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PURPOSE: To establish a policy regarding background clearance procedures for state owned facilities managed by the
Department of Administration, Division of General Services. Enforcement by other Executive Branch Departments is
voluntary.

AUTHORITY: Per AS 36.30 and AS 44.21, the Department of Administration is responsible for procurement and
allocation of all space used by the Executive Branch. The Departments of Administration and Transportation & Public
Facilities are designated as the responsible Facility Managers for the majority of State owned buildings.

POLICY: Provides written instruction on the required procedures and process for all third party vendors and contractors
performing work on Department of Administration, Division of General Services managed property. Each occupying
Agency in a DOA/DGS facility shall be responsible for the observance of this policy. Note, not applicable to leased
facilities

The implementation of this SOP at non DOA/DGS facilities is voluntary.

PROCEDURE:
1. Each employee of the Contractor performing work on State Facilities is required to obtain a background check
through the Department of Public Safety.

2. Contractor shall pay all associated processing fees which may be in the form of a personal check, cashiers’ check
or money order made payable to the Department of Public Safety.

3. The Contractor shall provide to the requesting Agency a copy of the DPS Background Check for each individual.
Agencies will forward the background check document electronically to the contracting officer who is responsible
for the project.

4. Acceptance or denial will be provided to the requesting Agency within 48 hours and is at the sole discretion of
DGS, Facility Manager. In making the determination of whether a contractor is denied clearance, the Facility
Manager may consider:

a) The nature and seriousness of the offense;

b) The location in which the contractor will be working;

c) The circumstances under which the offense occurred,;

d) The amount of time that has that has passed since the offense was committed,;

e) The age of the applicant at the time the offense was committed,;

f)  Whether the offense was isolated or a repeat violation; and

g) Any aggravating, mitigating, or other facts or circumstances that might have bearing on the suitability of
the contractor for the location and work being performed.

5. Contractor employees are prohibited to commence with any work prior to receiving approval.

6. Background checks shall remain confidential and are valid for one year.

7. An alternative to Agency contractors obtaining background clearance is for the Contractor to be escorted by an
Agency employee the entire time while on State property. The name of the Agency employee providing the

escort must be provided to DGS during the construction approval process, (reference DGS SOP 07-06).

8. Please note that contractors needing access to spaces occupied by The Office of the Governor, will need to




comply with additional background verification which can be obtained by speaking directly with the contracting
officer responsible for the project.




