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This policy is being issued in conjunction with a revised Ohio Civil Service Application. Effective June 1, 
2015, the Ohio Civil Service Application will no longer have an initial question requiring applicants to 
disclose all felony convictions. The purpose of this policy is to ensure agency, board, and commission 
human resources departments understand when it is proper to exclude an applicant from further 
consideration based on a past criminal conviction. 

2.0 Policy 

Questions requiring applicants to disclose prior felony and other criminal convictions will be removed 
from the Ohio Civil Service Application, effective June 1, 2015. This policy provides guidance to agency, 
board, and commission human resources departments, to ensure applicants with past criminal 
convictions are properly considered and only disqualified from a position when required by state or 
federal law, other federal restrictions, or following an analysis by the appointing authority of the facts 
and circumstances surrounding the conviction and the nature of the duties associated with the position 
for which the individual has applied. 

State Jaw provides that certain positions of employment within the State of Ohi? are unavailable to 
individuals who have plead guilty and/or been convicted of criminal conduct, based on the nature of the 
criminal violation and/or the type of position being sought. Some positions are restricted due to the 
nature of their funding sources and yet other positions are of the type that an identifiable nexus exists 
between a criminal conviction and the duties associated with the position, such that the conviction may 
eventually disqualify an applicant from consideration for the position. However not every criminal 
conviction precludes job opportunities. 

2.1 Posting a position: 

When posting vacancies, agencies should analyze whether any state or federal law or 
other federal restriction would prohibit the hiring of an individual for criminal violations. 
Prior to posting a position, agencies must determine if there are restrictions against a 
convicted felon, or an individual convicted of a particular criminal offense, being 
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employed based on the nature, type, or status of a position. For example, state law 
provides restrictions regarding certain positions for certain felony convictions (e.g. ORC 
2961.02 prohibits individuals convicted of a felony involving fraud, deceit, or theft from 
holding a position that has substantial management or control over the property of a 
state agency). Additionally, federally funded positions may contain restrictions against 
an individual convicted of a criminal offense being employed in the position. There may 
also be specific Ohio Revised Code language regarding particular positions in certain 
agencies (e.g. ORC 1531.132 precludes anyone convicted of a felony from serving as a 
game warden). 

When an agency determines, based on state or federal law or other federal restrictions, 
that a restriction exists for a position based on a type of conviction, the agency shall 
include a statement on the job posting which indicates the specific violation(s) that may 
disqualify an applicant from consideration. (E.g. If the agency determines that the 
position has "substantial management or control over the property 'of a state agency," 
in accordance with ORC 2961.02 above, the posting should state "Conviction of a felony 
involving fraud, deceit, or theft prohibits an applicant from being selected for this 
position.") 

Disclosures of criminal convictions and background checks: 

Applicants are not prohibited from voluntarily disclosing a criminal conviction at any 
time during the application process. An applicant who is considered a candidate for a 
position shall be asked, during the interview process, whether he or she has been 
convicted of a felony or has a relevant criminal background. If the applicant 
acknowledges that he or she has a felony conviction or criminal background and is still 
eligible for the position according to state and federal law, the applicant shall be given 
an opportunity to explain the conviction or criminal background, as well as the 
circumstances of the conviction, including post-conviction rehabilitation. 

The agency shall have the applicant complete a background check authorization during 
the application process. Agencies should consult with their legal counsel regarding the 
background check authorization. 

The agency shall conduct a criminal background check (e.g., a WebCheck through the 
Ohio Attorney General's Bureau of Criminal Investigation) of each applicant selected as 
a final candidate. The requirement in this paragraph is not intended to supersede or 
replace the background check process that is in place for unclassified employees. 
Additionally, the requirement in this paragraph is not intended to supersede or replace 
any other background check process that is currently conducted by an agency. Agencies 
should consult with their legal counsel regarding the integration of the requirement of 
this paragraph into current agency practice. 

No final candidate shall begin employment until the agency first conducts an analysis, 
pursuant to section 2.3 below, of the results of the candidate's criminal background 
check. At the agency's discretion, final candidates may be given conditional offers of 
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employment and begin work pending the results and analysis of background checks that 
are done in addition to the background check required by this policy. 

Information regarding criminal convictions received at any stage of the application 
process must be analyzed in accordance with section 2.3 below and any agency policies 
or procedures adopted as referenced in section 2.4 below. 

2.3 Analysis of information received from an applicant regarding a criminal conviction at 
any time during the application process: 

Except as otherwise required by state or federal law, consideration of convictions must 
be analyzed based on the nature of the position being posted. Applicants should not be 
rejected solely on the basis of having a past conviction. A rejection should only be made 
after careful analysis of the position and the conviction, and any other pertinent 
information. 

2.3.1 Requesting and analyzing information about convictions 

Sufficient information should be sought to allow the agency to consider whether 
the conviction should disqualify the applicant. Such information for 
consideration may include: 

• the nature of the conviction; 
• the time that has passed since the conviction or since release from 

incarceration; 
• any mitigating factors; 
• any evidence demonstrating the applicant's rehabilitation; 
• the age at which the criminal activity took place; and 
• any other information the agency determines would be helpful in 

considering whether the applicant should be disqualified from 
consideration for the specific position. 

This is not intended to be an exhaustive list of potential considerations. An 
agency should proactively analyze each position for which it is seeking 
applicants, and perform an individualized assessment of whether there are 
restrictions associated with hiring for that position. 

2.3.2 Applicant disqualification or selection 

Agencies shall develop a procedure for analyzing the information provided by an 
applicant or a background check and comparing that information to the specific 
duties associated with the position for which the applicant applied. An 
individual assessment should be made before excluding an individual from 
consideration because of a prior conviction or selecting an individual who has a 
prior conviction. 
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An agency shall only disqualify an applicant if the agency determines one of the 
following exists: 

• either a state law, federal law, or other federal restriction (e.g. funding 
restrictions that prohibit using federal funds to pay for a convicted felon 
in the position at issue) exists that would prohibit the hiring of the 
applicant; or 

• following an analysis of the duties of the position and the information 
the applicant submitted regarding the conviction, a sufficient nexus 
exists between the conviction and the position to disqualify the 
applicant from further consideration. 

The recommendation to disqualify or select a candidate who has a criminal 
conviction must be reviewed and approved by the agency human resources 
administrator. 

2.4 Implementation: 

Agencies should work with their legal counsel to adopt policies or procedures to ensure 
proper consideration is given to a candidate's disclosure of a past conviction. 

Agencies should adopt a process for notifying applicants who may be disqualified based 
on a conviction. The process should allow the applicant an opportunity to explain why 
the conviction should not disqualify the applicant from the pool. Such a process should 
allow an applicant to provide the information listed in Section 2.3.1 above. 

