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INTRODUCTION AND PURPOSE.   

To protect the welfare and provide for the safety of the students, employees, and institutional resources of Rosalind Franklin University of Medicine and Science, the president of the university has delegated authority to establish requirements for background checks for applicants and university employees within the following guidelines. The need to investigate an applicant or employee must be balanced with the need to protect the privacy of the applicant or employee. 

CANCELLATION.     

None.

SCOPE AND APPLICABILITY.  
This policy applies to new employees, rehired employees, employees who are employed in selected positions and employees who transfer into selected staff, administrative or faculty positions as of May 28, 2008. Additional positions may be selected and designated by the president of the university as needed.

POLICY STATEMENTS.  

Background checks, which may include checks of employment records, educational verification, license/certification verification, social security records, workers’ compensation claims, criminal records, civil records, credit reports, motor vehicle records, and sex and violent offender registries, may be initiated as a part of the selection process. Fingerprinting may be used to facilitate background checks. 

The university president or designee determines the appropriate entity to conduct background checks. Background checks will be conducted by an outside vendor. Background checks must comply with all applicable state and federal law. As determined appropriate, background checks may be conducted for applicants and employees hired, promoted, reclassified, retained or reassigned to selected sensitive positions. Background check requirements may also apply to volunteers and consultants as designated by the president. 

DEFINITIONS. 

Adverse action means an employment-related act or decision of a supervisor or higher level authority that impacts an employee negatively. The following are adverse personnel actions in the university's personnel system:

· termination of employment, including denial of tenure, denial of continuing status, nonrenewal, or dismissal for cause 

· demotion with salary reduction 

· imposition of disciplinary (not investigatory) suspension 

· receipt of a written reprimand 

· failure to promote 

· receipt of a lower performance evaluation than in the past 

· withholding of appropriate salary adjustments 

· imposition of involuntary transfer or reassignment 

· elimination of the employee’s position, absent a reduction in force, reorganization, or a decrease in or lack of sufficient funding, monies, or work load 

· other significant change in job responsibilities that is inconsistent with the employee’s position, salary or grade.

Applicant means a person who has applied for a position at the university and has submitted all required application materials, such as a completed application form, résumé or curriculum vitae, and names/letters of references, by the application deadline.

Credit history check means checking the credit history of the selected applicant or employee. (Federal laws prohibit discrimination against an applicant or employee as a result of bankruptcy.) 

Criminal history check means verifying the selected applicant or employee does not have any undisclosed criminal history in every jurisdiction where the applicant or employee currently or previously has resided or worked. 

Educational verification means ensuring the selected applicant or employee possesses all educational credentials beyond high school listed on the application, resume or cover letter or otherwise cited by the candidate that qualify the individual for the position sought. 

Employee is defined as any person employed by the Rosalind Franklin University of Medicine and Science, whether full or part-time. 

Employment verification means ensuring the selected applicant or employee actually worked in the positions listed on the application, resume, or cover letter or otherwise cited by the candidate that qualify the individual for the position sought, as well as all employment during a period of at least seven (7) years immediately preceding application at the university. This verification should include dates of employment and verification of last position held. 

Institutional resources means assets such as the money, information, and property owned by or under custodial control of the university.

License/certification verification means ensuring the selected applicant or employee possesses all the licenses/certifications listed on the application, resume or cover letter or otherwise cited by the candidate that qualify the individual for the position sought and verification of any license required for the position, including verification of the disposition of such licenses. This includes any motor vehicle drivers licenses required for the associated position. 

Sex and violent offender registry check means verifying the selected applicant or employee does not have undisclosed convictions of certain sex and violent crimes in every jurisdiction where the applicant or employee currently or previously has resided or worked. 

PROCEDURES.
POSITIONS SUBJECT TO BACKGROUND CHECKS

The university president, or designee, will determine whether a position is a sensitive position that requires a background check. Such positions may involve, but are not limited to, those which have: 

· responsibility for the care, safety and security of people or property. 

· direct access to, or control over, cash, checks, credit cards, credit card account information and/or financial records. 

