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I.  POLICY STATEMENT:

It is the policy of the Township to require a criminal background check on all new hires.
The Township may further conduct a detailed reference/employment
history/education/motor vehicle records check of a new hire if deemed necessary. All
offers of employment are contingent upon clear results of a background check.

SCORPE:
All candidates being offered employment by the Township.

DEFINITIONS:
Criminal Background Check. Includes review of criminal convictions and probation. The
following factors will be considered for applicants with a criminal history:

e The nature of the crime and its relationship to the position.

¢ The time since the conviction.

e The number (if more than one) of convictions.

e Whether hiring the candidate would pose an unreasonable risk to the

Township, its employees or its customers and vendors.

Reference Check. Call will be placed to individuals listed as references by the applicant.
Employment History Check. Confirms applicant’s employment with the listed companies,
including dates of employment, positon held and additional information available
pertaining to performance rating, reason for departure and eligibility for rehire. This
verification will be run on the past two employers or the previous five years, whichever
comes first.
Education Check. Confirms the applicant’s claimed educational institution, including
the years attended and the degree/diploma received.
Motor Vehicle Records Check. Provides a report on an individual’s driving history in the
State of Michigan. This search will be run when driving is an essential requirement of the
position.

PROCEDURES:

a. Candidates who receive a contingent job offer must complete the 5.1.006.2A
Criminal Background Screening Consent Form and return to the Human Resources
Director.

b. Human Resources Director will conduct or assign the background check, depending
on the position/duties of the job offered.

c. Human Resources Director will notify the hiring Department Director regarding the
results of the background check.

1. Ininstances where negative or incomplete information is obtained, the
appropriate Department Director and the Human Resources Director will assess
the potential risks and liabilities related to the job’s requirements and
determine whether the individual should be hired.

d. Background check information will be maintained as follows:

1. Applicants not offered a job. Background check information will be kept with
the applicant’s application packet and retained based on the State of
Michigan General Schedule #26, Item #120.
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2. Applicants hired by the Township. Background check information will be kept
with the new employee’s personnel file (5.2.005 Personnel Files).

FORMS:
5.1.006.1A Criminal Background Screening Consent Form

ENFORCEMENT:

Applicants who knowingly falsify any background check documentation will be subject
to immediate removal from the hiring process. New hires who are found to have falsified
any background check documentation are subject to discipline up to and including
immediate termination (5.1.008 Disciplinary Policy).

RELATED INFORMATION:

5.1.008 Disciplinary Policy

5.2.005 Personnel Files

State of Michigan — General Schedules for Local Government DTMB - General Schedules
for Local Government (michigan.gov)
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