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.  PURPOSE:

To make clear those convictions and/or offenses that disqualify a candidate during a pre-
hire background investigation.

Il. POLICY STATEMENT:
The Township Human Resources Department will complete a pre-hire background
investigation on all new hires, appointees, and volunteers of the Township. Certain public
safety positions or those positions with significant Township access may have their pre-hire
background investigation conducted by the Northville Township Detective Bureau.
Certain volunteers under the age of 18 and working under the supervision of an adult
would be exempted from the background process.

. SCOPE:
All potential new hires, appointees, and volunteers of the Township whose background
check is not handled by the Northville Township Detective Bureau.

IV.  DEFINITIONS:

1. Internet Criminal History Access Tool (ICHAT). Provided by the Michigan State Police,
allows for instantaneous access to criminal history records of individuals who have
been convicted of a crime in Michigan, as well as for individuals who have pending
criminal cases.

2. Michigan State Police Sex Offender Reqistry (SOR). Developed and maintained by
the Michigan State Police, providing a public registry of convicted sexual offenders.

3. Offender Tracking Information System (OTIS). OTIS is intended to offer information to
the public that can then be verified through the Michigan Department of Corrections
(MDOC), Michigan Courts, the Michigan State Police or other law enforcement
agencies. A search of OTIS will provide information about offenders previously or
currently under the jurisdiction or supervision of the MDOC. A search result will provide
information about any offender who is, or was, in a Michigan prison, on parole or
probation under the supervision of the MDOC, has transferred in or out of Michigan
under the Michigan Interstate Compact, or who has escaped or absconded from
their sentence.

4. Conviction. A formal declaration that someone is guilty of a criminal offense, made
by the verdict of a jury or the decision of a judge in a court of law.

5. Offense. A crime committed, or a crime one was charged with committing that has
not been resolved in the court of law.
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V.

VL.

VIL.

VIIL.

PROCEDURES:

1. Human Resources will conduct a background check using the following online
sources:

a.

ICHAT

b. SOR

C.

OTIS

2. The following offenses will be considered disqualifiers for employment:

a.

b.

FORMS:

Any crime against children, the elderly, or any compromised adult
Any sexual offense

Any felony conviction involving violence

Any felony conviction other than violence within the past seven years
Any misdemeanor violence offense within the past seven years

Any other misdemeanor within the past five years that would be considered a
potential danger to children, the elderly, or any compromised adult.

Misdemeanor drug and alcohol offense within the past two years.
i. The Director of Human Resources may choose to make an exception if

the sentence for the offense is completed and the candidate is no
longer on reporting probation.

5.1.006.1.TA Criminal Background Screening Consent Form

RESPONSIBILITIES:

The Director of Human Resources or his/her designee shall be responsible for all
background screens, except those conducted by the Northville Township Detective

Bureau.

POLICY HISTORY:

See 1.1.003 Policy Review Process, Section IV(3)(q)



