For student promotions, you do not have to make the request for the MVR in HR Connection if you put it in the promotion tracker; Hina will do that. However, once you get the results of the check back, you have to do the following:

VERIFYING THE DRIVER CHECK RESULTS
· First Advantage cases should clear in 2-3 days if the employee completes the link. The emailed link to the employee will expire in 5 business days and will need to be requested again if the employee does not complete it.
· You can check the status of the ServiceNow case by going to the same link https://osuitsm.service-now.com/esc?id=sc_cat_item&sys_id=5948e733db7c6410f89b034b8a96198d&sysparm_category=f9ecbc21dbdc18d0af0edff64896197c and click the “Requests” button at the top right of the page.
· You will see all of the cases you have initiated and can open them by clicking on them. The names of the employees will be part of the case name. The outcome of the First Advantage check will be stated in the “Case Comments”. This is where you will need to look in order to find out if they have passed the Drivers Check.

INSURING THE DRIVER WITH THE UNIVERSITY
· Once the Driver Registration check has cleared, the manager MUST send an email to TTM for the driver to be insured by OSU. If this does not occur, the driver will uninsured. Keys should NOT be given to the employee until the manager confirms the check was successful.
· The email should be addressed to Mary Akanni at akanni.2@osu.edu and a scanned copy of the completed and signed DRIVER REGISTRATION FORM MUST be attached as an electronic document. It is a  requirement for insurance. Mary is the Fleet and Vehicle Repair Assistant who oversees and maintains the Driver Registration Forms.
· When Mary emails a response back to the manager, confirming she has received the form, the driver may then be granted driving privileges and receive the car/van/truck keys. Remember TTM MUST have the form on file for the driver to be insured. 
· The email response from Mary should be saved and filed with the manager as proof of insurance and in case it is needed for future reference.
· If you should need a copy of the Driver Registration form, the current form is attached to this email.