· authority to commit the financial resources of the university. 

· control over university business processes, either through functional roles or system security access. 

· access to detailed personally identifiable information about students, faculty, staff, alumni, patients and/or other persons which might enable identity theft  

· access to devices designed to protect the university’s electronic system’s integrity

· access to controlled substances 

· contact with minors

· possession of building master keys for building access

· duties which require the incumbent to have a government issued license or certification

HUMAN RESOURCE DEPARTMENT RESPONSIBILITIES 

It is the responsibility of the Human Resources Department to: 

· develop and maintain general written procedures regarding background checks that comply with governing laws, including provisions to obtain the applicant’s or employee’s authorization when required. 

· develop a process for the employee to challenge the accuracy of a background check report and to ensure that information regarding the process is provided to the employee at the time the authorization form is provided. 

· ascertain whether a position should be designated as sensitive and document that information on the position description. 

· ensure all recruitment information, announcements and position descriptions state that a position requires a background check where that applies. 

· initiate background checks by using an outside vendor prior to the hire and transfer, reclassification, promotion or reassignment of individuals into sensitive positions, if determined appropriate. 

· notify the individual under consideration for a sensitive position that the offer of any personnel action is conditional on successful completion of a background check and that falsification of information provided may be cause for corrective action or rejection. 

· maintain the confidentiality of background check information. 

USE OF BACKGROUND CHECK INFORMATION 

The entity that conducts the background check will provide the results of the check to the Human Resources Department. The Human Resources Department with the assistance of the hiring manager and the appropriate dean or vice president will determine whether the individual is suited for employment in the position for which he/she applied. If the background check reveals a conviction relevant to the sensitive position, the individual may be disqualified from holding the sensitive position. In making such a decision, the university may consider the nature of the crime, the job for which the applicant is being considered, when the crime and the conviction occurred, the applicant’s conduct, performance and/or rehabilitation efforts since and applicable laws. Certain types of convictions may preclude hiring or promoting individuals into sensitive positions. For example, individuals with convictions for theft, embezzlement, identity theft or fraud might not be hired into positions with fiduciary responsibilities. Individuals with convictions for child molestation and/or other sex offenses might be precluded from employment that involves contact with children, students, outreach programs or access to university residences. This list is not inclusive, but illustrative. Other information revealed in background checks, apart from criminal convictions, also may affect university employment decisions such as credit records, appropriate licensures or driving records for example.  

GOVERNING LAWS 

Background checks are subject to statutes including the federal Fair Credit Reporting Act (FCRA), 15 U.S.C. § 1681, et seq. The university will also comply with all anti-discrimination laws and, in particular, will not use, or seek, any information regarding an applicant or employee’s arrest record.

FCRA 

FCRA covers “consumer reports” issued for multiple purposes, including credit checks, but FCRA also governs employment background checks for the purposes of “hiring, promotion, retention or reassignment.” FCRA applies only when an employment background check is prepared by an outside screening company. When an outside company prepares the report, FCRA requires the employer to: 

· Give the individual notice on a separate document that consists solely of the notice that a report may be obtained. 

· Obtain the individual’s permission in writing for preparation of the report and obtain specific permission if medical information is requested. 

· Give a special notice if the individual’s neighbors, friends or associates will be interviewed about character, general reputation, personal characteristics or mode of living. This is called an “investigative consumer report” under FCRA. 

· Should the contents of a background report raise concerns regarding a particular applicant or employee, the University must give that individual a “pre-adverse action notice” along with a copy of the background report before an adverse action is taken. For applicants an adverse action occurs when the university decides not to hire the individual based on information in the report. For existing employees, an adverse action might be a termination, a demotion or a decision not to promote the employee. 

· Once the University decides to take an adverse action against an applicant or employee, it them must give that individual a second notice telling him or her how to dispute inaccurate or incomplete information in the background report. 

The individual is entitled to obtain a copy of the report and to review background check files compiled and maintained by the outside company regardless of the employment outcome. 

