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DATE:
May 7, 2003 

TO:
Executive Committee Members, Assistant Vice Presidents, Chairs, Directors, Department Heads, Assistants to the Deans and Vice Presidents, and Departmental Administrators  

FROM:
Harry S. Lynch, Jr.
Executive Vice President for Business Affairs/CFO  


Business Affairs Bulletin No. 08- FY 2003

SUBJECT:
Policy on Security Background Checks 

Effective immediately, the updated revised policy on security background checks will apply to hiring procedures for all UTHSCSA faculty and non-faculty positions.  The policy’s intent is to promote campus safety and the security of personal and Health Science Center property, consistent with the requirements issued by The University of Texas System administration through the Business Procedures Memorandum No. 29-04-03.  

Policy 4.4.1, Criminal Background Checks for Security Sensitive Positions, in the Handbook of Operating Procedures, requires that job candidates for all UTHSCSA positions must undergo a security background check before a job offer is made and before the candidate can begin to work.  The security background check applies to job candidates for all positions including: faculty; classified; administrative and professional; student employee; and fellow job categories.  Job candidates who are selected for an interview for faculty, classified, and A&P positions must complete and sign an Authorization for Security Background Check form to initiate the background check conducted by the University Police Department.  Candidates for student employee and fellow positions can sign the Authorization form when they are considered a finalist and prior to their hire date.  The Office of Human Resources will be responsible for collecting and keeping the Authorization forms and for coordinating the background-check process with the University Police Department.  This policy will not affect the current job offer procedures for faculty and non-faculty employees.  For faculty appointments, current hiring procedures will remain in effect once the security background checks are completed.  

The Authorization form should be completed and signed by the job candidate (for faculty, classified, and A&P positions) during the job interview stage of the selection process or, in the case of student and fellow appointments, once they are under final consideration.  The signed forms should then be forwarded to the Office of Human Resources.  For classified and A&P positions, the Authorization form should accompany the Selection of Candidate form and submitted to Human Resources.  Upon completion of the background check by the Police Department, Human Resources will send confirmation e-mail to the hiring department.  

The Health Science Center will strictly adhere to privacy laws and regulations pertaining to the security background checks and investigation of criminal history.  Any information obtained during the background check process will not be a part of the applicant’s file or the employee’s personnel file or communicated to any unauthorized person.  

You may read the new updated policy at http://www.uthscsa.edu/hop2000/4.4.1.pdf.  The Authorization for Security Background Check form is accessible online by accessing the Human Resources forms page at http://www.uthscsa.edu/hr/forms.htm.  

If you have any questions about the procedures or the policy, please contact Anthony T. Ramirez, Assistant Vice President for Human Resources.  
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