
 
 
Date: November 25, 2015 
 
To: Provost, Deans, Associate Deans, Dept. Chairs 
 All Unit #3 Employees 
 
cc: College analysts, department administrative staff 
 
 
From:    Al Liddicoat 
              AVP, Academic Personnel 
 
 
Re: Updated Background Check Process – Academic Employees 
 
 
This memo is to provide an update on the background check process and proposed changes to meet the  
required CSU systemwide mandate for background checks. 
 
We entered into a contract with Accurate Background and began using them for all Cal Poly hires in 
September 2015. Accurate Background is a third party vendor which the CSU had established a master 
enabling agreement with to conduct background checks.  However, after the first round of 100 or so 
faculty background checks that have gone through the process this fall, we discovered that Accurate 
Background was returning almost every submission with one or more discrepancies which required 
manual  intervention, and in many cases required on campus resources to verify previous employment.   
 
We worked with Accurate Background to try to close the gap on these discrepancies, but we have 
realized that doing the education and employment verification checks with them is not going to meet 
the campus needs.  Two of the biggest issues are that Accurate Background declines to make any 
judgments regarding university names, position titles, or degree names that are the same answers 
except for the use of abbreviations or similar but not exactly the same wording, and therefore returns 
“discrepancies” on the vast majority of checks that are run.   Accurate Background has also had 
significant problems verifying candidates’ past employment history.  On the academic side, out of 239 
individual employment checks, they were unable to verify 58 of them.   
 
Accurate Background has been able to perform the criminal background checks with satisfactory results.  
The longer turn-around time on lecturer checks is often due to the fact that San Luis Obispo is a “paper 
county,” and not automated as many counties are.  However, since our tenure-track faculty are 
recruited nationally, we do not anticipate delays with most of our tenure-track recruitments.   
 
We apologize for the haste in which we were required to implement the background check policy at the 
start of the fall quarter and the inconvenience this caused everyone.  In order to develop a more 
efficient background check process, we have come up with a new, simpler and quicker process for 
meeting the CSU policy requirements as described below.   In addition, full background checks will only 
be required of candidates selected for appointment.  However, departments may choose to perform 
background checks on all finalists when they invite them to campus, so hiring decisions can be made 
with all the information in a timely manner.   Departments will still be required to conduct their 



professional reference checks prior to bringing tenure-track candidates to campus but the official degree 
verification and criminal background checks will only be required of those candidates selected for 
appointment.   The new CSU background check policy does require additional effort in the hiring process 
and we are working to balance the additional effort it takes to meet the policy requirements with the 
expediency of the process.   
 
This new process for background checks will go into effect today. 
 

1. Search committee verifies education with unofficial transcripts which may be used when 
determining which finalists to bring to campus, although official transcripts are required prior to 
appointment).  This step in the process does not change from our past practice and will meet 
the degree verification requirements required in the new CSU policy. If the unofficial transcripts 
do not reflect the required degree (such as with a candidate in ABD status), additional checks 
must be done to verify with the institution when the required degree will be awarded. Please 
refer to the Tenure-Track Recruitment Guidelines for additional details.  Final verification of 
required degree through receipt of official transcripts will be coordinated by the Deans’ offices 
and Academic Personnel. 

2. Search committee verifies professional references prior to campus visit.  The professional 
reference checks for academic and professional positions will meet the employment check 
requirement for now; this is subject to change by the CSU.  This step in the process does not 
change from our past practice, except that the reference checks must be documented in writing 
for submission to Academic Personnel.   

3. For criminal records check, candidate will submit required information to our third party vendor 
(currently Accurate Background), prior to an offer of employment.  Contingent offer may be 
extended prior to completion of background check.  Criminal records check currently is $30.00. 

4. Per the policy, at the end of the search, all background check notes and documentation, 
including the reference checks conducted for the finalist(s), must be submitted to Academic 
Personnel for record retention purposes. The documentation should be submitted as part of the 
appointment package at the time it is submitted to Academic Personnel for processing, and will 
be retained by the Academic Personnel Records Custodian. 

 
Appendix H in the Guidelines for Recruiting Tenure Track Faculty is being added to expedite the 
documentation of the Background Check requirements.   
 
Regarding student employees and volunteers, students and volunteers are exempt from the 
requirement for a background check, unless being hired for a position that has been designated as 
sensitive, or for a position in which a background check is required by law.  Therefore, the majority of 
student employees, graders, etc. and volunteers will not require a background check.  Please refer to 
the Sensitive Position Checklist (www.academicpersonnel.calpoly.edu/content/policiesprocedures) to 
review the criteria used to determine if a position requires a background check or contact Academic 
Personnel if you have any questions regarding student or volunteer background check requirements.   
 
 


