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Agencies are required
tion, employment, and

to conduct identifica-
education verification

checks on final candidates selected for initial

state employment.

This amendment contains

revisions to Policy as a result of amendments
to the Child Protective Services Law, the Older
Adults Protective Services Act, and the Gun

Control Act.

1. SCOPE. Applies to all agencies under the
Governor's jurisdiction.

2. POLICY.

a. Appointing agencies are to conduct
identification, employment, and education verifica-
tion checks by securing three references, including
one who is personally acquainted with the candi-
date and at least one who is a former employer,
prior to initiating established appointment proce-
dures. In case a candidate does not have prior
work experience, members of a school faculty or
professional organization are acceptable references.

b. Candidates who are former state employes
or who are seeking part-time or temporary limited-
term employment are excluded from verification
checks. However, prior state employment should
be confirmed by requesting the former employe's
Official Personnel Folder, Form STD-301, from the
State Records Center. Additionally, the PET110
(Current Employment Data) display and PET116
(Detailed Employment History Summary) display
on the Integrated Personnel Payroll System (IPPS)
and printouts should be obtained and scrutinized.

Distribution: B

c. Information received as a result of verifica-
tion checks should be maintained in employes'
Official Personnel Folders. Background informa-
tion received on candidates who are not selected
for employment should be maintained for six months
and then purged.

d. Appointing agencies also are to ensure that
criminal history information disclosed on agency
employment applications or through the Pennsyl-
vania State Police criminal history record check
process is thoroughly reviewed and considered
when materially related to the effective performance
of the relevant job duties.

e. In the case of applicants for positions in
state child-care and elder-care facilities, particular
attention should be given to crimes and offenses
in their records that might preclude their employ-
ment under the Child Protective Services Law of
1990, as amended by Act 151 of 1994, and the
Older Adults Protective Services Act of 1987, as
amended by Act No. 169 of 1996 and Act No. 13
of 1997. Although the employment prohibitions
under the Older Adults Protective Services Act were
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recently added and do not take effect until July 1,
1998, these restrictions will, as a matter of Com-
monwealth policy, be applied immediately to appli-
cants for positions in state facilities that care for
older adults.

f. Under the federal Gun Control Act of
1968, as amended on September 30, 1996, indi-
viduals who have been convicted of certain crimes
of domestic violence may not possess firearms or
ammunition. Inasmuch as this prohibition was
made applicable to state and local law enforce-
ment officers and other employes of government
agencies, applicants who have been convicted of
crimes of domestic violence, as defined by this
federal law, may not be considered for positions
that require the carrying of firearms.

g. Agency personnel officers should consult
with their agency legal counsel to ensure that the
relevant provisions of the Child Protective Services
Law of 1990, as amended, the Older Adults Pro-
tective Services Act of 1987, as amended, and
the Gun Control Act of 1978, as amended, are
fully and accurately understood and applied where
appropriate.

h. If an individual with a criminal record is
being considered for employment, approval from
the Office of Administration must be obtained prior
to final selection.

i. Background checks for applicants of Com-
mercial Driver's License (CDL) covered positions
should be consistent with the provisions of the
federal Motor Carrier Safety Regulations and Man-
agement Directive 505.29, Commercial Driver
License Drug and Alcohol Testing Requirements.

3. PROCEDURES.

a. Appointing agencies will secure from
prospective candidates, prior to final selection,
three references who can be contacted for the
purpose of identification, employment, and educa-
tion verification. Members of a candidate's family
should not be used as references.

b. Agency personnel officers are respon-
sible for ensuring that the interviewing official con-
ducts the three verification calls. In order to
corroborate information provided by the candidate

selected for employment, the personnel officer must
require, as a minimum, the following information
to be requested from each of the references:

(1) Confirmation of the candidate's
identity.

(2) Confirmation of work experience and
educational background which is directly related to
the job.

c. Where minimum job requirements warrant,
additional information, such as confirmation of a
professional license or records of garnishment
where bonding is a prerequisite to hiring, should
be requested from references. Further, questions
seeking evaluative information relating to a candi-
date's attendance, work performance, or criminal
convictions, can be requested. However, caution
must be exercised in interpreting evaluative infor-
mation to ensure that discrimination is not
practiced. Information obtained should be inter-
preted solely on the basis of a candidate meeting
the requirements necessary to successfully
perform the job.

d. Classified service employes.

(1) In cases where the identification of a
candidate is confirmed and no discrepancies in the
candidate's work experience or education are
uncovered, established appointment procedures
should be initiated.

(2) In cases where the appointing agency
has serious concerns about a candidate's identi-
fication, work experience, education, or criminal
conviction resulting from the verification action taken
in Sections 3.b. and 3.c., the agency should for-
mally request the State Civil Service Commission
(SCSC) to remove the candidate's name from the
pertinent certification of eligibles or eligible list.
Form SCSC-5275, Request for Removal of Eligible,
should be used for this purpose. Examples of
serious concerns include: the three references
cannot confirm a candidate's name; or confirma-
tion cannot be obtained on required educational
background, work experience, or professional
license.
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(3) If the appointing agency has concerns
that are less serious, the agency may pass over
the candidate consistent with provisions of the Civil
Service Act and veterans preference.

