
CHRS Recruiting Temp Faculty Pool Guide – Background Check & Offer 

Background Check and Offer 

Once the verbal offer is accepted, I’m going to move the new hire* into the status that will initiate the background check.   

 

 

Click the name of the person* you want to conduct reference checks for, and the applicant card will open.   

*Note: The bulk move process can be used to conduct background checks if you are doing this for multiple new hires at the same time. 
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Click the application status link, and select the “Request for APS to Initiate Background Check” status.   
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Request for APS to Initiate Background Check 

 

 

Click the blue “Next” button. 
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A new window will open. This email is a communication to Academic Personnel Services, and copied to the ASC/Admin Support on the Job, so that 
APS can be sure to include all the required elements of this particular background check (Live Scan, Motor Vehicle Report, etc.): 

 

 

The Administrative Support person will answer the “yes” or “no” questions within the email, then click the blue “Move now” button.   
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APS will receive the email, and initiate the appropriate background check.  If a Live Scan is required for the position, APS will communicate with 
the applicant to complete this. 

The applicant will automatically move through the next several steps as the background check is processed in Accurate Background. 

After the Background Check is done, Academic Personnel Services will review the results and make the appropriate selection. As long as the results 
meet requirements, APS will move the applicant to the status “Background Check Complete, Prepare Welcome Letter.” 

 

The rest of the steps in CHRS Recruiting will be managed by APS. 

 

 

Preview “Offer”/Welcome Letter: 

This temporary faculty pool “offer letter” has general information that applies to all lecturer appointments, such as direct deposit, and benefits 
eligibility.  See the end of this guide for a sample offer letter.   

This letter does not contain salary or WTU information.   

The new hire will get an appointment letter with their specific salary and WTU information, like all other lecturers do, after the contract is built in 
PeopleSoft and scheduling is finalized. 
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Offer letter that temporary faculty new hires will receive: 

 



7 
 

CHRS Recruiting Temp Faculty Pool Guide – Background Check & Offer 
 

 

 



8 
 

CHRS Recruiting Temp Faculty Pool Guide – Background Check & Offer 
 

 

 



9 
 

CHRS Recruiting Temp Faculty Pool Guide – Background Check & Offer 
 

 

 

 


