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Criminal Background Check

Policy

It is the intent of the Department of Health Services and Information Management for its students to have obtained Criminal Background Checks prior to their rotations in health care organizations.
Intent
1.
All students entering the academic programs in the Health Services and Information Management Department must have Criminal Background Checks.  The Criminal Background Check is a requirement of the Joint Commission on the Accreditation of Healthcare Organizations.
2.
Timing of the Criminal Background Check is dependent upon the students’ academic courses of study.

a.
Students in the academic program in health information management (HIM) have professional practice experiences in health care organizations during their junior year.  HIM students must have their Criminal Background Check prior to entering the program in their junior year.  Prior to the senior-level PPE and capstone, students may need to have updated Criminal Background Checks completed.

b.
Students in the academic program of health services management (HSM) have a course in the senior year that may include a rotation in a health care organization.  HSM students must have their Criminal Background Check prior to their senior year.  Students who change addresses may have to have updated Criminal Background Checks completed.

3.
The Criminal Background Checks cover events since the students have become adults (18 years of age).
4.
Many organizations are requiring direct transmittal of Criminal Background Checks from the screening agency to prevent falsification and alteration.
5.
Modifications to this policy may occur at any time as required by policies that take precedence, such as policies from health care organizations or the Health Sciences Division of East Carolina University.
Appendix*
The Department is currently advising students to use the screening agency, Carolina Information.  Contact Information:

Stefanie Conway,Operations Exec.

Carolina Information, Inc.

UsInfoGroup.com

919*570*9861  phone

919*570*9864  fax

sconway@usinfogroup.com
P.O. Box 127

Wake Forest, NC 27588

*Note all information in this Appendix is subject to change at any moment dependent upon overriding policies from health care organization and the Health Sciences Division at East Carolina University.
Interim Procedure

Students:

1.
Call Carolina Information (919-570-9861) to initiate the Criminal Background Check with the requisite information (see below).
a.
Full Name

b.
Date of Birth

c.
Social Security Number

d.
Drivers’ License Number

e.
Current Address

f.
All addresses for past 10 years or since 18 years old

g.
Debit or credit card number and expiration date (VISA or MasterCard; fees range from $6.00 to $114.00 dependent upon the number of addresses, states, and countries)
*
Students will be speaking with Tiffany Phipps or Stefanie Conway.

2.
Receive a certified copy of their Criminal Background Check at their current address (if another different address is desired, students need to state that when they call).
3.
Call Carolina Information (919-570-9861) for updated Criminal Background Check when assigned to a site (an additional fee may be required dependent upon change of address).

a.
Obtain fax number of HR Department of site and alert HR Department to the imminent fax.

b.
Have updated Criminal Background Check faxed to site’s HR Department.

Screening Agency
1.
Mails students certified copies of their Criminal Background Checks to their current addresses (or other address as requested).

2.
Maintains results of the Criminal Background Check for perpetuity.

3.
Updates Criminal Background Check when requested by student and upon payment of required fees.

4.
Faxes original copies to the Human Resource Department of health care organization as requested and upon payment of required fees. (Note: If call is made by 2:00 pm, the criminal background will be completed that day and faxed to the site that day.)
HSIM Department

1.
Receives notification by fax that the student has completed the process (NOT the Criminal Background Check itself).

2.
Dropfiles notification in each student’s folder.

3.
Provides or has students obtain fax number of HR Department of students’ assigned health care organization.
4.
Notifies or has student notify HR Department that fax imminent.