Authority 

ORC 124.09, 124.34, 1347.15, 2961.02 

Revision History 

Date Description of Change 
05/15/2015 Original policy. 
05/15/2016 Scheduled policy review. 
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5.0 Inquiries 

Direct inquiries about this policy to: 

Office of HRD/OCB Policy 
Human Resources Division 
Ohio Department of Administrative Services 
1602 West Broad Street 
Columbus, Ohio 43223 
614.752.5393 I DASHRD.HRPolicy@das.ohio.gov 

State of Ohio Administrative Policies may be found on line at 
www.das.ohio.gov/forStateAgencies/Policies.asox 

Appendix A - Resources 

Document Name 

EEOC Enforcement Guidance 915.002 (4/25/12) 

HR-29 Page 5 of 5 



 

Last revised 5/14/2015 1 
 

FAQs for HR-29 (Disclosure of Criminal Convictions 

During the Application Process) 

What is the purpose of this policy? 

The purpose of the policy is to prevent applicants for positions with the State of Ohio from being 

automatically excluded from consideration based solely on a previous criminal conviction 

without a detailed analysis of the factors surrounding any previous criminal conviction.  This 

policy is being issued in conjunction with revisions that are being made to the Ohio Civil Service 

Application.  Questions on the Ohio Civil Service Application that require an applicant to disclose 

whether they had previously been convicted of a felony will be removed from the Application, 

effective June 1, 2015.   

What is the impact on positions currently posted on Ohio Hiring Management System (OHMS) or that 

will be posted prior to June 1, 2015? 

Agencies will need to set all active postings to close by 11:59 pm on May 29, 2015*. The existing 

job posting template will be inactivated and replaced by a new template that excludes the 

conviction question. The new template will be available for use on June 1, 2015.   

* OCSEA bargaining unit positions must be posted for ten (10) days.  Therefore, agencies should plan 

accordingly (i.e., post by May 20 or wait until June 1). 

What happens to the conviction category currently visible on the applicant’s OHMS Master Profile? 

The conviction category and applicant response will be removed from the OHMS Master Profile.  

Will applications submitted prior to policy implementation still show the conviction question and 

applicant’s response when the application is printed or viewed in OHMS?  

No.  OHMS will be configured so that question and response will not appear on the application 

when printed or viewed in NEOGOV.   

Will agencies have a record of an applicant’s response to the conviction question for applications 

submitted prior to June 1, 2015?    

Yes.  The conviction question and response will be stored with an applicant’s master record and 

viewable through reports ONLY to those HR users given access to view confidential information 

in their HR User account.   

Does this policy apply if an applicant applies for a position prior to June 1, 2015 but is not actually 

hired until after June 1, 2015? 

Yes, if an applicant is hired for a position after June 1, 2015, then the policy will be applicable to 

them.  This would include conducting a criminal background check on an applicant who is a final 
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candidate for the position.  However, if a candidate has been offered a position and it has been 

accepted, but the start date is after June 1, 2015, the policy does not apply.   

How will I know if an applicant has been previously convicted of a crime? 

Agencies will be permitted to ask an applicant about any criminal conviction history during the 

initial interview with the applicant.  All applicants will also be required to undergo a criminal 

background check prior to the start of the position.  Applicants may also choose to voluntarily 

disclose any previous criminal convictions at any time.   

What if there is a federal or state law that prohibits employees convicted of a crime from holding a 

specific position?  What is my obligation? 

There are federal and state laws that prevent employers from employing individuals in certain 

positions within the State of Ohio who have been convicted of specific criminal offenses.  Prior 

to posting a position, agencies must determine whether any federal or state law prohibits 

individuals convicted of certain criminal offenses from holding that position.  Human resources 

personnel should work with their agency legal counsel to make this determination.  If applicable 

laws exist, then the agency must include a statement on the posting that individuals convicted 

of the particular offenses identified by the federal or state law will be automatically disqualified 

from consideration for the position.   

Is it possible for an applicant to be excluded from employment solely as a result of a prior conviction? 

Yes, an applicant may be excluded from employment for a particular position if there is a federal 

or state law which precludes individuals who have been convicted of certain crimes from 

holding a specified position.  An applicant can also be excluded based solely on a prior 

conviction if, following an analysis of the duties of the position and information about the 

conviction provided by the applicant, a sufficient nexus exists between the conviction and the 

position to exclude the applicant. 

Can I include a list of disqualifying offenses in a supplemental question on the job posting? 

For positions in which a federal or state law will prohibit applicants with certain criminal 

convictions from holding the position, a supplemental statement should be included on the job 

posting which states the specific law or provision and a list of disqualifying offenses.  Agencies 

cannot request criminal conviction information from an applicant via a supplemental question 

on a job posting. 

Does this policy mean that I have to hire an applicant if they have a criminal record? 

This policy does not give any preference to an applicant with a criminal conviction; it allows the 

applicant to be evaluated consistently with all other applicants.  The purpose of this policy is to 

not exclude applicants who have previous criminal convictions based solely on the criminal 

history of the applicant, when the applicant may otherwise be the best choice for the position.   
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When can an applicant’s criminal conviction be discussed? 

An agency may inquire about an applicant’s previous criminal convictions during an initial 

interview with the applicant. 

What if an applicant voluntarily discloses that they have been convicted of a criminal offense?  Am I in 

violation of the policy? 

An applicant may voluntarily disclose that they have a prior criminal conviction at any time 

during the application process.  However, applicants will no longer be required to disclose 

previous criminal convictions on a job application.  Agencies may not request prior conviction 

information from an applicant until the initial interview. 

Does a guilty plea count as a criminal conviction? 

Yes, an applicant who has plead guilty to a criminal charge would have a criminal conviction for 

purposes of this policy. 

Can I ask an applicant about sealed or expunged records? 

No, sealed and expunged records should not be requested from an applicant and should not be 

considered if disclosed, unless a request for such records is required by state or federal law for a 

specific position. 

What factors should be evaluated prior to the decision to exclude an applicant as a result of a prior 

criminal conviction? 

An agency must consider several factors prior to disqualifying an applicant based on a previous 

criminal conviction.  These factors may include, but are not limited to: 

o Nature of conviction 

o Age at which criminal action took place 

o Time passed since conviction or release from incarceration 

o Evidence demonstrating rehabilitation 

o Any mitigating factors 

o Any other information the agency determines would be helpful in determining whether 

applicant should be disqualified from consideration 

How do I obtain information from an applicant regarding a previous criminal conviction in order to 

perform an analysis? 

Each agency will need to develop a process in order to obtain the information they believe is 

necessary to render a complete analysis of an applicant’s previous criminal conviction.  This may 

include, but will not be limited to, contacting the applicant to inform them of the previous 

criminal conviction and requesting that the applicant submit any information they would want 

considered as part of the analysis.  This process may also include gathering additional 
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information during the interview with the applicant through follow-up questions if a previous 

conviction is revealed. 

Do criminal background checks need to be performed on all applicants for a position? 

Criminal background checks are only required for applicants selected as final candidates for 

positions with the State of Ohio. 

When is an applicant considered to be a final candidate? 

An applicant becomes a final candidate when the agency is prepared to make a conditional offer 

of employment to the applicant.  A particular job posting could have one or multiple applicants 

who qualify as final candidates. 