(4) After an employe is appointed and the
appointing agency suspects or has reason to
believe that false material information has been
knowingly submitted on or in connection with an
application for employment, it should be reported
to the SCSC which will coordinate with the Office
of the State Inspector General.

e. Unclassified service employes.

(1) In cases where the identification of a
candidate is confirmed and no discrepancies in the
candidate's work experience or education are
uncovered, established appointment procedures
should be initiated.

(2) In cases where the identification of a
candidate cannot be verified by the three
references, or if the education or the work experi-
ence of a candidate is in question, or of a concern
because of a prior criminal conviction, the appoint-
ing agency should contact the Bureau of State
Employment, Office of Administration, (OA), for
further direction or additional candidates.

(3) After an employe is appointed and the
appointing agency suspects or has reason to
believe that false material information has been
knowingly submitted on or in connection with an
application for employment, it should be reported
to the Office of the State Inspector General.

f. The Central Management Information
Center (CMIC), OA, will:

(1) On a weekly basis, transmit a tape
of all appointments by name, sex, social security
number, and date of birth to the Pennsylvania State
Police (PSP), Records and identification Division.

(2) Transmit Forms SP4-164, Criminal
History Record Information, for all classified serv-
ice appointees to:

SCSC

Investigation and Verification Division
3rd Floor, Strawberry Square Complex
320 Market Street

For all unclassified service appointees:

Bureau of State Employment
Office of Administration
Room 110, Finance Building
g. The Records and Identification
Division, PSP, will:

(1) Conduct criminal history record name
checks from the weekly appointment tape provided
by CMIC.

(2) Upon completion of the criminal
history record check, provide findings to the SCSC
for classified service appointees and to the Bureau
of State Employment for unclassified service
appointees.

h. The Investigation and Verification Divi-
sion, SCSC, and Bureau of State Employ-
ment, OA, will compare PSP criminal history
record check data with Forms SP4-164 to ensure
that checks were conducted on each appointee
and take follow-up action when:

(1) Information on employment applica-
tions disagree with PSP records; or

(2) PSP records indicate conviction for
an offense which may materially relate to an
appointee's effective performance of job duties.

i. Immigration Reform and Control Act of
1986, Public Law 99-603 (IRCA).

(1) IRCA makes it unlawfull to hire,
recruit, or refer for a fee unauthorized aliens. For
the Commonwealth to meet IRCA requirements,
appointing agencies must verify each candidate's
identity and authorization to work in the U.S. for
salaried and wage, classified and unclassified serv-
ice employes, and for full or part-time employment.

(2) All employes hired must complete
Section 1 of Form 1-9, Employment Eligibility
Verification. Appointing agencies must complete
Section 2 of Form 1-9 either before initiating estab-
lished appointment procedures or within three days
of employment.
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(3) In addition, Form 1-9 must be com-
pleted for all persons hired after November 6,
1986, and who continue to be employed.

(4) Successful job candidates must
present the appointing agency with documentation
establishing their identity and employment
eligibility. Enclosure 1 contains a listing of accept-
able documentation to establish a person's identity
and employment eligibility.

(5) Before or at the time of appointment,
appointing agencies must physically examine the
documentation presented by job candidates. Docu-
ment identification numbers including issuing
authority (such as county, state, or federal depart-
ment) should be noted in the appropriate spaces
on Form 1-9, Section 2.

(6) If a job candidate is unable to provide
the required document(s), the candidate must
present a receipt for the application of the
document(s) before final selection and present the
required documentation within 21 days of hire.
Note: Job candidates who are unable to meet
acceptable documentation requirements under List
B of Enclosure 1 should request a Pennsylvania
photo I.D. through the Driver's Examination Center
closest to their home. If the required document(s)
are not produced, the job candidate, if appointed,
must be removed.

(7) Documents of aliens lawfully admit-
ted and authorized by the Immigration and Natu-
ralization Service (INS) to work in the U.S. which
contain expiration dates should be copied and main-
tained in a separate IRCA tickler file. Examples
of documents with expiration dates which affect
employment eligibility include:

» Foreign passports.

* INS Form [-151, Alien Registration
Receipt Cards.

« [INS Form I-551, Conditional Resi-
dent Alien Card.

*« INS Form 1-688, Temporary Resi-
dent Card.

« INS Form 1-688A, Employment
Authorization Card.

(8) An agency is not required to reverify
an employe's employment eligibility if the employe
is continuing his or her employment and has a
reasonable expectation of employment. Continu-
ing employment includes, but is not limited
to, situations where:

e« The employe takes paid or
unpaid leave approved by the agency.

« The employe is promoted,
demoted, or receives a pay raise.

e The employe is furloughed.

e« The employe is on strike or
otherwise off the job in a labor dispute.

