








a minor is sealed or not. As an alternative, this University will: 

• request a letter from the school's guidance counselor verifying enrollment/attendance at the
school and attesting to the good standing of the student. The HR Representative will verbally
confirm the authenticity of this document by contacting the school and create a memo to file

documenting this conversation.
• confirm high school diploma or GED for any finalist candidate not currently enrolled in school.
• request written references for the three most recent positions.

Sanctions for Violation 

Violations of University policies, including providing false or misleading information used for any of the 
above background checks, will be handled in accordance with applicable University policies and 
procedures; which may include disciplinary actions up to and including termination from the 
University. 

4. PROCEDURE

All offers of employment will be contingent on satisfactory results of the background screen. The

University will ensure that all background checks are conducted in compliance with applicable federal

and state statutes, including the Fair Credit Reporting Act.

A. Information Collection

A signed authorization from the finalist and an Application for Employment is required before

criminal record information or background information may be requested from the outside

credit reporting agency. Additionally, all written disclosures required under federal law and

applicable state law will be given to finalists before conducting a background screen.

Self-Disclosure of Criminal Convictions

Current faculty, staff, graduate associates, student employees, appointees, volunteers, and

staff provided by third party staffing vendors are required to self-disclose post-employment

criminal convictions that occur within three business days of the conviction to the Chief

Human Resources Officer or the Office of the Provost. Adjunct faculty that have a break in

service of less than 1 2 months must disclose any conviction occurring during the break

within three business days of returning to University employment. Chief Human Resources

Officer, the Office of the Provost or the Einstein Executive Dean, will work together to

determine next steps.

Talking to Candidates about Criminal Convictions

Internal and external applicants are required to self-disclose criminal conviction information as

part of the application process.

For staff roles, trained HR staff should ask the applicant to review the application form for

completeness and accuracy of information. If criminal history is noted, and the applicant

indicates that a criminal record was expunged, sealed, annulled, impounded, erased,

dismissed under the First Offender's law, or pardoned by the Governor, no further questions

should be asked about it as it cannot be taken into account regarding the candidate's

employment. Otherwise, the applicant will be required to provide an account for the HR file.

For faculty roles, hiring managers must communicate to the Office of the Provost or Executive 
Dean for Manhattan Campus or Einstein hires, respectively. 
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