
 
 

 

 

University Policy 

 

 
Northeastern Illinois University (the “University”) is committed to providing a safe and secure environment for 
its students, employees and visitors. Therefore, the University has adopted a policy on background checks 
for employees, and employment candidates to promote a safe work environment and to protect the assets of 
the University.  
 

 
The purpose of this policy is to outline the University’s various mechanisms for conducting background 
checks to verify education credentials, work history, criminal history, and other information necessary when 
making employment decisions.  
 

 
All employment candidates and special appointments. Exceptions may include work study students, student 
aides, and temporary/extra help candidates depending on their responsibilities.  
 

 
Credit History Check: The review of detailed credit information and history of select candidates for 

financial-related and security-sensitive positions.  
 
Criminal History Search: The review of any and all records containing information collected and stored in 

criminal record repositories.  
 
Educational Verification: Process of determining whether the selected applicant possesses all the 

educational credentials listed on the application materials or otherwise cited by the applicant. 
 
Employment Candidate: Any person applying for an open position, which can include either external 

candidates or current employees. For the sake of this policy, current employees applying for open positions 
and external candidates will be treated as the same. 
 
Employment Verification: The process of verifying the past work history of employment candidates. 
 
Motor Vehicle Record (MVR): The review of driving records of those selected candidates who will be 

driving University vehicles. 
 
Need to Know: Principle that classified information will only be given to employees when necessary for the 

conduct of their official duties. 
 
Sex Offender Registry: Identifies persons who have been convicted of certain sex offenses and/or crimes 

against children and registered as a Sex Offender. 
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Special Appointments: Any appointment by the University for an individual to work or serve within an 

academic or non-academic department who is not otherwise employed by the University or serving in a 
consultant capacity. This includes Administrative Affiliates and Courtesy Appointments. 
 
Statewide Automated Child Welfare Information System (SACWIS): The state’s comprehensive, 

automated case management tool and official case record of child abuse and neglect information. 
 

 

 Fair Credit Reporting Act (FCRA) 15 USC 1681 (1992)  

 Child Care Act of 1969 225 ILCS 10/ 

 Illinois Credit Privacy Act 096-1426 

 Illinois School Code 105 ILCS 5/10-21.9 for Public Schools 

 Illinois Employee Credit Privacy Act 820 ILCS 70/ 

 Title 89 Illinois Administrative Code 385, Background Checks 

 11 U.S. Code 525 Protection Against Discriminatory Treatment 
 

All candidates for employment will be informed that the University conducts background checks as a 
condition of employment. An offer of employment is contingent upon verifying the accuracy of the 
information provided by the candidate and the results of the background check. No candidate may start 
employment at NEIU until the Office of Human Resources has notified the Department that the applicant has 
satisfactorily completed the background check. 
 
Pre-employment criminal background investigations will also be required for the reappointment of faculty, 
administrative and professional, and civil service employees following a break in service of more than twelve 
(12) consecutive months. 
 
The University reserves the right to periodically conduct Criminal History and Sex Offender Registry checks 
on current employees. 
 

 

Standard Checks:  
 

 During the screening process for faculty and academic administrator positions, Academic Affairs 
will inform the Office of Human Resources of the final candidate (three candidates will be identified 
for Tenure Track positions.). Candidates will complete a Disclosure and Authorization Form 
(Appendix A). The Office of Human Resources will conduct a Criminal History Search and a Sex 
Offender Registry check. Academic Affairs will conduct employment and education 
verification checks on faculty candidates as required by the position. 
 

 For Non-Faculty and non-academic administrator positions, upon a conditional offer of 
employment, candidates will be provided a Disclosure and Authorization Form (Appendix A). The 
Office of Human Resources will conduct a Criminal History Search and a Sex Offender 
Registry check on candidates except in cases where the respective department conducts 
the checks in conjunction with a more extensive review as noted in the next section. Employment 
candidates for positions requiring the driving of University vehicles will be subject to Motor Vehicle 
Record checks. All other background checks will be conducted as follows: 

o Civil Service Candidates: The Office of Human Resources will conduct employment 
verification and education verification as required by the position. Professional reference 
checks will be conducted by the hiring agent.  

o Administrative and Professional Candidates: The Office of Human Resources will conduct 
education verification on the final candidates as required by the position. Academic Affairs 
will conduct employment and education verification on academic administrator positions. 
Screening Committees will conduct professional reference checks. 

