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I. GENERAL 

 This policy is established to ensure the integrity of the operations of the Office of Administration 
(OA) by providing procedures for background checks for prospective and current employees.  All 
background checks for OA applicants and employees shall be applied and administered 
uniformly, fairly and without prejudice. 

 
II. PROCEDURE 
 

A. Applicants 
 

1. Divisions shall obtain a Name Search Criminal Record Check (check) on every person 
under final consideration for employment (applicant). 

2. Divisions shall make only a conditional offer of employment before obtaining a check. 
3. Divisions shall obtain a Fingerprint Criminal Record Check (fingerprint check) on every 

person under final consideration for all director and deputy director positions.   
4. The OA Human Resources Service Center shall request checks and fingerprint checks 

using the Missouri Automated Criminal History Site at 
https://www.machs.mshp.dps.mo.gov/MocchWebInterface/home.html or the Request for 
Criminal Record Check form on the Missouri State Highway Patrol’s website at 
http://www.mshp.dps.missouri.gov/MSHPWeb/Publications/Forms/documents/SHP-
158.pdf. The OA Human Resources Service Center shall forward the completed form to 
the Criminal Justice Information Services Division as stated on the form.   

5. The Patrol does not charge state agencies for checks; however, there is a fee for 
fingerprint checks.  

6. Divisions shall conduct a professional reference check on all external applicants.   
7. Initial employment applications may not include questions relating to the applicant’s 

criminal history unless a criminal history would render an applicant ineligible for the 
position. 

 
B.  Current Employees 
 

1. Divisions may request a check from the OA Human Resources Service Center for each 
current employee who does not have a check on file and who performs sensitive duties or 
is in a management position. 

2. Divisionsmay request a check from the OA Human Resources Service Center for each 
current employee who does not have a check on file and whose duties are changed to 
include sensitive duties or who moves into a management position.   

3. Divisions shall obtain these checks using the procedure in section II. A. of this policy. 
 
 

https://www.machs.mshp.dps.mo.gov/MocchWebInterface/home.html
http://www.mshp.dps.missouri.gov/MSHPWeb/Publications/Forms/documents/SHP-158.pdf
http://www.mshp.dps.missouri.gov/MSHPWeb/Publications/Forms/documents/SHP-158.pdf
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C. Results and Records 
 

1. If the check or fingerprint check does not show a criminal record, the division may 
proceed with the hiring process. 

2. If the check or fingerprint check shows a criminal record, the division shall consult with 
OA Human Resources Service Center and the OA Deputy Commissioner or designee to 
determine how to proceed.  In determining how to proceed, at least the following must be 
considered: the nature of the position, the seriousness of the offense, and how long ago 
the offense was committed. 

3. OA Human Resources Service Center shall maintain checks and fingerprint checks in 
files separate from other types of records for five years in accordance with the General 
Retention Schedule.   

 
D. Additional Background Checks  

 
1. Each division may establish a policy that requires more extensive background checks for 

applicants.  The policies must comply with all laws and regulations and should be 
relevant to the duties of the position being filled.  The policies may include, but are not 
limited to, checks of credit or financial history; driver’s license history; and educational 
history.  The division must obtain from the applicant a waiver for release of information.  

2. Background checks for employees who are granted after-hours access to any state facility 
shall be conducted in accordance with the procedures of the Division of Facilities 
Management, Design and Construction. 

3. Background checks for employees who are granted access to the SAM II Financial and 
Human Resources Systems shall be conducted in accordance with SAM II policies. 

 
III. ARRESTS, CONVICTIONS, AND PLEASE OF GUILTY OF CURRENT EMPLOYEES 
 

A. Current employees shall notify OA Human Resources Service Center within five calendar 
days if they are arrested, convicted or plead guilty to a crime.  Failure to do so shall result in 
disciplinary action up to and including dismissal.   

B. If a division learns that a current employee has been arrested, convicted, or has plead guilty to 
a crime while employed by OA, the division shall consult with OA Human Resources Service 
Center and the OA Deputy Commissioner or designee to determine whether action is 
necessary. 

 
IV. TAXES 

As a condition of continued employment, all employees must file state income tax returns and 
pay all state income taxes.  As required by Section 105.262, RSMo, OA will conduct annual tax 
compliance checks of all OA employees.  Employees who are in violation of Section 105.262, 
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RSMo, will be notified and will have 45 days to provide OA Human Resources Service Center 
with a tax compliance letter from the Department of Revenue.  Failure to timely provide the letter 
will result in dismissal.  


