FREQUENTLY ASKED QUESTIONS

1. Who needs a background check?
A: The Human Resources Department will make the final decision on who will       need a Criminal Background Check.  The following are examples of employees that would require a criminal background check:
· the finalist(s) for new unclassified, classified, and LTE positions
· Current UW-Parkside or UW-System employees who are appointed to a different position with UW-Parkside where criminal background checks are required by state and/or federal law.
· Current UW-Parkside or UW-System employees who are appointed to a different position with UW-Parkside where the majority of the position’s duties will be performed within residential facilities or appointed to a position of trust.
· student employees who are hired in positions where the majority of duties will be performed within residential facilities or in positions that require criminal background checks by State and/or Federal law. “Or in positions involving kids, cash, or keys.”
2. How long is the information found in the background check kept on file?
A: The information from the Criminal Background Check will be on file for 7      years in a separate and locked file in Human Resources.
3. When is the background check request announced to the applicant?

A: Human Resources will notify the candidate after the New Hire Notification form is received from the hiring department.  For classified recruitments a notification is also in the job announcement.  
4.  Can I hire some one before the background check is complete?


A: The hiring department can make a written offer contingent upon completion of 
The background check; however candidate cannot begin working until background  check is completed.
5.   If an employee leaves and returns 2 years later, do we still do a background check?
A: If a past employee is being rehired after an absence of one year or less, another criminal background check is not required unless required by law, or is a position of trust, or where the majority of duties will be performed within residential facilities.  
6.   What is meant by Kids, Cash, or Keys criteria?


A: This criteria is used to determine when a criminal background check is needed  



on a student employee.

                  Example: Are they having one on one contact with a minor? Handling cash? 

                  Have access to master keys?
7.  How long does it take to get a background check complete?

A: Time varies. HireRight, the vendor used for the criminal background check can reply within hours or days. The amount of time needed to complete the 



background check depends in part on the number of state records that have to be 



checked.

8.  What happens if the criminal background check comes back with a record?



A: It is reviewed by the Criminal Background Check Review Team to see if the 



findings are related to the job.  If it is determined that the findings are related to 



the job and would disqualify the finalist, the Human Resources Director notifies 



the finalist and gives them 5 days to refute the findings.      
9.  Do the criminal background check become a part of the personnel file? 


A: CBC info is kept in a separate file, not in the personnel file.