When during the posting and selection process must criminal background checks be performed? 

Criminal background checks may be performed at any time following the initial interview with 

the applicant.  However, the criminal background check must be performed prior to the final 

candidate starting the position.  The applicant must sign a background check authorization form 

prior to the agency conducting a criminal background check.   

Will applicants be informed that they will need to undergo a criminal background check? 

Information should be included on all job postings that final applicants for a position will be 

required to undergo a criminal background check prior to employment.  Applicants will also be 

required to sign a background check authorization form prior to the hiring agency beginning a 

criminal background check on the applicant. 

What constitutes a criminal background check? 

This policy requires only that a check be performed on a final candidate that searches for any 

previous felony convictions.  However, it is recommended that agencies supplement the checks 

performed on applicants which may include reviewing an applicant’s previous addresses and 

contacting local law enforcement to determine the existence of any criminal record.   

What if my agency did not previously conduct criminal background checks for new hires in certain 

positions? 

All new state employees will be required to undergo a criminal background check prior to the 

start of employment.  This includes positions which may not have previously required a criminal 

background check.   

Can an applicant begin employment prior to completion of a criminal background check? 

No, an applicant cannot begin work with an agency until the agency has received the results of 

the applicant’s criminal background check and conducted an analysis of the results.  Agencies 
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that perform additional background checks on an applicant (tax record check, driving history, 

etc.) may allow an applicant to begin work pending the results of those additional checks. 

What if I already conduct a background check for specific positions?  Do I need to change the process? 

If you already conducted a criminal background check for a specific position, then you will likely 

not have to make any changes.  This policy requires background checks to be completed on any 

applicant selected as a final candidate for a position.  Applicants will not be permitted to start a 

position until the criminal background check is completed. 

What if I performed other checks in addition to a criminal background check (tax records, driving 

history, etc.)?  Am I still permitted to engage in those additional checks? 

This policy does not affect any other checks that may be performed by an agency (tax record 

check, driving history, social security number, etc.).  Agencies performing additional checks on 

applicants may continue to do so.  Agencies that did not previously engage in additional checks, 

in general or for specific positions, will not be required to perform any additional checks other 

than the criminal background check under this policy. 

Do I have to perform a background check on an applicant who is an existing State of Ohio employee? 

Yes, all aspects of this policy will apply to existing State of Ohio employees who have applied for 

other positions with the State of Ohio.  This includes State of Ohio employees who are 

promoted, apply for a position that may result in a demotion or laterally transfer between 

agencies or within their current agency.  All such individuals will also be subject to a criminal 

background check, regardless of whether they were required to undergo a check prior to 

becoming a State of Ohio employee. 

Does this policy apply to bargaining unit employees? 

This policy will apply to all applicants, which may include current bargaining unit employees. 

Does this policy apply to unclassified hires? 

Yes, this policy applies to all applicants, including applicants hired or appointed to an 

unclassified position.  The current background checks that are performed on unclassified 

appointments are consistent with this policy and should continue.   

Does this policy apply to current employees who are being reclassified or reassigned to a different 

classification or position? 

No, this policy does not apply to reclassification agreements entered into under an applicable 

collective bargaining agreement or to reassignment or reclassification of classified exempt 

employees under the Ohio Revised Code. 
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Will this policy affect job classifications which utilize automatic progression? 

No, changes in an employee’s job title that occur as a result of automatic progression are not 

subject to the provisions of this policy as the changes in job title occur without the employee 

submitting an application for that new position.    

What if a background check on an existing State of Ohio employee applicant reveals a criminal 

conviction that was previously unknown? 

A case-by-case analysis of such a situation would need to be done, including an analysis of the 

factors mentioned in this policy.  Additionally, agency legal counsel should be consulted if this 

situation occurs. 

Do I need to inform an applicant that they have been disqualified due to a criminal conviction? 

Yes, an applicant will need to be informed if they are being disqualified due to a previous 

criminal conviction.  Each agency will be responsible for adopting a process for notifying 

applicants in such a situation.  

Do applicants have the ability to appeal a disqualification decision based on a criminal conviction? 

No, an applicant does not have the ability to appeal a decision to disqualify the applicant from a 

position as a result of a previous criminal conviction. 

If I disqualify an applicant based on a criminal conviction, do I need to follow the guidelines set forth 

in the Fair Credit Reporting Act? 

The Fair Credit Reporting Act (FCRA) requires that employers who use the results of a consumer 

report or investigative consumer report (which can include criminal background checks, driving 

record checks, etc.) as the basis for deciding to disqualify someone from employment have 

certain notification obligations.  These obligations include provision of a pre-adverse action 

disclosure to an applicant, allowing an applicant the opportunity to dispute the results of a 

consumer report and provision of an adverse action disclosure if an applicant is ultimately 

disqualified.  Agencies utilizing an official government database for their criminal background 

checks (e.g., BCI, LEADS) are not obligated to comply with the FCRA provisions.  However, 

agencies utilizing third party vendors that are not directly affiliated with a government database 

(e.g., OPENonline) may be required to provide disclosures in accordance with the FCRA.  If your 

agency uses a third party vendor to conduct criminal background checks, consult with your legal 

counsel to determine whether you are obligated to follow the notification provisions set forth in 

the FCRA.   

What if my agency has not previously performed criminal background checks?  How do I get started? 

If an agency did not previously conduct criminal background checks on its new hires, it will need 

to set up a process to conduct the criminal background check.  While an agency is not required 
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to utilize any one specific source, one possible option that each agency may use is the Ohio 

Attorney General’s Bureau of Criminal Investigation (“BCI”).   

What does BCI do when conducting a criminal background check? 

BCI criminal background checks are based on fingerprints and information provided by the 

individual upon whom the criminal background check is being performed.  BCI uses this 

information to search for criminal records related to that individual.  Criminal background 

checks performed through BCI exclusively focus on records in the state of Ohio.  However, BCI is 

also capable of performing a criminal background check through the Federal Bureau of 

Investigation (“FBI”) which checks criminal records in the other 49 states.  Thus, BCI can perform 

two separate criminal record checks, one for records in Ohio through BCI and one for the 

remaining 49 states through an FBI check.  The situations when an FBI check may be conducted 

are limited and agency legal counsel should be consulted prior to requesting an FBI check.   

How do I conduct a criminal background check through BCI? 

BCI/FBI criminal background checks are based on fingerprints provided by the individual upon 

whom the background check is being performed.  If utilizing the services provided by BCI, there 

are two ways in which applicants can get fingerprinted and submit documentation to BCI.  The 

first option is to use a WebCheck® system which allows the agency to digitally scan an 

applicant’s fingerprints onto a computer program.  These prints, along with identifying 

information, can then be submitted to BCI.  Alternatively, applicants may need to get ink-based 

fingerprints.  In this situation, agencies will need to provide applicants with information on how 

to get fingerprinted and submit documentation to BCI.  Please note that if a vendor other than 

BCI is utilized for a criminal background check that the methods and procedures for conducting 

the criminal background check could differ.  It is recommended that your consult your criminal 

background check vendor for information. 

