25-12.cfm
http://www.eeoc.gov/laws/guidance/arrest_conviction.cfm
http://www.eeoc.gov/laws/guidance/arrest_conviction.cfm

