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BACKGROUND CHECK PROCEDURES 
 

The following procedures are associated with the Colorado State University Pueblo Background 
Check Policy. The University has implemented the background check policy as a necessary 
step toward ensuring the continued safety of our students, employees, and campus visitors. 
These procedures apply to all employees, certain volunteers, and student employees in 
positions that involve cash or payment handling, working with vulnerable populations, or access 
to sensitive information. The Office of Human Resources and Institutional Equity (HRIE) is 
responsible for conducting background checks. 
 
The pre-employment background check is a critical step in the hiring process that must be 
completed and approved before the final applicant can begin working or a non-employee can 
begin volunteering. Final applicants for hire consent to a background check upon signing their 
offer letter or Request for Non-Student Hourly Employee. Volunteers consent to a background 
check upon signing their Non-Paid Services Application/Agreement.  
 
Background checks are required for:  

• Final applicants (candidates extended conditional offers of employment); volunteers who 
interact with students and/or minors, conduct on-campus research, or have access to 
controlled substances or sensitive materials/information; 

• Existing employees changing positions that add sensitive conditions or driving (MVR 
check only) their duties; 

• Rehired employees with more than 12 months’ break in service—sabbatical, parental, 
military, and other University-approved leaves do not constitute a break in service; 

• Student workers who meet any of the aforementioned sensitive conditions of 
employment. 

 
Background checks are not required for:  

• Rehired employees with less than 12 months’ break in service; 
• Minors; 
• Existing employees moving to a new position with no change in sensitive conditions or 

for which driving is not required. 
 
Background checks include national, state, and county criminal history and sex offender 
records, as well as Social Security number verification. Nation-wide motor vehicle records 
checks are conducted for positions that require a valid driver’s license, require the employee to 
drive as a regular part of their job responsibilities, or require use of a University-owned/leased 
vehicle for the purpose of conducting University business.  
 
When background checks are requested by HRIE, HireRight invitations will be sent by text 
message and/or email to the final applicant/existing employee/volunteer generally within 24 
hours of written acceptance of the job offer (signed offer letter or Request for Non-Student 
Hourly Employee) or Non-Paid Services Application/Agreement. Final applicants/existing 
employees/volunteers may refer to the attached HireRight Background Check Process for steps 
to complete their background check. Applicants/existing employees/volunteers may request a 
copy of their background report when they submit their personal and self-report information to 
HireRight. 
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The University will cover the cost of employment-related background checks. Temporary camp, 
recreation, and club sports worker background checks will be billed to the department 
requesting the screening.  
 
Successful Completion/Approval of Background Check 
 
Upon successful completion and approval of a requested background check, the final 
applicant/existing employee/volunteer and the position supervisor noted on the offer letter, 
Request for Non-Student Hourly Employee, or Non-Paid Services Application/Agreement will be 
notified by email. 
 
Discrepancies in Background Check 
 
If information is revealed in a report resulting from a background check that could potentially 
result in an adverse employment decision, HRIE will take the following steps:  

1. Pre-Adverse Action Notice: HRIE will notify the final applicant/existing 
employee/volunteer that negative information was revealed during the background check 
process that may impact the employment decision and will provide a copy of the 
supporting report to the candidate or employee, along with a copy of “A Summary of 
Your Rights Under the Fair Credit Reporting Act.” The final applicant/existing 
employee/volunteer will have five days to challenge the information provided in the 
report and take steps to correct inaccuracies or provide explanation. 

2. Decision Stay: A final employment decision shall not be made until new information 
provided by the final applicant/existing employee/volunteer has been considered or such 
time that the candidate or employee fails to respond as required. HRIE will conduct a 
review of the background check report and any information provided by the final 
applicant/existing employee/volunteer pursuant with the Background Checks for 
Employment Purposes Policy. 