What is WebCheck®? 

WebCheck® is a computer program purchased from a certified vendor and utilized by BCI that 

allows agencies to submit criminal background check requests.  The WebCheck® program is 

typically installed onto a computer and provided to an agency for use.  All WebCheck® systems 

come with a magnetic strip reader that is used to read driver’s licenses and an electronic 

fingerprint scanner which digitally scans an applicant’s fingerprints directly onto the computer.  

While WebCheck® is monitored by BCI, the program and computer are purchased from a BCI 

approved vendor.  Additional information can be found on the Ohio Attorney General’s website 

at http://www.ohioattorneygeneral.gov/Business/Services-for-

Business/WebCheck®/Purchasing-WebCheck®-Equipment.   

 

 

http://www.ohioattorneygeneral.gov/Business/Services-for-Business/WebCheck/Purchasing-WebCheck-Equipment
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Last revised 5/14/2015 8 
 

How long is a BCI criminal background check valid? 

Criminal background checks conducted through BCI are valid for one year.  If a criminal 

background check is requested on an individual who has previously had a check performed 

within the last year, contact BCI to see if they may be able to provide the requesting agency with 

a copy of the previous criminal background check. 

How much do BCI/FBI criminal background checks cost? 

There are two separate costs for BCI and FBI criminal background checks.  BCI criminal 

background checks cost $22.00 per check.  FBI criminal background checks cost $24.00 per 

check.  Please note that these prices are only for criminal background checks conducted through 

the Ohio Attorney General’s BCI program.  Other vendors conducting criminal background 

checks may charge a different amount for these services. 

Can my agency require that applicants pay the cost of a criminal background check? 

No, agencies are not permitted to require or allow an applicant to pay for the costs of a criminal 

background check.  Payment of the costs of the criminal background check cannot be used as a 

condition of employment. 

How quickly will my agency receive criminal background check results? 

Typically, criminal background checks submitted through BCI are returned fairly quickly.  Ohio 

Revised Code 109.572 requires that BCI process a criminal background check request within 30 

days of receipt.  However, many results are often returned within 24 hours.  If a criminal 

background check reveals a possible conviction, then the process may take several weeks while 

BCI verifies the conviction and identity of the individual.  Other factors that may delay a 

response include poor fingerprint quality or checks of very common names.  If an agency is using 

another entity for their criminal background checks, then return time for a criminal background 

check may be different. 

What if my agency does not want to use BCI?  What other options are available? 

There are many options available for agencies that may want to use a third party vendor to 

conduct their criminal background checks (e.g., OPENonline).  Agencies interested in using a 

third party vendor for criminal background check services should consult with their legal counsel 

to determine whether the services provided by a particular third party vendor are compliant 

with this policy and meet the criminal background check requirements of the agency.   

What if my agency already uses another vendor for criminal background checks?   

If an agency already has an agreement or contract with another vendor to provide criminal 

background checks, then it is likely that no change will be required.  Agencies will not be 

required to use a specific vendor.  
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What if my agency only hires a few individuals each year?  Do I still need to purchase WebCheck® or 

other criminal background check equipment?   

All agencies must comply with the guidelines of this policy, regardless of how many people that 

agency hires each year.  In instances where an agency may not be able to afford the cost of 

criminal background check equipment, that agency should determine if another agency that 

does possess criminal background check equipment is willing to share their resources.  In such 

an arrangement, the agency seeking the use of another agency’s equipment would still be 

responsible for the cost of each criminal background check.  Agencies in this situation will need 

to work closely with the other agency and agency legal counsel to set up a sharing arrangement.   
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Introduction 

 
On May 15, 2015, the Department of Administrative Services (DAS) issued policy HR-29, 

Disclosure of Criminal Convictions During the Application Process.  This policy provides guidance to state 

agencies on when and how to inquire about whether an applicant has a prior criminal history and 

requires analysis of any information received from an applicant.  Effective June 1, 2015, questions on the 

civil service application that require an applicant to disclose whether they have been convicted of a 

felony will be removed.  The first time an agency will be permitted to ask applicants about their past 

criminal history is during the initial interview process. The policy requires that all final candidates for 

positions with the State of Ohio must undergo a criminal background check prior to starting the position. 

Agencies will also be required to implement their own policy that sets forth the agency’s process and 

procedure for complying with HR-29.  This implementation guide focuses on the operational changes to 

the Ohio Hiring Management System (OHMS) and also provides guidance to agencies on areas of 

discretion under the policy (i.e. choosing a background check vendor) and provides ideas on how to set 

up an internal process for evaluating applicants with a criminal history in accordance with this policy.    

 

HR-29 Quick Guide 

 

HR-29 Does.. HR-29 Does NOT.. 
Remove the felony conviction check box from 

the civil service application  
Require agencies to offer a position to a 

person who has a criminal conviction history  

Require any final candidate for positions to 
undergo a background check  

Require that any applicant for a position 
must undergo a background check  

Require that agencies establish a method for 
conducting a background check  

Require the use of a specific vendor to 
conduct background checks 

Require agencies to implement an agency 
policy  

Require DAS HRD/OCB Policy to approve 
agency policies prior to implementation  

Remove supplemental questions about 
criminal history  

Prevent agencies from making supplemental 
statements on the posting about applicable 

disqualifying convictions  

Require agencies to notify applicants if they 
are being disqualified based on a prior 

criminal history 

Create an appeal process for applicants who 
are disqualified based on prior criminal 

history 
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Ohio Hiring Management System (OHMS) Operations Guide 

 

Background 

Effective June 1, 2015, the following questions will be removed from the online (and printed) 

civil service application:   

 

 Have you ever been convicted of a felony? (A felony conviction may not automatically 

exclude you from consideration.)   

 If you answered YES to the previous question, please give date(s) of conviction(s).  

 

Note: Applications submitted prior to June 1, 2015 will have conviction questions and responses “hidden” 

so they will not show when an application is printed or viewed in OHMS.   The questions and responses 

will be stored with the applicant’s record and will be viewable through reports ONLY to those HR users 

given access to view confidential information in their HR user account.  Although the information will be 

visible to certain HR users, any applicants with convictions that are considered after June 1, 2015, must be 

considered in accordance with HR-29. 

 

In addition, the “conviction” category and applicant’s response to conviction question will no 

longer appear on an applicant’s Master Profile in OHMS.   

 
Figure - 1 Master Profile prior to June 1, 2015 
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Figure -2 Master Profile beginning June 1, 2015 (without conviction category and response)   

 
HR-29 Implementation Timeline 

May 29 – All active job postings will close by 11:59 pm  

May 30 – Inactivate existing job posting application templates 

May 31 – Activate new job posting application templates 

June 1 – Post positions using new application template 

 

New Job Posting Guidelines – Effective June 1, 2015 

 

 Select one of the following new application templates to create a posting; do not copy an 

old posting:  

o HR-29 Recruitment/Civil Service Application 

o HR-29 No Attachments Recruitment Civil Service Application 

 

 Supplemental questions may not be used to inquire about criminal convictions.  