DEPARTMENT OF MOTOR VEHICLE (DMV) CHECKS 

The University shall perform verification of a valid motor vehicle license, generally a valid driver’s license, for each employee who drives as a part of his/her university duties. The license must be appropriate to the vehicle operated (e.g., a bus driver has a special license). In certain cases, including but not limited to employees whose primary responsibility is driving or employees who routinely transport groups of students, faculty or staff, a more thorough Department of Motor Vehicle check may be conducted, as determined appropriate by the university. 

Reference “Use of University Owned & Leased Vehicles”, Policy Number 100. This policy is found on the Human Resources website.  

FUNDING 

The vendor(s) providing background checks for the university will be selected by the university. Costs incurred for background checks for new employees, rehired employees, current employees and employees who transfer into selected staff, administrative or faculty positions will usually be paid by the department for which the employee is hired. 

SANCTIONS

Those who violate the terms of this policy, including violations of confidentiality, are subject to disciplinary action, including termination. Failure to disclose a felony conviction(s) at the time of application for a position is deemed falsification of the application and may result in termination. Employees who are currently employed in sensitive university positions which require background checks have an obligation to notify the Human Resources Department within five business days of being convicted of a felony.

POINTS OF CONTACT.
Director of Human Resources

(847) 578-3262

REFERENCES AND RELATED POLICIES
Reference “Use of University Owned & Leased Vehicles”, Policy Number 100. This policy is found on the Human Resources website.  

Enclosed for reference are the following sample forms: 

· Sample Applicant/Employee Notice and Acknowledgement 

· Sample Applicant/Employee Authorization 

· Sample User Disclosure to Consumer of Pending Adverse Action

· Sample Notice of Adverse Action

NOTICE AND ACKNOWLEDGMENT

[IMPORTANT -- PLEASE READ CAREFULLY BEFORE SIGNING ACKNOWLEDGMENT]
NOTICE REGARDING BACKGROUND INVESTIGATION
ROSALIND FRANKLIN UNIVERSITY (“the University”) may obtain information about you from a consumer reporting agency for employment purposes.  Thus, you may be the subject of a “consumer report” and/or an “investigative consumer report” which may include information about your character, general reputation, personal characteristics, and/or mode of living and which can involve personal interviews with sources such as your neighbors, friends, or associates.  These reports may contain information regarding your credit history, criminal history, social security verification, motor vehicle records (“driving records”), verification of your education or employment history, or other background checks.  You have the right, upon written request made within a reasonable time after receipt of this notice, to request disclosure of the nature and scope of any investigative consumer report.  Please be advised that the nature and scope of the most common form of investigative consumer report obtained with regard to applicants for employment is an investigation into your education and/or employment history conducted by Aurico Reports Inc., 116 W. Eastman St., Suite 101, Arlington Heights, Illinois, 60004, (866) 255-1852 or another outside organization.  The scope of this notice and authorization is all-encompassing, however, allowing the University to obtain from any outside organization all manner of consumer reports and investigative consumer reports now and throughout the course of your employment to the extent permitted by law.  As a result, you should carefully consider whether to exercise your right to request disclosure of the nature and scope of any investigative consumer report.

New York applicants or employees only:  You have the right to inspect and receive a copy of any investigative consumer report requested by the University by contacting the consumer reporting agency identified above directly.

ACKNOWLEDGMENT AND AUTHORIZATION

I acknowledge receipt of the NOTICE REGARDING BACKGROUND INVESTIGATION and A SUMMARY OF YOUR RIGHTS UNDER THE FAIR CREDIT REPORTING ACT and certify that I have read and understand both of those documents.  I hereby authorize the obtaining of “consumer reports” and/or “investigative consumer reports” by the University at any time after receipt of this authorization and throughout my employment, if applicable.  To this end, I hereby authorize, without reservation, any law enforcement agency, administrator, state or federal agency, institution, school or university (public or private), information service bureau, employer, or insurance company to furnish any and all background information requested by Aurico Reports Inc., 116 W. Eastman St., Suite 101, Arlington Heights, Illinois, 60004, (866) 255-1852, another outside organization acting on behalf of the University, and/or the University itself.  I agree that a facsimile (“fax”), electronic or photographic copy of this Authorization shall be as valid as the original.