REGULATIONS 

PROCEDURES 

https://www.epic.org/privacy/financial/fcra.html
http://www.ilga.gov/legislation/publicacts/fulltext.asp?Name=096-1426
http://www.ilga.gov/legislation/ilcs/ilcs4.asp?ActID=1005&ChapterID=17&SeqStart=52100000&SeqEnd=73100000
http://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=3277&ChapterID=68
http://www.ilga.gov/commission/jcar/admincode/089/08900385sections.html
https://www.gpo.gov/fdsys/granule/USCODE-2011-title11/USCODE-2011-title11-chap5-subchapII-sec525
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 For Special Appointments, upon approval of the appointment, the individuals will be provided a 
Disclosure and Authorization Form (Appendix A). The Office of Human Resources will conduct a 
Criminal History Search and Sex Offender Registry check on all appointed individuals except in 
cases where the nominating department conducts the checks in conjunction with a more extensive 
review as noted in the next section.  

Once the Authorization and Consent for Release of Information form has been completed, the process of 
background checks will begin. Results may take up to ten business days. 
 

Extensive Checks: 
 
In addition to the Standard Checks, candidates for employment in the following positions will be subject to 
more extensive review.  

 

 Center for College Access and Success: The Center for College Access and Success will 

conduct background checks on employment candidates who may work with children in early 
childhood, elementary, secondary, bilingual, or physical or special education. These checks 
must comply with the Illinois School Code 105 ILCS 5/10-21.9. 

 

 Instructors or Adjunct Faculty: The Office of Human Resources will conduct background 

checks on any employment candidates who will be in schools, particularly to supervise 
Northeastern students for a program that requires school-based experiences.  
 

 Child Care Center: The Child Care Center will conduct background checks on all 

candidates including checks of the Sex Offender Registry, Statewide Automated Child Welfare 
Information System, and a fingerprint check with the Federal Bureau of Investigation.  
 

 Financial-Related and Security-Sensitive Positions: The Office of Human Resources will 

conduct credit history checks on certain employment candidates in positions where handling 
money, access to confidential information, or designated budget authority is a bona fide 
occupational requirement. The Office of Human Resources will determine which positions are 
subject to the checks based upon the criteria allowed per the Illinois Credit Privacy Act 096-
1426. Candidates subject to the credit history check will be issued a copy of the Act. 
 

 University Police: The University Police Department will conduct background checks of all 

University Police candidates that include: a Personal History Statement, Law Enforcement 
Agency Data System (LEADS), Secretary of State, fingerprint with the Illinois State Police and 
Federal Bureau of Investigation, Department of Defense (if prior military), drug screen, medical 
clearance, home visit, personal reference, and neighborhood visit. Once the required checks 
are completed, University Police will notify the Office of Human Resources to conduct a Credit 
History Check.  

 
The respective departments will provide the Office of Human Resources the results of the extended checks 
within two weeks of receipt. 

 
Results of Background Check  
 
The Office of Human Resources will review the results of the Criminal History Search and Sex Offender 
Registry checks for all positions before an official offer of employment is extended. 

 
Results from a Background Check will be considered in the following manner: 
 

 The existence of a conviction does not automatically disqualify an individual from eligibility for 
employment. A committee comprised of the Director of Human Resources, Employee and Labor 
Relations; and the Director of Equal Opportunity, Affirmative Action and Ethics Compliance, or 
designees, shall make a determination as to whether or not the background check results disqualify 
the candidate for the position. 
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Relevant considerations shall include, but not be limited to, the following factors: 
 

o Number of offenses or misconduct and the nature and circumstances of each; 
o Length of time between the offense or misconduct and the application for employment; 
o Other employment history; 
o Evidence of applicant’s rehabilitation efforts; 
o Severity of the offense or misconduct; and  
o The relevance of the offense or misconduct to responsibilities of the position. 

