
December 
  

FASOP: HR-04 Page 1 of 11  

Y  
 

Louisiana State 
University Finance and 

Administration 
Operating Procedure 

FASOP: HR-04 
 

BACKGROUND CHECK AND PRE-EMPLOYMENT PROCEDURE 
 

SCOPE: All campuses served by Louisiana State University (LSU) Finance and Administration 
 

REVISED: August 21, 2024  
 

PURPOSE: The purpose of this Background Check and Pre-Employment Screening Procedure is to establish 
requirements and guidelines for prospective employees of Louisiana State University in order to 
promote a safe and secure environment for employees, students and assets. Any questions regarding 
this procedure should be directed to the campus Human Resource Management (HRM) office. 

 
I. DEFINITIONS: 

A. Applicants are prospective employees who submit information to be considered for positions at Louisiana 
State University. This procedure shall apply to all Applicants at all locations. 

B. Background Check means the process of gathering and reviewing criminal history records, financial history 
records, motor vehicle records, National Sex Offender Registry (NSOR) checks, and/or civil suit records. 

C. Certification means an earned credential verifying a specific skill set or knowledge. 
D. Conviction means a guilty verdict, a guilty plea or a plea of Nolo Contendere ("No Contest") of felony or 

misdemeanor, other than minor traffic offenses. (DUI is not considered a minor violation). 
E. Credit Screen (also referred to as Financial History Screen) means the process of gathering and reviewing 

financial history records or information furnished by any court of civil law, credit reporting agency, or a third-party 
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United States Secretary of Commerce to have engaged in a long-term pattern or serious instances of conduct 
significantly adverse to the national security of the United States or security and safety of United States 
persons as listed in CFR 14 §7.4 Determination of Foreign Adversaries, as amended or renumbered. 

M. Foreign government means the government of any country, nation, or group of nations, or any province or 
other political subdivision of any country or nation, other than the government of the United States and its 
states or political subdivisions, including any agent of the foreign government. 

N. Former Employee refers to an individual who previously held employment with Louisiana State University 
including all locations. 

O. Gratis Worker means a current contingent or contract worker who, without receiving any remuneration 
from Louisiana State University, performs pro-bono services provided to the campus.This is not 
considered an employer to employee relationship.. 

P. Hiring Authority refers to the individual in a campus department, office unit, or program with the authority to 
make hiring decisions. For Civil Service/Classified positions, this refers to the delegated appointing authority. 
The hiring authority for FLSA exempt professional and academic positions is comparable to an appointing 
authority for classified positions (ex. director or academic department head/associate dean). 
The hiring authority is accountable for the personnel actions occurring within a department, college, school, 
unit, or institute. 

Q. License means a verification by a government agency that a professional is able to perform a particular 
occupation in a particular location. 

R. Motor Vehicle Check means the process of gathering and reviewing motor vehicle and/or driver's license 
records or information, including motor vehicle records from any state where the individual has resided. 

S. Official Transcript refers to the certified record of a student throughout a course of study having full 
enrollment 
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corrective action up to and including termination. 

D. Procedure for Background Checks 
A. Final Candidate Authorization and Background Check Coordinator Notification 

Final candidates must be provided the background check disclosure, authorization, and release 
information and indicate their consent prior to a background check being performed by a third-party vendor. 
Failure to provide consent will preclude a final candidate from consideration for a position. 

B. Assessment of Background Check Information 

The campus HRM office will assess the information contained within a background check using the 
following principles: 

a. Convictions will be taken into account when reviewing a final candidate’s criminal history. An arrest 
without a conviction in a closed case will not be considered. 

b. Open criminal cases may preclude a final candidate from eligibility for employment. The university will 
assess the circumstances surrounding the arrest, as well as the time frame, nature, gravity, and 
relevancy of the alleged offense and charge to the job duties. 

c. A criminal conviction is not necessarily an automatic disqualification to initial employment or continued 
employment with the university. The university will assess the circumstances surrounding the 
conviction, time frame, nature, gravity, and relevancy of the conviction to the job duties. 

C. Processing Background Checks 

a. HRM is responsible for conducting background checks on all positions. 
D. HRM must approve department background check processes that go beyond this procedure’s 

requirements. 
E. Background Check Records 

a. Candidates not hired due to information revealed on a background check conducted by a third- party 
vendor must be provided with a copy of the results and a copy of the Summary of Your Rights under 
the Fair Credit Reporting Act. HRM is responsible for offering to provide the results to the candidate. 

b. Candidates who are not eligible for future consideration for employment at the university will be notified 
in writing from the campus HRM office. 

c. Background check documentation must not be stored in an employee’s personnel file. 

d. All information received in connection with the background check process will be treated with discretion 
and only disclosed as necessary. 

 
III. Reference Checks, Official Transcripts, and Licenses/Certifications: 

A. Regulations for Reference Checks, Official Transcripts, and Licenses/Certifications: 
A. Hiring departments should collect reference information from at least three (3) professional contacts prior to 

extending an offer of employment. If there is no current employment, then every effort should be made to 
contact the previous supervisor. Former job titles and work experience should be verified when conducting 
reference checks. 

a. As a common courtesy, it is strongly encouraged for the hiring department to contact the current 
supervisor to conduct a reference check of a current LSU employee who is being considered for hire. 

b. The hiring department must contact HRM to verify the current employee does not have a pending 
performance issue that would make them ineligible for hire prior to extending an offer of employment. 

B. Degree verifications are required prior to employment and will be in the form of the applicant providing an 
official transcript for applicable positions. The campus HRM office may utilize other verification methods 
(e.g., National Student Clearinghouse) for certain non-academic positions at their discretion. If the degree 
was earned in a foreign country outside of the United States, a foreign education credential evaluation 
must be conducted to verify 
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A. Regulations for Social Media Checks 
A. Social media checks may be conducted on final candidates for the following positions: 

a. Regular faculty and staff, 

b. Temporary, term, seasonal and intermittent appointments (excluding graduate assistant and student 
employment appointments except when covered by an approved unit social media check program), 

c. Adjunct faculty, and 

d. Visiting scholars. 



December 
  

FASOP: HR-04 Page 8 of 11  

B. Social media checks should be used to support hiring decisions on applicants. 

C. Final candidates in each search should be screened by the same sites to ensure consistent practices are 
followed. 

D. All privacy settings and terms of services must be adhered to for individual sites. 

E. All reviews must comply with the university’s Equal Employment Opportunity policy statement (PS-1) 
and may include: 

a. Work history 

b. Education 

c. Certifications 

d. Examples of work to support job competencies 

F. When conducting a social media check, the following in a non-exclusive list of what should be considered 
for further review:  
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APPENDIX A: Revised Statute Link 
 

LA R.S. 42:1701 Consideration of Criminal History in Public Employment 

http://legis.la.gov/Legis/Law.aspx?d=1017837 
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