OPM 02-01

TO: All Appointing Authorities

FROM: Oscar B. Jackson, Jr., Administrator
and Cabinet Secretary for Human Resources

DATE: January 16, 2002

RE: Criminal Background Checks for Potential State Employees

Several state agencies have recently raised questions regarding the use of criminal
background checks for potential state employees. The following is provided for your
information:

The Oklahoma State Bureau of Investigation (OSBI) provides criminal history information
upon request for $15.00 per individual checked. The OSBI requires at least a full name,
date of birth, and Social Security number in order to do the report. The OSBI is located
at 6600 N. Harvey, Building 6, Oklahoma City, OK 73116. A Criminal History
Information Request form can be downloaded from the OSBI's website at
www.osbi.state.ok.us. The OSBI requests that you ensure that the form prints as a one-
page document.

Because of the costs involved, some state agencies conduct criminal history checks only
on applicants who have accepted a conditional offer of employment, rather than on all
candidates or recommended finalists for a position. It is recommended that you consider
only criminal conviction information in determining an applicant's suitability for state
employment, since arrests are no indication of guilt. (The OSBI Criminal History
Information contains both arrest and conviction information.)

This spring, the Office of Personnel Management and the Oklahoma State Bureau of
Investigation will provide training to interested state agency HR professionals regarding
how to read an OSBI report. An All-Appointing Authority Memorandum with more
information regarding this training opportunity will be distributed once plans are finalized.

If you have questions regarding how to go about conducting a background check or how
to set up an account with OSBI, please contact Debbie Goodloe, OSBI, at (405) 858-
5256.