 

 The Committee will determine whether an individual with a felony or conviction may be employed 
after a review of the position and the applicant’s background (Appendix B). When an applicant has 
a felony arrest or conviction, employment eligibility is limited to employment in positions that do not 
create a risk to the University Community.  
 

 All results of the background checks will remain confidential, be maintained by the Office of Human 
Resources and will be disclosed only to candidates and authorized employees who have a need to 
know.  
 

 A candidate may appeal a decision made due to the results of background checks in writing to the 
University’s Director of Human Resources, Employee and Labor Relations for committee review. 
The appeal letter must be postmarked and mailed to Northeastern Illinois University, Office of 
Human Resources, 5500 N. St. Louis Avenue, Chicago, Illinois 60625 or delivered to the Bernard 
Office Building (BOB) within ten (10) calendar days of the date of the letter announcing the decision 
not to hire or to terminate employment. 

 
Federal laws prohibit discrimination against an applicant or employee as a result of bankruptcy. 
 

 

02/11/2020 – Revised; updated employment application form 
04/20/18 – Revised; updated Authorization for Background Check Form 
12/01/16 – Revised; updated Policy Statement and Purpose and added language to include background 
checks on Special Appointments 
05/15/15 – Revised; added language regarding reappointing employees under procedures 
Formerly Administrative Memorandum No. 70 – Criminal Background Investigation, effective dated 
03/01/1995 
Formerly Administrative Memorandum No. 22 – Prior Criminal Record of Employment Applicants, effective 
dated 03/01/1995 
 

 

A. Authorization for Background Check Form (found on NEIUport in the Employment Channel on the 
Employee tab) 

B. Employment Application: Civil Service and Administrative and Professionals 
 

 

Refer to the hiring department for copies of the related policies and/or procedures. 
 

Center for College Access and Success 
A. Center for College Access and Success Procedures for Fingerprinting 
B. Center for College Access and Success Background Checks for New Hires 

 

Child Care Center 
C. Employment Application: State of Illinois Department of Children and Family Services 
D. Child Care Certification of Employment and Authorization for Background Check 
E. Illinois Department of Children and Family Services Authorization for Background Check 

HISTORY 

APPENDIX 

RELATED POLICIES AND OTHER INFORMATIONAL MATERIAL 
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F. Illinois Department of Children and Family Services Request for Transfer of Background Clearance 
Information 

 
University Police 
G. Personal History Statement – Peace Officer 
H. Northeastern Illinois University Police Department Authorization for Release of Personal Information 

 

 
Please direct questions or concerns about this policy to: 
 
Contact Phone EMail 

Director of Human Resources, (773) 442-5200 Human-Resouces@neiu.edu 
Employee and Labor Relations       
 

 
The University reserves the right to modify or amend sections of this policy at any time at its sole discretion. 
This policy remains in effect until such time as the Responsible Officer calls for review. Requests for 
exception to any portion of this policy, but not to the policy statement, must be presented in writing to the 
Responsible Officer. 

CONTACT INFORMATION  

DISCLAIMER 

mailto:Human-Resouces@neiu.edu
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APPENDIX A - DISCLOSURE AND AUTHORIZATION FORM 
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APPENDIX B – EMPLOYMENT APPLICATION: CIVIL SERVICE AND  
ADMINISTRATIVE AND PROFESSIONALS 



Background Checks Responsible Officer: Director 
 Policy E1.99.3 Responsible Office: Office of Human  
 Effective Date: 09/24/2014 Resources, Employee and Labor  

Last Revised: 02/11/2020 Relations 
 

Page 8 of 9 

 



Background Checks Responsible Officer: Director 
 Policy E1.99.3 Responsible Office: Office of Human  
 Effective Date: 09/24/2014 Resources, Employee and Labor  

Last Revised: 02/11/2020 Relations 
 

Page 9 of 9 

 


