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Background Check Procedures

Criminal History Background Check

The University of South Florida (USF) is committed to protecting the safety, security and health of its
students, employees and others, as well as safeguarding the interests of USF. As part of its efforts to
create a safe work and study environment, USF requires that a criminal history background (Level 1)
check be conducted on prospective employees as a condition of employment. Criminal background
checks may be required for students or volunteers depending upon assignment. A criminal background
check will be conducted on currentemployees when required by law orif there is a reasonable belief
that the employee has been convicted of acrime without reportingitto the Division of Human
Resources. Where required by law orinternal procedure, a Level 2 background check will be completed.
Ifa currentemployee’s position is subsequently designated as sensitive or special trust, a Level 2
background check will be conducted.

Those Required to Submitto a Background Check

All prospective USF Employeesin the classification of Faculty, Administration, Staff and Temporary (with
assignments exceeding 60 days). Volunteers and Students are generally exempt from the background
check requirement, unless their position has been designated as a Sensitive or Special Trust position. In
addition, to the extent any University agreement/third-party contracts requires background checks, the
University will comply with any such contractual requirements to the extent permissible by law.

Types of Criminal History Background Checks:

e Levell: Alevel 1 background check isa background check thatincludesanationwide
criminal history background check through validated national database sources, and a check
of the National Sex Offenders Public Website. It may alsoinclude alocal criminal records
check through local law enforcement agencies. The typical turnaround time foraLevel 1
background checkis 48-72 hours.

o Level2: Alevel 2 background check includes astate or national fingerprint-based checkin
addition to the requirements of aLevel 1 background check. Results fora Level 2background
check are obtained within 24- 48 hours.

e Level2 SummerProgram: A level 2finger-print based background check conducted by The
Department of Children and Families (DCF) through a state-run, web based system called
the Care Provider Background Screening Clearinghouse, described in Florida Statute
§435.12.

Designating a Job as Requiring a Level 2 Background Check

The Dean or Director (or designee) of an areawishingtorequire aLevel 2 background check on specified
jobs mustsubmitthe requestin writingto the appropriate campus/institution Human Resources office
priorto advertisingthe job. The request mustincludeadescription of the job’s assigned duties which
supportsthe needfora level 2background check by legal requirement by, the funding agency, orthe list
of duties shown below. If Human Resources determines the background checkis appropriate, the
background check requirement will be indicated on the job posting on Careers@USF.
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Dutiesthat are considered sensitive or of special trustinclude:

Direct access to, or control over, cash, checks, credit/debit cards, accountinformation, including

cash handlingor credit card acceptance positions, or have responsibilityfor creating, collecting
or accounting for material levels of accounts receivable.

Update, prepare, generate orenteratransaction that will resultin one of the following: refund,

wire transfer, money transfers, fiscal and p-card transactions or vendor changes.

Control overoperational processes eitherthrough functional roles or system security access
(e.g., ability to process a payment, print or distribute checks, or process payroll corrections).
Significantinventory control responsibilities, including the receipt and release of inventory.
Privileged access to sensitive data or critical data processing systems.

Unsupervised access to university, employee or student property, including housekee ping
positions with access to offices and residence halls.

Access to secured buildings/offices, including those in possession of building master or sub-
master keysand/or cards for building access.

Provide direct services, programs and activities to studentsinresidence halls, medical and
counseling centers, as well as those providing direct services in dining centers.

Access to sensitive, confidential and personally identifiable information on stud ents, faculty,
staff, clients, research subjects oralumni.

Working with minors or othervulnerable populations, such asthe elderly orthose with
disabilities.

Participatinginasummercamps, clinics and/orenrichment programs sponsored by USF.

As required by grantingagencies forgrants and contracts.

Designated by President, Vice Presidents or designee to be positions of special trustor
responsibility.

As required by federal orstate law.

Initiating a Criminal History Background Checkfor Pre-Employment

Once the department has extended an offerto the employee, the background check process should be
initiated. Please note: employees cannot begin employment without DHR verifying successful
completion of the background check.

Level 1 background checkisinitiated by the department using the university’s approved third-party
online vendor. A Level 2background check shall be coordinated through the Division of Human
Resources. Please contactyour Sr. HR Specialist to schedule a Level 2 background check.

Initiating a Criminal History Background Check for Current Employees

Currentemployeesare required to reportany conviction which occurs during theiremployment with
USF to Human Resources. Human Resources may authorize a criminal background check on current

employeesifrequired by law orif thereisa reasonable belief that the employee has been convicted of a

crime without reportingitto Human Resources. If acurrent employee’s position is subsequently
designated as sensitive or special trust, a Level 2 background check will be conducted.
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Assessing Job Related Convictions

Individual results will be reviewed on a case by case basis. Information that will be taken into account:
e the nature of the offense(s);
e thetimethat has passedsince the offense had occurred,;
e therehabilitationrecord, actions and activities of the individual since the conviction including
subsequentwork history; and
e thenature of the job sought.

The existence of aconviction does not automatically disqualify anindividual from employment. Each
case will be judged onits own merit with respect to the above factors; however, the individual must
have given a truthful and comprehensive disclosure of the conviction foremployment consideration.
Guilty verdicts, guilty pleas and pleas of nolo contendere (no contest) must be included in the disclosure.
Individuals willhave an opportunity to present relevantinformation after USF’s receipt of the
background information for consideration in making any employment decision.

Recordkeeping

All completed criminal history background checks shall be maintained in Human Resources and shall be
keptseparately from employee personnel files. Background checks are subjectto the Florida Public
Records laws.

USF will ensure that all background checks are held in compliance with federal and state statutes, such
as the Fair Credit Reporting Act, when applicable.

Criminal background checks will be used only to evaluateindividuals for employment, participation in
summer programs/camps or specified volunteer positions and will not be used to discriminateon the
basis of race, color, marital status, sex, religion, national origin, disability, age, geneticinformation,
sexual orientation, genderidentity or expression, or military status.

Billing

e Levell-The Level 1 background checkfor the Tampa Campus will be centrally funded
e Level2 -Departmentsare responsible forall expenses/chargesincurred for Level 2 background
checks performed.

e Level 2 SummerProgram —Departments are responsible forall expenses/chargesincurred for
Level 2 Summer Program Background checks performed.

Chart field information must be provided to HR at the time of the requesttoinitiate a Level 2 criminal
history background check.

Questions: (813) 974-2970 3 7/22/2020



DIVISION OF HUMAN RESOURCES
i/) US"H;j‘flli_‘iOi:LORIDA Criminal History
Background Check Procedures
Exemptions
There are exemptions from criminal background checks forindividuals who meet the following
conditions, unless theirjob duties require them, by law orinternal procedure, toundergo acriminal
history background check:
e Rehired employees who have returned to USF aftera period of no more than 120 days.
e Studentsandvolunteers will generally not be subjectto criminal background checks. A
department may designate limited positions as subject to criminal background check. Applicants
will be notified of the requirement at the time the positionis posted.

e Temporaryemployees hired foraperiod of 60 days or less. (Includes courtesy appointments)

e Emergencyappointments of 7 days or less with the approval of the appropriate Vice President
or the Associate Vice President of Human Resources.
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