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Background Check Policy Checklist and Approval/Denial
	Agency:  

	Meets
	Doesn’t meet
	Comments

	1. New Hire Meets Criteria:  


	
	
	

	2. Prior Determination:  made prior to posting a job announcement (1) when the background checks will be requested; (2) who will initiate the checks; (3) what checks will be needed; (4) who will conduct the checks; (5) who will be the authority that reviews the information and makes a decision; and (6) the procedures for handling and maintaining the records.
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	3. Determination Criteria:  Uses “substantial Relationship” criteria


	
	
	

	4. Criminal Background Checks:  prior to the extension of an offer of employment or as part of an offer of employment that is contingent upon a review of the criminal background check results.  

	
	
	

	5. Confidentiality:  (1)  Information will be treated confidentially to the extent permitted; (2)  designate the individuals responsible for all aspects of conducting criminal background checks.  (3) Authorized individuals must complete a confidentiality agreement.  
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	6. Training:  Persons will be trained or have the appropriate background and experience Documentation of completion


	
	
	

	7. Documentation:  Documentation will include all background search efforts, such as phone calls, letters, record search results, etc.  A record of all background search efforts and results will be documented and retained.  

	
	
	

	8. No Discrimination:  comply with the Wisconsin Fair Employment Act 

	
	
	

	9. Scope of Positions Approved for Background Checks:  These additional classifications/positions should be included in the appointing authority’s background check policy and may be further delineated by division, work location, etc. (e.g., residence hall, Division of Elder Care, etc.).  The justification for these additions should be included with the policy sent to DPM for approval.

	
	
	

	10. Inappropriate Use of Background Check Information:  



	
	
	

	11. Current Employees:  



	
	
	

	12. Candidate Notification:



	
	
	

	13. Justification:



	
	
	


BMRS Approval ________________________  

BCLR Approval _______________________




Linda Brennan





Kathy Kopp

BMRS  Denial _____________________________

BCLR Denial _____________________________




Linda Brennan





Kathy Kopp

Denial Reasons:
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