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| POLICY [REVISED]

[REVISED] The Indiana Department of Child Services (DCS) will complete the foll
background checks on members of the prospective DCS adoptive household or
prospective private adoptive household who are applying for the Indiana A Assistance
Program (AAP), which will vary based on the age of the subject of the ch@ the type of
check being conducted:

1. Fingerprint-Based Check; @

2. Child Protection Services (CPS) History Check; 4

3. National Sex Offender Registry Check; and

4. Law Enforcement Agency (LEA) Arrest Records Chec \,\

[REVISED] DCS requires background checks on all per tho live in a:
1. Prospective adoptive home wishing to adopt a ward;
2. Prospective private adoptive home applying e AAP; or
3. Prospective adoptive home seeking apprc@ ecome a Special Needs Adoption
Program (SNAP) only home.

[REVISED] Background checks must b mpleted for purposes of the adoption home study,
adoption summary, or AAP eligibilit rmination. If it has been 12 months since the last
background check, new backgro y\ ks must be completed prior to the following:
1. Pre-adoptive placem
2. Adoption home stud Gbioptlon summary;
3. Submission of the % Adoption Program Application; or
4. Filing the petmon option.
[REVISED] After a@@% placed in a prospective adoptive home, DCS requires background
checks on:
ew h old members who have an intent to reside in the home for 21 days or more
do not have to be consecutive). Checks must be completed prior to the new
old member moving into the prospective adoptive home and then completed
aIIy or
rrent household members who turn 14 or 18 years old; Fingerprint-Based National
%’Crlmlnal History Check (Fingerprint-Based Check) and local LEA are required within 30

days of his/her 18w birthday; and National Sex Offender Registry checks are required
within 30 days of his/her 14w birthday.

The type of background check conducted will vary based on the age of the subject of the check.
1. [REVISED] For all persons in the home age 18 and older, the background check will
consist of the following:
a. Fingerprint-Based Check,
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b. CPS History Check in every state the subject of the check has resided during the
past five (5) years,

c. National Sex Offender Registry check in every state the subject of the check has
resided during the past five (5) years, and

d. LEA records check must be completed by requesting a search from the appropriate
LEA corresponding to each residential address the subject of the check has resided
during the past five (5) years.

2. [REVISED] For all persons in the home age 14-17 years, the background check wi I%
consist of the following:
a. CPS History Check in every state the subject of the check has resided duri%e

past five (5) years, and Q
b. National Sex Offender Registry Check in every state the subject of thébh ck has
resided during the past five (5) years.

3. [REVISED] For all persons in the home age 0-13 years, a CPS H@ Check must be
completed in every state the subject of the check has resided @ing the past five (5)
years. .

Note: DCS will not conduct background checks on chj @under DCS care and
supervision. Fingerprint-Based Checks conducted’lghe purpose of adoption cannot be
used for foster care licensing, employment, orﬁn@ r purpose and a new fingerprint
check is required.

Exceptions to Fingerprinting %

An exception may only be granted by the DE§ Central Office Background Check Unit (COBCU)
and is for limited and case-specific situams, ch as the following:

1. When the subject does not havefingers;
2. When a person trained to ta é’i@erprints has documented that the subject’s disabling
condition prevents fingerpk lNg; or
3. When a qualified medical
prevents fingerprinting.

itioner has documented the subject’s disabling condition

To request an exception, @ llowing information must be sent to the COBCU:
1. A letter reques the exception and explaining the disabling condition; and
2. The require mentation from the person trained to take fingerprints or a qualified
medicalm itioner or evidence that the individual does not have fingers.
[ ]

[REVISED %exception is granted, the COBCU will complete the Indiana Limited Criminal
History C %{LCH) on the subject of the check and provide official notice of the fingerprint
excepti atus. If the subject lived in any other state in the last five (5) years, contact the
C% or guidance on what type of check is needed in that state.

[REVISED] Extracurricular Activities

DCS does not have the statutory authority to request individuals to be fingerprinted who are
involved in the extracurricular activities in which the child participates. These activities would
include, but are not limited to: scouting, youth groups, school parties, sleepovers, roller skating
parties, and birthday parties (see separate policy, 8.23 Extracurricular Activities). However,
discretion should be used when deciding whether CPS History Checks, Sex Offender Registry
Checks and/or LCH Checks are needed.
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http://www.in.gov/dcs/files/8.23_ExtraCurricular_Activities.pdf

[REVISED] Employees and Volunteers of the Prospective Adoptive Home, including Child
Care Providers

If the family utilizes a child care provider who is licensed by the Division of Family Resources
(DFR), all background checks have already been completed as part of the licensing process.
DCS should not complete additional background checks. Background checks are not required
on employees and/or volunteers of a prospective adoptive home including child care providers.
Discretion should be used when deciding if a CPS History Check, National Sex Offender
Registry, and/or Limited Criminal History Check are needed. Fingerprint-Based Checks sho%

not be conducted.

[NEW] Private Adoptions %

DCS does not conduct Fingerprint-Based Checks for domestic or international priv,
adoptions. The private agencies and/or legal representative will run Fingerprint-
through the Indiana State Police (ISP). The only exception is when the pro i
adoptive home is applying for AAP through DCS.

Checks
private

DCS will maintain confidentiality of all information gained during the bgekground check process,
following all applicable state and federal laws. See separate pollcygézx haring Confidential
Information.

