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Level 2 Background Screening — Supervisor/Requestor Guide

Purpose
This quick guide explains what Level 2 screening includes, when it is required, what information the
department needs from you, and what you and the candidate can expect after submission.

What a Level 2 Screening Includes

e Fingerprint-based checks for Florida statewide criminal history (FDLE) and national criminal
history (FBI).

e lLocalcriminalrecords and sex offender/predator registry checks for states of residence within
the prior five years (processed through HireRight when required).

Who Typically Requires Level 2 Screening

e Positions of trust or responsibility.

e Rolesin sensitive locations.

e Exceptions: If the role involves Baby Gator, after-school programs, DCF-related work, youth
activities, or camps, a Level 2 DCF screening may be required instead.

What HOBI HR Needs From You
To initiate a Level 2 request, please Email the following info (as applicable) to HOBI-HR@ufl.edu
HOBI HR will submit the request and coordinate the next steps with UFHR/TAO

e Position type: OPS, TEAMS, Faculty, Student Assistant/FWS, Volunteer.

e Reason for screening: New hire/rehire, change in duties, renewal (if required by project).

e Candidate identifiers: Full name, date of birth, email, phone; UFID if available.

e Address history (if requested): Current address + cities/states of residence for last five years.
o Department details: Dept ID and any project/funding identifiers (if your unit tracks them).

e Service dates: Start/end dates for temps/volunteers, or anticipated start date.

e Fingerprinting method: UF HR Building (Gainesville) or remote FieldPrint (if applicable).

e Special notes: Any timing constraints (e.g., start date, travel).
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What Happens After Submission (What to Expect)

After the request is submitted, UFHR Background Screening typically asks for up to three (3)
business days to confirm next steps. During that time, they check whether fingerprints and/or a Level
2 Supplement package are already on file for the candidate.

Fingerprinting outcomes:

e Iffingerprints are already on file/current: UFHR will notify the requestor when complete and
send the Background Screening Results via DocuSign email.

e Iffingerprints are not on file or have expired: UFHR will email fingerprint scheduling instructions
to the candidate.

Level 2 Supplement (HireRight) outcomes:

e [fthe candidate does not have an in-progress or completed Level 2 Supplement package: UFHR
will email the requestor that the package is required in HireRight.

e Ifthe candidate has an existing current Level 2 Supplement package: UFHR will proceed and
provide results after fingerprinting is complete.

Typical Timelines
Processing time starts on the date the candidate completes the fingerprint appointment (prints
submission date).

e Level 2: typically 2-3 business days after fingerprint submission.
e Level 2 DCF: typically 7-10 business days after fingerprint submission.

Candidate Reminders
e Schedule and complete the fingerprint appointment promptly once instructions are received.

e Bringvalid photo identification (e.g., driver’s license, state ID, or passport) to the fingerprint
appointment.

Results and Next Steps
UFHR sends the Background Screening Results to the requestor via DocuSign email once processing
iscomplete.

e Renewals (if required by your project): Some projects require renewal every 3-5 years;
supervisors/project managers track and notify HOBI HR in advance.

Questions / Support: UFHR Background Screening Team: hrbackgrounds@admin.ufl.edu | 352-273-
2841 ; HOBI HR: hobi-hr@ufl.edu
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