MISSISSIPPI STATE UNIVERSITY
DEPARTMENT OF HUMAN RESOURCES MANAGEMENT

PRE-EMPLOYMENT CRIMINAL BACKGROUND SCREENS

PURPOSE @a

This policy establishes the criteria and procedures whereby Mississippi State Univ I
perform criminal background screens on candidate finalists. Criminal backgrou s will
help to increase safety, manage risk, meet mandated regulatory compliance, a ibute to

informed and safe hiring decisions. Q.

POLICY

This policy applies to all candidate finalists selected for new himgi ;ular full-time, regular

part-time, time-limited, temporary, and intermittent position e scheduled to assume

their new duties on or after the policy effective date. Thig poli@”excludes current University
ént

employees who are moving to a new position within t ersity and reclassifications. A
criminal background screen is required only for th worker, graduate assistant, post
doctoral, and rehired retiree positions as followsg

e Positions handling cash and on a regular basis

e Positions having contac ors
» Positions with accessto ence hall rooms
e Positions having agc systems containing sensitive information

(Refer to OP 01%
e Positions having p&ient contact or access to prescription medications

is possible, a previous conviction does not automatically
disqualify an apg pirom consideration from employment with the University. Depending
on the factors @ pxample, the nature of the position for which the candidate is selected and
the natur ereonviction, age of the candidate when the illegal activity occurred), the
candidate s may be eligible for employment with the University.

Although a disqualifi

, If an applicant fails to reveal any previous conviction, he/she will be
i ified from employment in that or any other position at the University for
&fa ification of an application.

An offer of employment may be extended to an applicant prior to the completion of the
background screen. While every effort will be made to complete the background screen
process prior to the first day of work, employees will be allowed to start work with continued
employment contingent upon successful completion of the criminal background screen.
Letters of offer must include this contingency.


http://www.msstate.edu/dept/audit/PDF/0126.pdf�

As a rule, the University will be responsible for the costs associated with conducting
criminal background screens.

Completion of criminal background screens will be coordinated by the appropriate staff from
the department of Human Resources Management through an approved third- party vendor
who is qualified to perform such work. o

PROCEDURE Q@

When a hiring department reaches the final selection stage in the hiring proces
department provides the selected candidate with an “Authorization and Releas
hiring department then sends the completed authorization form to the HR
assigned to the department. The HRM Generalist works with the third- ndor to

conduct the criminal background screen. Q
When the investigation is complete, the vendor will return the ifforfgation to the HRM
Generalist. In the event that a criminal conviction record is ed, a report will be sent

to the HRM Generalist for further review.
REGULATORY @e

The Consumer Credit Reporting Reform Ac %

Section 601 - 81681b. - Permissible Purpos eports

Miss. Code Ann. §43-20-8 6

EEOC Enforcement Guideline eration of Arrest and Conviction Records in
Employment Decisions UK Il of the Civil Rights Act of 1964

REVIEW \0

The Director M Resources Management is responsible for review of this policy as
needed an frequently than 4 years.

6 HRM 60-122
\ Effective 02/07/07
Revised 8/28/08

&Q ' Revised 10/22/2012



http://www.hrm.msstate.edu/aboutus/�
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