¢ The employe is reinstated by a
court, arbitrator, or other administrative body.

e The employe transfers internally
or between agencies. The losing agency shall
transfer the employe's Form 1-9 to the gaining
agency.

e The employe continues employ-
ment with a successor agency, provided that the
successor agency obtains and maintains Form [-9.

(9) Form 1-9 must be retained in the
employe's Official Personnel Folder by appointing
agencies for three years after the date of hire or
one year after the date the individual's employ-
ment is terminated, whichever is later.

(10) When an agency hires an individual
who has previously been employed and has previ-
ously completed Form 1-9, the appointing agency
shall inspect the previously completed Form 1-9;
and

(a) If the agency determines that the
individual is eligible to work and Form -9 is accu-
rately completed, no additional verification or new
Form 1-9 need be completed;

OR

(b) If the agency determines that the
individual is no longer eligible to work in the
U.S., the individual must provide updated employ-
ment eligibility documentation prior to reappoint-
ment.
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(11) Individuals hired from agencies,
commissions, and legislative or judicial entities not
under the Governor's jurisdiction must complete
Section 1 of Form 1-9 if they have not already
completed the form. Appointing agencies must
complete Section 2 of the form as required by
Section 3.i.(2).

(12) Board members receiving payment on
a per diem basis must complete Section 1 of Form
1-9, and administering agencies must complete Part
2 of the form as required by Section 3.i.(2).

(13) Board members receiving payment for
expenses only (i.e., travel and subsistence) and
their administering agencies are not required to
complete Form 1-9.

(14) Agency central personnel offices can
order Form 1-9 by memo from:

Department of General Services
Commodity Accounting Section

Bureau of Supplies and Surplus Operation
Room G-47, 22nd and Forster Streets
Phone: (717) 783-6475

Enclosure:

1 — Lists of Acceptable Documents

This directive supersedes Management Directive
515.15 dated October 2, 1989.
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Decuments that Bskatdizh Both

1,

LIET A

Identity and Employment
Eligylhiliry

U.5. Pazsment [unexpired o
exparad)

Canificate of L5 Citizenship
ANS Form W-550 or N-561)

Cartificate of Malwralization
{INS Foren M-580 v W57

Unaxplrad Pardign pagspeoed,
wilh 557 stamp o Altached
tWE Feren -84 idicating

©ungxplrad  amployment

10,

guthorization

Alien Ragisralle Racaipl Cerd
with photagraph (NS Form
[-51 or 1-557)

Urepirad Tampoeary Resident
Card {iNS Form [6g8)

Unespired Emphoyent
Authewization Gard (NS Form
-ded)

Ureaspirad Regniry Penmit (INS
Fowm I-327)

Unexpired Boluges Travel
Dacurment fiNS Farm T-571)

Ureapirad Ernpleyment
Autharfzation Docurnand fasued
by the INS which containe &
phaotograph NS Farm T-GERE)

LISTS OF ACCEPTABLE DOCUMENTS

LIsSTB

Documents (hat Establlah

ldentlty AND

1. Drivar'z licansg o IO card 1.

Fesuad by & stabe or cuthying
FoSs055%0n of tha Knitod &fatez
provided it containg 4
phetogedan or information sooh
a5 na, date of hirth, sox,
figighn, aye colgr, and addreag
2. 10 cand issred by fedaral, stata,
of local govarniment agencies ar
ditlitiez provided it containg a
phetgaaph or iformation sech
&5 Nanw, data of birth, Hox,
hinight, eya calge, gnd adtrass

3. Echogl I0 card with 2
eholagraph

4. Vaar's ragistration card
5. LB Miliery ¢and or draft recond
6. Mifary dapendant’s 5 (ke 4.

7. U5, Coast Guasd Merchan
Mariner Card

& Mative American i) document

% Dever's liconaa iazued by o
Canatian govermmont authorny B

Fér persong under age 16 who
arg: unabla ta present a
dacument tebed Aboya

10 Sehoed record o ropord card
11, Clinie,, doctor, or bospitgr eeord

12, Dity-¢are or tatsery scheal
racard

LIST

Dacuments that Eatablish
Employment Eliglbility

U.E. socisl security cand issusd
by the: Sockal Security
Admirdsirallon jotbar fhen &
caed stafivg i iz ot valid far
ampicyTg)

Cerificalion of Bith Abroad

issaad by dhe Doparitent of
State (Foem FE545 ar Fom
D3-1330)

Qrigingl or cerilied copy of B
birth cartifizale istuad by a
&tale, Cotnty, municipal
aulhority or ouilylng possessign
of the United Siatas bearing an
effigial szl

Mativa Ametizan tribal docynsgn

U.E Citizen ID Card (NS Fam
Fra)

1B Card for s of Rezident
Citizen In s Uinited Statas
{INS Ferm 1-178)

Unexpéred enyployrment
authorizatin documenl issusd
by 3her INS fotfer Waw thoze
ffated wnelor List A)

llugtrations of many of ihesa documents appear In Fan & of tha Handbook for Employars (M-274)

Fwrnn 14 (o, 11-27-51) b
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