Minnesota and Oklahoma applicants or employees only:  Please check this box if you would like to receive a copy of a consumer report if one is obtained by the University.  □  
California applicants or employees only:  By signing below, you also acknowledge receipt of the NOTICE REGARDING BACKGROUND INVESTIGATION PURSUANT TO CALIFORNIA LAW.  Please check this box if you would like to receive a copy of an investigative consumer report or  consumer credit report at no charge if one is obtained by the University whenever you have a right to receive such a copy under California law.  □  

Signature: 







    Date: 



Printed Name: 






_____________________
APPLICANT/EMPLOYEE AUTHORIZATION
Printed Name: 














First 

  

 Middle



Last

Maiden Name: __________________________   Other last names used: 



Signature: 







    Date: 



List all cities and states where you have lived for the past 7 years  -  Attach additional sheet if necessary

 Street
                     

  City     
        County     
 State
    ZIP    How Long?

Current:













2.














3.














4.














Present Phone Number: _____/_____________  Social Security Number: 



Date of Birth* (for Identification Purpose only): 







Sex*: Male_____ Female:_____   Driver’s License Number: 




  
State: 


*This information will be used for background screening purposes only and will not be used as hiring criteria.

USER DISCLOSURE TO CONSUMER OF PENDING ADVERSE ACTION

Dear ________________:

As you were informed and per your written authorization, a consumer report was prepared on you by Aurico Reports, Inc. in connection with your application for and/or continued employment with The university.  Enclosed is a copy of the report upon which we intend to rely to make a decision regarding your employment and/or continued employment with us, as well as a summary of your rights under the Fair Credit Reporting Act.  The report contains the following negative information:





















         







Before we make a final determination as to your employment, you have the opportunity to dispute the accuracy or completeness of this or any other information contained in the report.  Please note that the decision will be made by The university and not by Aurico Reports, Inc.  Aurico Reports, Inc is unable to provide you with the specific reasons why the adverse action was taken.  If you intend to dispute any portion of the report, you must notify us within two (2) days of receipt of this letter.  You must provide us the information to dispute the report within five (5) days from the date of this letter.  If you do not notify us within two (2) days or provide us with the information within five (5) days from the date of this letter, the University will make the decision without your response.

In the event an adverse employment action is taken against you based upon information contained in the consumer report, The university will provide you with additional oral, written, or electronic notice of such adverse employment action.  In that event, you may obtain another copy of this report from:

AURICO REPORTS, INC., 
118 W. Eastman Street, Suite 101
Arlington Heights, IL  60004
(866) 255-1852

If you request the report within sixty (60) days of receiving this letter, the report can be obtained free of charge.  If you request the report after the sixty (60) day period, Aurico Reports, Inc. may charge you $8.00 for your request for the report. If you have any questions or require additional information, please do not hesitate to contact me.

Sincerely,

University Official
                                             NOTICE OF ADVERSE ACTION
Dear _____________:
As you were informed in the letter we sent you dated 


, we were going to make an employment decision based on information we had received from a Consumer Report and/or Consumer Investigation Report and your response to that information.  We [ ] did [ ] did not receive your response.  This letter is to notify you that The university has decided to discontinue your employment based upon the following information contained in the consumer report: 











































 




         .

This decision was made by Rosalind Franklin University and not by Aurico Reports, Inc.  Aurico Reports, Inc. is unable to provide you with the specific reasons why the adverse action was taken.  However, you may obtain a copy of the consumer report from:

AURICO REPORTS, INC.
118 W. Eastman Street, Suite 101
Arlington Heights, IL  60004
(866) 255-1852

If you request the report within sixty (60) days of receiving this letter, the report can be obtained free of charge.  If you request the report after the sixty (60) day period, Aurico Reports, Inc. may charge you $8.00 for your request for the report.

You also have the right to contact Aurico Reports, Inc. to dispute the accuracy or completeness of any information contained in the report.

If you have any questions or require additional information, please do not hesitate to contact me.

Sincerely,

University Official
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