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Requestor Information

REQUEST BACKGROUND CHECK FOR UNPAID
INDIVIDUAL

Please Note: If information from Workday is required during completion of this form,
the link below must be used to access the system. Failure to use this link may result in
an "Unknown Error" during submission and form data will be lost.

This form may be used to request a background check(s) for unpaid individuals such as
volunteers, unpaid interns, and independent contractors. The unit is responsible for
providing unpaid volunteers/interns the instructions on how to complete the three
publicly available clearances. They are also responsible for tracking and maintaining
the three publicly available clearances. Please allow 2-3 weeks after submission and
fingerprinting for receipt of all three clearance results.

For additional information on completing this form, please see the Manager Form
Instructions - Request Background Check. You can also hover your cursor over the
fields below for additional details.

Manager :
*

User ID
(abc123) :
*

Requests
(Single or
Multiple) :
*

Single

Work Unit :
* Select...

Subject (Key
Word/Tag) :

Anticipated
Start Date (If
Multiple, list

HOME KNOWLEDGE BASE HR TOOLS MANAGER TOOLS

CONTACT US

https://www.myworkday.com/psu/login.htmld
https://hr.psu.edu/sites/hr/files/PubliclyAvailableClearancesInstructions.pdf
https://psuportal.neocaseonline.com/Default.aspx?logRetry=2&PageID=1008&ArtRef=WL_Mgr_Forms_Req_Bck_Chk
https://psuportal.neocaseonline.com/Default.aspx?logRetry=2&PageID=1008&ArtRef=WL_Mgr_Forms_Req_Bck_Chk
https://psuportal.neocaseonline.com/
javascript:__doPostBack('ctl04$ctl03$cmdLogin','')
https://psuportal.neocaseonline.com/default.aspx?pageId=1033
https://psuportal.neocaseonline.com/default.aspx?pageId=1097
https://psuportal.neocaseonline.com/default.aspx?pageId=1008
https://psuportal.neocaseonline.com/default.aspx?pageId=1104
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Individual Information

Background Screenings and Compliance Designations

earliest) :
*

First Name :
*

Last Name :
*

9-Digit PSU
ID # :

Email :
*

Affiliation :
* Select...

All positions at Penn State require background screening(s).
To complete this section, you must first use the Compliance
Designation Tool, which will assist you in determining which
background screening(s) and designation(s) are required.
For more information on background screening
requirements, please see Background Check Process (HR99).
For more information and definitions for the various
background screenings and compliance designations,
please see Background Screenings and Compliance
Designations.

NOTE: If individual also requires a compliance designation,
please contact your HR Consultant. The manager is
responsible for ensuring related trainings are completed.

Please make the appropriate selection(s) below for any
background screenings needed, based on the results
indicated by the Compliance Designation Tool:

Applicable
Background
Screening
Package
(Required:
Must Choose
1) :
*

Select...

Additional
Background
Screening(s)
Needed
(Select "Yes"
for all that
apply) :

Education : No

https://hr.psu.edu/content/compliance-designation-definitions
https://hr.psu.edu/content/compliance-designation-definitions
https://policy.psu.edu/policies/hr99
https://psuportal.neocaseonline.com/connexion_neocase?PageID=1008&ArtRef=Rec_Hir_Bck_Chks_Comp_Des
https://psuportal.neocaseonline.com/connexion_neocase?PageID=1008&ArtRef=Rec_Hir_Bck_Chks_Comp_Des
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Comments

Attachments

Submit Request

Motor
Vehicle
Check :

No

Credit Check
: No

National Sex
Offender
Registry
Verification :

No

Attestation :

By checking
this box, I
attest that I
have used the
Compliance
Designation
Tool to
determine the
appropriate
background
screenings/clearances
and
designations
required for
this position.
:
*

Add files...
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javascript:WebForm_DoPostBackWithOptions(new WebForm_PostBackOptions("ctl04$ctl09$ctl00$ctl00$1056", "", true, "RequestForm", "", false, true))


WorkLion - Request Background Check for Unpaid Individual

https://psuportal.neocaseonline.com/default.aspx?pageId=1151[3/22/2020 9:27:19 PM]

Directory | Human Resources | IT Help Desk |
Payroll 

Privacy and Legal Statements | Copyright
Information | Accessibility | Hotlines

The Pennsylvania State University ©2020

http://work.psu.edu/ldap
https://hr.psu.edu/
http://www.sas.psu.edu/training-and-support/help-desk-and-technology-support-services/
http://controller.psu.edu/payroll-office
http://www.psu.edu/legal-statements
http://www.psu.edu/copyright-information
http://www.psu.edu/copyright-information
https://hr.psu.edu/content/accessibility
http://www.psu.edu/hotlines

	neocaseonline.com
	WorkLion - Request Background Check for Unpaid Individual


	VsdC5hc3B4P3BhZ2VJZD0xMTUxAA==: 
	mainForm: 
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR404: (e.g. First Last)
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR405: (e.g. abc123)
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR169: [Single]
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR289: []
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR459: 
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR34: 
	ctl04$ctl01$TextBoxSearch: Search
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR3: 
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR4: 
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR5: 
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR262: 
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR304: []
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR494: []
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR495: [No]
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR194: [No]
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR141: [No]
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR496: [No]
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR500: on
	ctl04$ctl09$ctl00$ctl00$INTERVENTIONS_EN_COURS_VALEUR181: 