 

 Supplemental statements advising of a criminal background check requirement may be 

included in the “supplemental information” section of the job posting. 

 

o Sample language for positions without state or federal government conviction 

restrictions: (See Figure – 3 Administrative Professional 2 Sample Job Posting) 

 

The final candidate selected for the position will be required to undergo a criminal background check.  

Criminal convictions do not necessarily preclude an applicant from consideration for a position.  An 

individual assessment of an applicant’s prior criminal convictions will be made before excluding an 

applicant from consideration. 
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o Sample language for positions with state or federal government conviction 

restrictions: ( See Figure – 4 Fiscal Officer 3  Sample Job Posting) 

 
The final candidate selected for the position will be required to undergo a criminal background check.  

Section 2961 of the Ohio Revised Code (ORC) prohibits individuals convicted of a felony involving 

fraud, deceit, or theft from holding a position that has substantial management or control over the 

property of a state agency.  
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Figure - 3 AP2 Job Posting 
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Figure – 4 Fiscal Officer 3 Posting 
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Policy Guidance for Implementation of HR-29 

General Guidance 

HR-29 requires that all state agencies create their own policy to implement the statewide policy.  

The purpose of this requirement is to ensure that agencies are giving proper consideration to a 

candidate who discloses a past conviction. Under HR-29, agency policies should address the following 

main points: 

 How to appropriately gather initial information about whether an applicant has a criminal 

history; 

 How to gather additional information about an applicant’s criminal history; 

 How to give proper consideration to a candidate that discloses a past conviction, including 

analyzing the information to determine whether the conviction disqualifies the candidate from 

the position; and 

 How to notify the applicant that their prior conviction may disqualify them from the position. 

Although the policy requires agencies to gather information, analyze the information, and notify the 

applicant, the specific process for gathering, analyzing, and notifying is not dictated by HR-29.  The 

agency policy should address the processes the agencies will use to comply with the statewide policy.  

Below are suggested considerations and recommendations on these provisions that would ensure 

compliance with HR-29.  In addition, HRD/OCB Policy has example policies that can be provided to 

agencies upon request.    

Policy Considerations and Recommendations 

Supplemental Statements/Automatic Disqualifiers   

Agency policy should establish whether a statement should be on the posting indicating that there are 

restrictions in hiring for the position. 

 The agency policy may include specific permanent exclusions required by state or federal laws, 

exclusions based on a specific nexus to positions within the agency, or may include a general 

statement that applicants with criminal convictions shall be considered on a case-by-case basis 

according to any nexus to the position and the other factors listed in the statewide policy. 

Appropriate method for gathering information about an applicant’s criminal history 

At a minimum, HR-29 states that agencies cannot inquire about an applicant’s criminal history until 

the initial interview with the applicant.  Agencies have discretion in determining who within their agency 

can gather this information and how it will be gathered.  Agency policy should establish a uniform 

process to ensure consistency in how applicants are questioned.  

 The agency may state in the policy who within the agency is permitted to inquire about the past 

criminal history (e.g. human resources representative or the hiring manager). 
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 The agency may include a list of appropriate/inappropriate questions for the interviewer.  The 

agency may include the use of follow up questions meant to gather additional information 

about a conviction once it has been disclosed. The following are examples of appropriate 

questions that may be asked of an applicant: 

o “Have you ever been convicted of a felony?” 

o If Yes: 

 “What was the nature of the conviction and criminal charge?” 

 “Were you a minor at the time the criminal activity took place?” 

 “How much time has passed since the conviction?” 

 “Were you incarcerated? (If yes) 

 “How much time has passed since release from incarceration?” 

 Describe how you have been rehabilitated since the conviction (or incarceration); 

including employment  history, education or training. 

Considering and Analyzing Information about Criminal History  

Agency policy should address how an agency will uniformly analyze and consider the information 

gathered about the conviction.   

 Agency policy may include the appropriate factors listed in HR-29 for analyzing the conviction to 

determine whether it is a disqualifier for the position. 

o The nature of the conviction; 

o The time that has passed since the conviction or since release from incarceration; 

o Any mitigating factors; 

o Any evidence demonstrating the applicant’s rehabilitation; 

o The age at which the criminal activity took place; and  

o Any other information the agency determines would be helpful in considering whether 

the applicant should be disqualified from consideration for the position. 

 

 Agency policy may include statements on how the information will be analyzed, such as a 

specific timeframe (e.g. all convictions that have occurred within five years will be automatically 

analyzed). 

 

 The agency may include a statement in their policy that sealed or expunged records will not be 

inquired about or considered, unless otherwise required by law. 

 

 The agency policy should include a statement that the Human Resources Administrator must 

review and approve all decisions to disqualify or select a candidate with a criminal conviction 

(Note HR-29 requires that the Human Resources Administrator be responsible for the final 

decision); 
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 The agency policy should include a process for notifying applicants who may be disqualified 

based on a conviction. 

 

 

o After an applicant discloses the conviction during the interview, agencies may consider 

informing the applicant that their conviction may be a disqualifier but that their 

conviction will be analyzed and considered and then provide the applicant with a chance 

to respond. 

 

o If any agency notifies the applicant after the interview, the agency may include a 

timeframe in the notification that allows an applicant to review the information relied 

on as the basis for disqualification and, if the information was in error or incomplete, 

offer an explanation (e.g. 15 days). 

 

 

o If the agency allows for additional review, the agency’s process should include a 

verification of the additional information provided by the applicant and a new analysis 

based on the additional information. 

Background Check Process for Final Candidate 

 The agency policy should include the process for conducting a criminal background check on any 

final candidate for a position, including what point in the process the criminal background check 

will be conducted and the use of the background check authorization form.  A process will 

ensure consistent treatment of all applicants. For example, agencies may conduct a background 

check at the time they are ready to make a conditional offer.  

 

 The agency policy may include a provision for internal candidates who have had a background 
check within a certain timeframe (e.g. 12 months); the policy may indicate that the internal 
candidate is not required to have a new background check if the candidate has had a 
background check within that timeframe. 

 

 The agency policy may contain a statement that if an applicant fails to consent to the 
background check, it will preclude the applicant from consideration. 
 

 The agency policy should include any processes the agency will use to supplement the criminal 
background check, including reaching out to local law enforcement in the cities/counties of the 
applicant’s prior residences. (For more information on supplementing the background check 
process see p. 15). 
 

 The agency policy should include a statement that no final candidate shall start the position until 
an analysis of the criminal background check has been conducted. 
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o The agency may include how a conditional offer of employment will be made pending 

the receipt and analysis of the background check. 

Other recommendations outside of the Background Check Policy  

 Agencies should consider creating a work rule requiring self-disclosure of convictions that occur 

while employed, if one does not already exist.  Agencies should work with legal counsel to 

determine what is appropriate for your agency.   

