Unit 3 Temp Faculty & Unit 11 Background Check Guidelines

Who is subject to a background check?
Background checks are required for all appointees new to campus considered for hire in the following categories:

e Unit 3 temporary employees (faculty, librarians, coaches, SSP-AR)



Log in via the single sign-on portal and
click the HR & Student Admin button.

California State Univ. Long Beach - Sign

In

Navigate from the Main Menu

to LB HR Custom Functionality

to Academic Personnel

to “Request Accurate Background”

Navigate to the “Add a New Value” tab

and enter the Empl ID of the new
temporary faculty member or new gral
student who requires a background
check

Do not change the “Effective Date”
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https://csulb.okta.com/login/login.htm?fromURI=%2Fhome%2Fbookmark%2F0oaqo8my6wXGJXQWIORP%2F2557
https://csulb.okta.com/login/login.htm?fromURI=%2Fhome%2Fbookmark%2F0oaqo8my6wXGJXQWIORP%2F2557

The name of the new employee will
automatically populate based on the
Empl ID.

‘Term’ is the starting term of the
faculty member’s employment.

‘Email Address’ refers to a private email
address used by the temp faculty
member. The @csulb.edu email
address will not necessarily function at
the time of the request.

A speed chart code must be provided
at the time of the request. If you are
uncertain which code to use, please
verify with your ASM prior to
submitting.

That’sit! The data submitted will be collected and sent by Faculty Affairs to our background check vendor (“Accurate Background, Inc.”) in batches.

At the time the data is submitted to the background check vendor, the new hire will receive an email from CSULB indicating that their information
has been submitted for a background check. The vendor will
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