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	Procedures for Fingerprint Clearance


Purpose

To establish protocols and guidelines regarding fingerprint background clearances for those University staff, students, and volunteers working with minors, or those employed in positions identified under the university’s and system wide background check policies.  It is designed to maintain public trust and protect the students and employees of the University by ensuring a thorough hiring process.

Procedure

The staff, students, or volunteers of SSU in positions that put them in direct, unsupervised, contact with minors, or who are hired in positions that require background checks in accordance with CSU and SSU policies are required to have a fingerprint background clearance prior to the start of the appointment.  

For educational programs dealing with minors, SSU will assume responsibility for acquiring this clearance with the exception of those programs that are community-based.  In the case of community-based programs the external organization assumes sole responsibility to request and ensure fingerprint background clearances are received for each of the service-learning students placed at their sites.
1) Employee Services will work together with the hiring department to determine which positions require fingerprint background checks.  For determination purposes the following will be considered:
I. Any position that is responsible for the administration or direct staff supervision working with minors.

II. Staff positions working directly with minors.
III. Volunteers and student assistants spending more than 16 hours a week working with minors and/or who are left alone with the minors for any length of time.
IV. Any position designated as requiring a background check under CSU/SSU Background Check Policy.

2) The hiring department is responsible to:

I. Schedule all fingerprinting (Live Scan) appointments with Police Services at 707-664-2143. (Allow up to seven (7) working days for the results to be received by Employee Services.)
II. Notify the applicant of the appointment time and date.  

a) A minimum fee of $47.00 will be charged back to the account listed on the Live Scan form.  These fees include the cost of the Live Scan ($15.00) and the Department of Justice review ($32.00).
i. Additional FBI fees may be added if the person has not resided in the State of California for  at least one year immediately preceding the application:

(i) $24.00 - *FBI review - paid employees

(ii) $18.00 - *FBI review – volunteers
III. Download the “Request for Live Scan Service” form, located at http://www.sonoma.edu/es/forms/.  Complete only the “Department” section of the form.  The form, complete with signature, should be distributed as follows:
a) Original and one copy to the applicant.  (“Applicant” section to be completed by applicant prior to the Live Scan.)
b) Send a copy of the form as filled in by the department to Employee Services.  (The “Applicant” section will be blank.)
c) The applicant will need to bring the following to the Live Scan appointment:

(i) The “Request for Live Scan Service” form as completed by the hiring department.
(ii) Valid picture identification.
3) The Employee Services Department will be responsible for receiving and reviewing the DOJ results, to ensure those applicants recommended for hire have received a fingerprint background clearance.  As required by the DOJ, access to these files will be limited to those employees with proper clearance.
I. Employee Services is responsible to advise the hiring departments of clearances as they are received from the DOJ.  Employees may not begin work until clearance is received.
II. If the fingerprint background results do not meet the position’s criteria, Employee Services will meet with the applicant and discuss the information received.  (In keeping with the DOJ regulations a copy of the results will not be given to the applicant.  The applicant is entitled to contact the DOJ for more information and to request corrections if applicable.)
III. Once a hiring decision has been made Employee Services will:
a) Maintain a spreadsheet containing the employee(s), student(s), and /or volunteer(s) name, hiring department, and date of clearance.  This information will be available to the hiring department and for audit purposes.

b) Maintain a separate file containing the SID #.  This information will be used to notify the DOJ when the employee/volunteer leaves their position.
c) Shred the Live Scan document, as required by the DOJ.
4) The DOJ will notify Employee Services of any subsequent arrests/convictions following the initial clearance.  Employee Services will determine the appropriate action.
5) Upon termination of employment at SSU, Employee Services will notify the DOJ.  This will stop all further notices of subsequent arrests.  If the employee, student assistant or volunteer should be rehired a new Live Scan would be required.
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