 

o Sample:  “It is a reasonable expectation that employees will not only obey the letter of 

the law but the spirit of the law, whether engaged in personal or official activities. In the 

event any employee is arrested for, charged with, or convicted of any felony or 

misdemeanor (except for a minor misdemeanor), or is required to be a defendant in any 

criminal action, that employee shall immediately notify his/her immediate supervisor.” 
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“How to” Guide for Criminal Background Checks 

Introduction 

HR-29 requires that all final candidates for a position must undergo a criminal background check 

prior to the start of the position.  HR-29 does not require that agencies utilize any one particular vendor 

for conducting that background check. Agencies should work with their legal counsel to determine a 

background check process that is both compliant with the requirements of HR-29 and also operationally 

appropriate for their agency.  For agencies, the already have a mechanism in place this will not likely 

need to be changed.  One of the most common vendors used for criminal background checks is the 

Attorney’s Generals’ Bureau of Criminal Investigation (BCI) and therefore, the following provides 

detailed information about BCI.  Please note agencies are not required to utilize BCI. There are agencies 

that currently use other vendors.  This section of the guide focuses on BCI but also provides resources 

for other vendors.  .  

Bureau of Criminal Investigation Background Checks 

What is a BCI/FBI Background Check? 

BCI serves as the central repository for criminal records for the State of Ohio and regularly 

performs criminal background checks for employment and licensing purposes.  BCI checks statewide 

criminal databases for conviction records.  In the event that a broader search is required, a national FBI 

criminal background check can also be performed.  FBI checks go through BCI but utilize the FBI’s 

national criminal database in order to check for an individual’s criminal history in other states.  

WebCheck® Registration 

If an agency wants to use BCI for criminal background checks and acquire its own WebCheck® 

system, there are several steps involved in establishing a new account with BCI to perform criminal 

background checks using the WebCheck® system.  Note, if your agency is not considering purchasing the 

WebCheck® system, then you do not need to set up an account with BCI.   

In order to establish a new account, the agency will need to contact BCI and submit a request 

form to set up a billing account number and unique ID.  The agency will then need to submit two signed 

National WebCheck® Agreements to BCI which functionally serve as a contract to work with BCI.  If an 

agency wants to purchase a WebCheck® system, the agency will need to contact one of the three 

approved vendors that are certified to sell WebCheck® systems.  A list of approved BCI WebCheck® 

vendors can be found at http://www.ohioattorneygeneral.gov/Business-and-Non-

Profits/Business/WebCheck/WebCheck-Equipment-Vendors.aspx.  The WebCheck® systems consist of: a 

desktop or laptop with the WebCheck® program installed, a magnetic strip reader used to read a 

person’s driver’s license, and an electronic fingerprint reader.  The one-time cost for a WebCheck® 

system from one of the approved vendors is approximately $5000.00, although the price will vary by 

vendor.  There are also optional maintenance and update packages that can be $700.00 to $800.00 per 

http://www.ohioattorneygeneral.gov/Business-and-Non-Profits/Business/WebCheck/WebCheck-Equipment-Vendors.aspx
http://www.ohioattorneygeneral.gov/Business-and-Non-Profits/Business/WebCheck/WebCheck-Equipment-Vendors.aspx
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year.  These packages provide maintenance assistance for the WebCheck® system and automatically 

provide software updates.   

If an agency acquires its own WebCheck® system, it will be responsible for designating the 

employees who will be operating the WebCheck® system for training through BCI and the vendor.  The 

training sessions can be done at the agency or at the vendor’s office.  The training sessions typpically last 

two to three hours total and include instruction on the set-up, operation of the WebCheck® system and 

submission of background check results.  There is no cost associated with this training.   

Additionally, BCI can provide training on ink-based fingerprinting.  Ink-based fingerprints can be 

used in instances where the individual’s digital fingerprint was not able to be captured electronically by 

the WebCheck® system or in agency locations that may not have a WebCheck system.  An ink-based 

fingerprinting training session typically lasts less than one hour and can be held in conjunction with 

WebCheck® training.  There is no cost for the ink-based fingerprint training.  

Additional information about setting up an account and purchasing a WebCheck® system can be 

found on the BCI website at http://www.ohioattorneygeneral.gov/Business/Services-for-

Business/WebCheck/Purchasing-WebCheck-Equipment.   

How to Conduct a BCI/FBI Criminal Background Check Through WebCheck® System 

In order to conduct a BCI or FBI criminal background check, the operator of the WebCheck® 

system will need to verify the applicant’s identity with a photo ID.  Ideally, the applicant will also provide 

a social security number, but a social security number is not required to perform the check.  Once a 

person’s fingerprints are scanned by the electronic fingerprint reader, the prints are uploaded into the 

WebCheck® system.  If the program is unable to acquire quality prints from a person, then ink-based 

prints may need to be used.  Also, the swiping of the driver’s license populates many of the fields on the 

WebCheck® system.   

If a potential applicant does not live within 75 miles of a WebCheck® system, then they can 

submit ink fingerprints through the mail for analysis.  Ink based fingerprints will also be used if an 

applicant lives outside the state of Ohio or if an applicant is unable to produce quality digital fingerprints 

on the WebCheck® system.  If an agency needs to submit ink-based fingerprints, contact BCI to request 

fingerprint cards.  There is no cost for the fingerprint cards.  Agencies will also need to purchase ink 

supplies, which can be purchased from many businesses that sell laboratory or forensic supplies (e.g., 

Sirchie, Inc.).  Additionally, if the applicant is in central Ohio, the individual can go to BCI’s central office 

to have an ink-based fingerprint background check performed.  There is no cost for the rolling of ink-

based fingerprints done at BCI’s central office 

Cost to Conduct a BCI Background Check 

The cost to conduct a BCI background check is $22 while an FBI background check costs $24.  

Thus, the combined total to both the BCI and FBI background checks is $46.  However, this amount will 

http://www.ohioattorneygeneral.gov/Business/Services-for-Business/WebCheck/Purchasing-WebCheck-Equipment
http://www.ohioattorneygeneral.gov/Business/Services-for-Business/WebCheck/Purchasing-WebCheck-Equipment
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vary if an agency does not use one of the BCI certified vendors.  Agencies are not permitted to allow an 

applicant to  pay for the cost of their criminal background check.   

Timing of BCI Background Check Results  

Ohio Revised Code Section 109.572 requires that BCI process a background check request within 

30 days.  BCI also has 30 days from the time that the FBI completes a federal background check to send 

the results to the requesting agency.  Typically, however, many checks are completed within one to two 

days.  The process may take up to a few weeks if there is poor fingerprint quality, a common name, or if 

the results may show a potential conviction because BCI will verify that the conviction and identity of 

the applicant match.  Both BCI and FBI background checks search for misdemeanor and felony 

convictions.  Sealed convictions can be produced through these searches if required by state or federal 

law.     

FBI Background Checks Through BCI  

Many agencies currently perform both BCI and FBI background checks on an individual.  

