
                                           GTA/GRA Background Check Process Diagram 

HR/EO  hrdept@ku.edu  (785)864-4946  103 Carruth-O’Leary Hall   www.hreo.ku.edu   09/2008   Page 1 of 2 

N/A 
Budget Authority 

Sends Contract/Intent 
to Payroll 

If Yes 
After Final Approval, 

Budget Authority Sends 
Copy of Contract/Intent to 

HR/EO and Payroll 

HR/EO Recruitment 
Coordinators Orders 
Background Check 
which Initiates E-

Consent to Student 

HR/EO Contacts Hiring 
Manager if E-Consent is not 
completed within 36 hours 

Candidate Completes 
E-Consent/Official 
Background Check 

Launched

If Meets 
University 
Standards 

If Does Not 
Meet 

University 
Standards 

HR/EO Alerts Hiring 
Manager 

HR/EO Keys 
Background Date into 

HRSA 

HR/EO Reviews with Dean 
of Graduate Studies 

Decision Communicated to 
Dean/VP 

Dean/VP May Appeal to 
Provost for Reconsideration 

Applicant notified by 
Pre-Adverse Action 
Letter and receives 

opportunity to submit 
any supplemental 

materials  

HR/EO/Graduate Studies 
Reviews Additional 

Materials and Determines 
Employability 

If Yes 

If No 

Final Adverse 
Action Letter Sent 
and Employment 
Offer is Revoked 
or Employment 

Terminated  

Academic Dept./Ctr. 
Indicates if New 
Hire/Rehire or 
International Student 
status by using check 
boxes on 
Contract/Intent 



                                           GTA/GRA Background Check Process Diagram 

HR/EO  hrdept@ku.edu  (785)864-4946  103 Carruth-O’Leary Hall   www.hreo.ku.edu   09/2008   Page 2 of 2 

 

Academic Dept./Ctr. Indicates 
if New Hire/Rehire or 
International Student status by 
using check boxes on 
Contract/Intent 

After Final Approval, 
Budget Authority Sends 

Copy of Contract/Intent to 
HR/EO and Payroll 

HR/EO Recruitment 
Coordinators Orders 

Background Check which 
Initiates E-Consent to 

Student 

After Final Approval, 
Budget Authority Sends 

Copy of Contract/Intent to 
HR/EO and Payroll 

HR/EO Contacts Hiring 
Manager if E-Consent is not 
completed within 36 hours

Hiring Manager Receives 
E-Mail Alerts 

If Yes 

Budget Authority Sends 
Contract/Intent to 

Payroll 
N/A 