3. Adverse Action Notice: If, after considering any applicant/existing employee/volunteer 
response, HRIE determines that the negative information revealed results in an adverse 
employment decision, a second written notification will be sent to the candidate or 
employee. This notice shall include the following:  
a. The name, address, and phone number of the vendor consumer report agency 

(CRA) that supplied the report;  
b. A statement that the CRA supplying the report did not make the decision to take the 

adverse action and cannot give specific reasons for it; and  
c. A notice of the individual’s right to dispute the accuracy or completeness of any 

information the CRA furnished, and their right to an additional free consumer report 
upon request within 60 days and to dispute with the CRA the accuracy or 
completeness of any information in the consumer report. 

 
HRIE will maintain background reports in a confidential file. Background check reports are 
subject to the State’s records retention requirements. Background check reports shall only be 
released upon specific authorization by the applicant/existing employee/volunteer or the 
University’s Office of General Counsel. 
 
Self-reporting Requirement 
 

1. Employees are required to inform their supervisor within 72 hours, if at any time 
during their employment, or during any break in service, they are arrested, charged 
with a crime and/or pled guilty or are found guilty of a crime under state or federal 
law. 
 

https://www.consumer.ftc.gov/articles/pdf-0096-fair-credit-reporting-act.pdf
https://www.consumer.ftc.gov/articles/pdf-0096-fair-credit-reporting-act.pdf
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2. The supervisor must notify HRIE immediately. If HRIE determines the conviction is 
reasonably related to the employee’s ability to carry out the duties or functions of 
their position, or will have a negative impact on the University in any manner, then 
the employee may be subject to discipline, up to and including termination and/or 
additional background checks and rechecks at periodic intervals. Failure to report 
such incidents may result in disciplinary action up to and including termination. 

 
Employees subject to motor vehicle checks must report any suspension, revocation, 
cancellation, or expiration of their driver’s license to their supervisor. If the occurrence is the 
subject of a legal or administrative proceeding, and the employee has the legal right to continue 
to work and to operate a motor vehicle while the action or proceeding is pending, then the report 
shall be made upon final disposition of the action or proceeding. Such convictions may subject 
the employee to discipline, up to and including termination, and/or more frequent motor vehicle 
checks. Failure to report such incidents may result in disciplinary action up to and including 
termination. 
 

• Any employees or volunteers who self-report a drug and/or alcohol conviction and who 
are required to drive for their position will be immediately removed from any driving 
responsibilities. 

• Hiring Authorities or supervisors notified by an employee of a post-employment criminal 
conviction, suspension or revocation of their driver’s license, even if temporary, have an 
obligation to report the information to HRIE. 
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HireRight Background Check Process 
 
1. The final applicant/volunteer/existing employee receives a text message/email with the link 

to complete the background check along with a username and temporary password. 

 
 
2. After the final applicant/volunteer/existing employee signs in using their temporary 

password, they are prompted to create their own password, update their notification 
settings, and click “next” to advance to the background check. 
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3. The final applicant/volunteer/or existing employee fills in their personal information and 
clicks “next”. (Note: foreign nationals who do not have a social security number will 
enter 888-88-8888.) 

 
 
4. The final applicant/volunteer/existing employee clicks “yes” to self-report information or “no” 

to advance to the next step, and then clicks “next”. 
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5. If a motor vehicle record was ordered, the final applicant/volunteer/existing employee enters 
their driver’s license information and clicks “next”. 

 
 
6. The final applicant/volunteer/existing employee reviews their information to ensure 

everything is entered correctly and clicks “next”. 
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7. The final applicant/volunteer/existing employee provides an electronic signature to initiate 
the background check. Both boxes must be checked (under the signature box) in order to 
proceed. 

 
 

8. The final applicant/volunteer/existing employee reads/reviews the Acknowledgement & 
Authorization and any relevant state law notices. 
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9. The final applicant/volunteer/existing employee provides another e-signature, checks 

consent boxes, and clicks “accept & submit”. 

 
 
10. The final applicant/volunteer/existing employee receives a confirmation page after clicking 

“accept & submit” to let them know they have completed the process. 
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