However, there are restrictions on when an FBI check can be done.  Specifically, there must be a state or 

federal statute that permits an individual to be checked in the FBI database.  Agencies hiring individuals 

for the following types of positions are permitted to conduct an FBI criminal background check: 

- People working with children (teachers, daycare workers) 

- People working with the elderly (nursing home or home care employees) 

- People working in the developmental disabilities field (working for a county or private agency) 

- Nurses (nursing students or those applying for initial licensure) 

- Firefighters and EMTs 

- Pharmacy technicians 

- Pain management clinic owners and employees 

If an applicant who has had an FBI background check done has a criminal record, the results of that 

check will go directly to the applicant and not to the Agency.  The applicant can either send the results 

to the agency or the applicant can challenge the result.  The FBI will release the results to the agency 

following a challenge if it is determined that the criminal record is legitimate. 

WebCheck® Billing  

Once an agency has set up an account with BCI, that agency will receive a monthly bill from BCI 

that covers all criminal background checks performed in the previous month.  BCI does not have a 

mechanism in place for an agency to have a billing account if the agency does not have their own 

WebCheck® system.  Additional information for those agencies who are sharing resources is contained 

below. 
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Information on Other Background Check Vendors 

There are other vendors that provide criminal background check services outside of BCI.  Some 

agencies currently use other vendors outside of BCI and can continue to do so in compliance with this 

policy.   Through this process, agencies have reported that they are using third party vendors such as 

Open Online, Justifacts, National Background Check, Inc, and Intelius . The websites for each of these 

vendors are below: 

http://www.openonline.com/ 

http://www.justifacts.com/  

http://www.nationalbackgroundcheck.com/ 

http://www.intelius.com/background-

check.html?searchform=background&utm_source=google&utm_medium=cpc&utm_campaign=

brand+official+site&gclid=COSohIvKwcUCFQiRaQodKIQAKw 

Unlike BCI, there may be more variation on the services and cost associated with private third 

party vendors.  Agencies interested in using these vendors will need to work internally to determine if 

the services provided fit the needs of the agency.  If an agency is interested in other vendors and would 

like to talk with another agency that has used a third party vendor, please contact DAS HRD/OCB Policy 

for a list of contacts. If your agency decides to use a third party vendor, please consult with your legal 

counsel to ensure that the checks are in compliance with all applicable state and federal laws and 

regulations.   

Supplementing Criminal Background Checks 

While this policy only requires that state agencies do a criminal background check that examines 

the previous felony conviction history of a final candidate, it is highly recommended that agencies take 

additional steps to ensure that the final candidates for positions have been thoroughly checked.  The 

following are a list of several resources available to agencies interested in supplementing their criminal 

background checks: 

- Review previous addresses of final candidates and contact local law enforcement in those 

jurisdictions to determine any conviction, arrest or warrant history. 

- Review of county or city criminal records databases. 

- Conduct a search using the final candidate’s social security number, which can often confirm the 

locations in which the final candidate has lived and worked. 

- Submit a Freedom of Information Act request to the FBI, which allows for a national criminal 

background check if no state or federal statute authorizes FBI check through BCI. 

- Utilize an online or third party vendor for a national background check (e.g., OPENonline). 

- Request a review of tax records through Ohio Department of Taxation. 

- Request a review of motor vehicle driving history through the Ohio Bureau of Motor Vehicles. 

http://www.openonline.com/
http://www.justifacts.com/
http://www.nationalbackgroundcheck.com/
http://www.intelius.com/background-check.html?searchform=background&utm_source=google&utm_medium=cpc&utm_campaign=brand+official+site&gclid=COSohIvKwcUCFQiRaQodKIQAKw
http://www.intelius.com/background-check.html?searchform=background&utm_source=google&utm_medium=cpc&utm_campaign=brand+official+site&gclid=COSohIvKwcUCFQiRaQodKIQAKw
http://www.intelius.com/background-check.html?searchform=background&utm_source=google&utm_medium=cpc&utm_campaign=brand+official+site&gclid=COSohIvKwcUCFQiRaQodKIQAKw
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Ultimately, it is highly encouraged that agencies supplement their criminal background checks to 

ensure that the final candidate is appropriately qualified for the position.   

Sharing of WebCheck® Resources 

Whether your agency is considering utilizing BCI or a third party vendor, we recognize that 

agencies may need additional solutions for the immediate implementation of this policy.  A sharing of 

resources between state agencies will assist agencies with implementation.  Many agencies currently 

have WebCheck® systems and billing accounts with BCI.  Sharing resources with an agency that currently 

has WebCheck® system, will allow agencies to comply with the policy immediately. 

When a requesting agency uses another agency’s (volunteering agency) WebCheck® system, the 

requesting agency will need to specify where the results of the criminal background check will be sent 

since the default setting on the systems is to send the results to the owner of the WebCheck system.  

Prior to submitting a criminal background check through BCI, the requesting agency will need to change 

the “Mail To” setting to an appropriate representative at the requesting agency.  Thus, once BCI has 

completed their check, the result will be sent to the requesting agency and not the volunteering agency.   

This option can also be used for FBI criminal background checks as well, however, if an FBI check 

reveals a criminal record, the results will be sent directly to the applicant and not to the agency.  The 

applicant has the option of sending the results directly to the agency or challenging the results.  The FBI 

will release the results to the agency following a challenge if it is determined that the criminal record is 

legitimate.   

Agencies that volunteer the use of their WebCheck® systems will not be required to pay the fees 

for criminal background checks performed for the benefit of other agencies.  The volunteering agency 

should bill the requesting agency for the cost of those criminal background checks.  The bills sent to the 

volunteering agency from BCI contain a list of all individuals whose information was submitted for a 

criminal background check during that month.  Thus, agencies that are sharing resources will be able to 

send the proper bill to any other agencies that may have utilized their WebCheck® system that month.  

In previous instances where agencies have shared WebCheck® resources, the volunteering agency has 

sent an Intrastate Transfer Voucher (ISTV) to the requesting agency for the amount of the background 

check.   

Agencies that utilize third party vendors in order to perform their criminal background checks 

may be able to share their resources with other state agencies.  However, volunteering agencies using a 

third party vendor should work with their legal counsel and the third party vendor to determine if such 

an arrangement can be accommodated. 

If your agency is interested in sharing resources with another agency and have not yet been in 

contact with DAS HRD/OCB Policy or another agency, please contact DAS HRD/OCB Policy to get 

connected with an agency who is willing to assist.   
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Additional Resources 

There are additional resources available on the DAS HRD OCB/Policy Website.  These resources 

include sample documentation that agencies can utilize and modify for use during the positing and 

interview process. There is also a Frequently Asked Questions document available covering the 

implementation requirements of HR-29.  Below are some important websites that provide additional 

information on this topic. 

DAS HRD/OCB Policy: http://das.ohio.gov/Divisions/HumanResources/HRDOCBPolicy.aspx  

EEOC Enforcement Guidance, Consideration of Arrest and Conviction Records in Employment Decisions: 

http://www.eeoc.gov/laws/guidance/arrest_conviction.cfm 

EEOC, Background Checks What the Employers Need to 

Know:  http://www.eeoc.gov/eeoc/publications/background_checks_employers.cfm 

Bureau of Criminal Investigation: http://www.ohioattorneygeneral.gov/Business/Services-for-

Business/WebCheck/Purchasing-WebCheck-Equipment.   

Open Online: http://www.openonline.com/ 

Justifacts: http://www.justifacts.com/  

National Background Check: http://www.nationalbackgroundcheck.com/ 

Intelius: http://www.intelius.com/background-

check.html?searchform=background&utm_source=google&utm_medium=cpc&utm_campaign=brand+o

fficial+site&gclid=COSohIvKwcUCFQiRaQodKIQAKw 

 

 

 

 

 

 

 

 

 

 

http://das.ohio.gov/Divisions/HumanResources/HRDOCBPolicy.aspx
http://www.eeoc.gov/laws/guidance/arrest_conviction.cfm
http://www.eeoc.gov/eeoc/publications/background_checks_employers.cfm
http://www.ohioattorneygeneral.gov/Business/Services-for-Business/WebCheck/Purchasing-WebCheck-Equipment
http://www.ohioattorneygeneral.gov/Business/Services-for-Business/WebCheck/Purchasing-WebCheck-Equipment
http://www.openonline.com/
http://www.justifacts.com/
http://www.nationalbackgroundcheck.com/
http://www.intelius.com/background-check.html?searchform=background&utm_source=google&utm_medium=cpc&utm_campaign=brand+official+site&gclid=COSohIvKwcUCFQiRaQodKIQAKw
http://www.intelius.com/background-check.html?searchform=background&utm_source=google&utm_medium=cpc&utm_campaign=brand+official+site&gclid=COSohIvKwcUCFQiRaQodKIQAKw
http://www.intelius.com/background-check.html?searchform=background&utm_source=google&utm_medium=cpc&utm_campaign=brand+official+site&gclid=COSohIvKwcUCFQiRaQodKIQAKw
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Contact Information  

For additional questions or comments please contact DAS HRD/OCB Policy: 

Phone: 614-752-5393 

Email: dashrd.hrpolicy@das.ohio.gov  

  

mailto:dashrd.hrpolicy@das.ohio.gov


 

 

JOB POSTING LANGUAGE FOR COMPLIANCE WITH HR-29* 

 

Sample Job Posting Language for Positions without State or Federal Government 

Conviction Restrictions:    

 

The final candidate selected for the position will be required to undergo a 

criminal background check.  Criminal convictions do not necessarily preclude an 

applicant from consideration for a position.  An individual assessment of an 

applicant’s prior criminal convictions will be made before excluding an applicant 

from consideration. 

 

 

 

Sample Job Posting Language for Positions with State or Federal Government 

Conviction Restrictions:    

  

The final candidate selected for the position will be required to undergo a 

criminal background check.  Section _____________ of ________________ 

prohibits individuals convicted of ____________ __________ from holding a 

position that ________________.   

Example:  

Section 2961 of the Ohio Revised Code (ORC) prohibits individuals convicted of a felony 

involving fraud, deceit, or theft from holding a position that has substantial 

management or control over the property of a state agency.  

*Include pertinent language in the “Supplemental” section of online job posting.   

 



 

P a g e  | 1  May 2015 

OHIO AGENCY NAME 

CRIMINAL BACKGROUND CHECK AUTHORIZATION FORM 

 

A criminal background check is required for employment. This check into official public records will 

determine the existence or non-existence of any record of criminal convictions.  Federal and state law 

provides that certain positions of employment within the State of Ohio are unavailable to individuals who 

have plead guilty and/or been convicted of criminal conduct, based on the nature of the criminal violation 

and/or the type of position being sought.  Prior criminal convictions do not automatically preclude 

employment.        

 

Please Print Clearly 

 

Name (Last, First, M.I.): ________________________________________________________________    

 

List other names used and dates of name change in the last ten (10) years:  

_____________________________________________________________________________________ 

Full Name          Date 

 

_____________________________________________________________________________________ 

Full Name          Date 

 

_____________________________________________________________________________________ 

Full Name          Date 

 

Date of Birth: _______________ (MM/DD/YYYY) 

 

Social Security Number (SSN): ____________________  

 

 

Has this SSN been issued in the last 90 days?       Yes     No    

 

 

 

 



 

P a g e  | 2  May 2015 

Residence History:  Provide complete addresses for U.S. residences during the last ten (10) years 

Address City State/Zip Code Dates 

From  

To  

 

 

 

 

    

 

 

 

 

    

 

 

 

 

    

 

 

 

 

    

Attach additional sheet if needed  

OHIO AGENCY MAINTAINS THE RIGHT TO CONDUCT, EITHER THROUGH STATE EMPLOYEES 

OR THROUGH A THIRD PARTY, A CRIMINAL BACKGROUND CHECK OF ANY EMPLOYEE OR 

JOB APPLICANT.  NONE OF THE INFORMATION PROVIDED ON THIS FORM WILL BE USED TO 

DISCRIMINATE AGAINST ANY APPLICANT OR EMPLOYEE ON THE BASIS OF RACE, COLOR, 

NATIONAL ORIGIN, SEX, SEXUAL ORIENTATION, GENETIC INFORMATION, RELIGION, AGE, 

DISABILITY OR MILITARY STATUS. 

BY SIGNING THIS FORM, YOU AUTHORIZE THE OHIO AGENCY AND/OR ITS DESIGNATED 

THIRD PARTY TO CONDUCT A CRIMINAL BACKGROUND CHECK.  IN ADDITION, YOU 

ACKNOWLEDGE THAT ANY FALSE OR MISLEADING STATEMENT, OMISSION OR FAILURE TO 

DISCLOSE INFORMATION MAY DISQUALIFY YOU FROM EMPLOYMENT OR, IF EMPLOYED, 

MAY RESULT IN DISMISSAL.    

_______________________________     __________________________ 

Applicant/Employee Signature      Date 

 

 

------------------------------------------------------------------------------------------------------------------------------- 

 
Sworn to before me and subscribed in my presence this    day of   , 20  at  
 
  __, County of    , and the State of    . 
 
 
             
        Notary 
 
             
        My Commission Expires 
 



 

 

SAMPLE INTERVIEW QUESTIONS FOR COMPLIANCE WITH HR-29* 

 

As noted on the job posting, the final candidate selected for this position will be required to 

undergo a criminal background check.   

Listen carefully to the following question, explanation, and definitions in their entirety, before 

responding.  You are not required to disclose information about sealed records or records that 

have been expunged; do not include this information in your response.     

Have you ever been convicted of a felony?    

 Convicted means you either pled or were found guilty and sentenced. 

 Felony is defined as a serious crime that is punished more harshly than a 

misdemeanor. 

If yes: 

 What was the nature of the conviction and criminal charge?  

 Were you a minor at the time criminal activity took place?  

 How much time has passed since the conviction? 

 Were you incarcerated?  (If yes) 

o How much time has passed since release from incarceration? 

o Describe how you’ve been rehabilitated since conviction (or 

incarceration); including employment history, education or training.   

  

 