>
Code References (b‘

IC 31-19-11-1: Decree; affidavit; criminal convLctlgm&nd juvenile adjudications

1.
2. 1C 31-19-7-1: Prior written approval of placemefts¥triminal history checks
3. IC 31-9-2-22.5: "Conduct a criminal history ¢ '
4. [NEW] IC 31-19-2-7.3: Waiver of criminal check requirements prohibited
5. 1C 31-19-2-7.5: Submission of inform&%r}) orms, or consents for criminal history check
6. IC 31-19-8-5: Agency report and endation; filing requirements; waiver of report
7. 1C 12-17.2-2-8: Licensure exemrfr%a
| PROCEDURE (\\ ”

The DCS local office or Llcer\%hlld Placing Agency (LCPA) adoption worker* will:

[REVISED] Nate: private adoption cases where the prospective adoptive parent is
applying for A%,\he LCPA adoption worker will complete the following procedure.

ity of each subject of the check, regardless of age (see separate policy,
2.9 Veérifyifg Identity); by reviewing one (1) available and valid, government-issued
ion document (ID) such as, but not limited to, a:
acz ial Security card,

. =Birth certificate,

Passport,

d. Photo identification card, or
e. Diriver’s license.

2. [REVISED] Have each subject of the check complete the Application for Criminal History
Background Check (SF53259/CW3610) using his or her legal name as it appears on the
current government issued picture ID: The subject of the check must sign and date the

1 In cases where the home study is contracted out, the “adoption worker” may either be the DCS or the LCPA
worker. The person conducting the home study would complete the required background checks.
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http://www.in.gov/dcs/files/2.6_Sharing_Confidential_Information.pdf
http://iga.in.gov/legislative/laws/2014/ic/titles/031/articles/019/chapters/011/
http://iga.in.gov/legislative/laws/2014/ic/titles/031/articles/019/chapters/011/
http://iga.in.gov/legislative/laws/2014/ic/titles/031/articles/009/chapters/002/
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http://iga.in.gov/legislative/laws/2014/ic/titles/031/articles/019/chapters/008/
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http://www.in.gov/dcs/files/2.9_Verifying_IdentityF.pdf
https://forms.in.gov/Download.aspx?id=6719
https://forms.in.gov/Download.aspx?id=6719

form. The adoption worker must place the original form in the file after completion of the

Background Check Process;

3. [REVISED] Register each person age 18 and older for a Fingerprint-Based Check,
unless he or she requests an Exception to Fingerprinting. This consists of the adoption
worker:

a. Completing the registration process for the purpose of adoption and making an
appointment for the subject of the check for electronic fingerprinting through the DCS
approved fingerprint vendor and providing the subject of the check with a copy of the
registration confirmation number given at the end of the registration process (if
unable to complete the registration/make the appointment, see “b”), @

b. Providing the subject of the check with the customized Instructions for Fin
registering for fingerprints if the adoption worker is unable to register bject of

DCS Adoptive Home Applicants, which provides step-by-step instructio

the check, and Q
c. Informing the subject of the check to use the same governme@ d ID used
during registration for fingerprints.

4. [REVISED] Ensure the subject of the check is successfully fi printed by obtaining the
results of the Fingerprint-Based Check from the COBCU$ COBCU will provide a
letter via e-mail to the DCS local office or LCPA cont fﬁe son handling all background
check material to inform him or her of the Fingerp t?&ed Check status. For additional
information concerning Fingerprint-Based Chegck S, see separate policy,13.8
Evaluating Background Checks for Adoptions;,\

Note: If fingerprints are rejected, follow th |Cs?Qctions on the Reprint Notice. A ‘reprint’
appointment must be scheduled. Do«‘%t?art a new registration or there will be a
duplicate charge for cost of printing. Provide the subject of the check a copy of the notice
if he or she will be scheduling his onher own ‘reprint’ appointment.

5. [REVISED] Conduct a Natignal Sex Offender Registry Check for all persons 14 years of
age and older and prin ults off of the Dru Sjodin National Sex Offender Public
website at http://www, w.gov/Core/Portal.aspx. If a match is found, refer to separate
policy, 13.8 Evaluatind\Bdcquound Checks for Adoptions;

Note: Narrow search by state if searching a common name results in multiple
matches. C e a search of every state the subject of the check has resided during
the past fi years.
A
6. [REVISED] Conduct a CPS History Check for all persons in Indiana by:
a, pleting Section A of the Indiana Request for a Child Protection Services (CPS)
$ istory Check (SF52802/CW2128);
¥ Having the subject of the check or representative, if a minor, complete Section B of
E 7 the Indiana Request for a Child Protection Services (CPS) History Check
(SF52802/CW2128); and
c. Completing a search of the Management Gateway for Indiana’s Kids (MaGIK) and
hardcopy files, if available, and reflect the results of the search in Section C.

Note: LCPAs are unable to access this information and will need to send a copy of
the Indiana Request for a Child Protection Services (CPS) History Check
(SE52802/CW2128) to COBCU or the DCS local office to be completed.
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7. [REVISED] Conduct a CPS search for every other state where a household member has
lived during the past five (5) years, if applicable. Locate information for a CPS
administrator to process the search request at
http://www.ccld.ca.gov/AdamWalshl 2609.htm (select “List of Contacts for Other State’s
Child Abuse and Neglect Registries”); and

Note: If a household member has CPS history in any state, refer to separate policy, 13.8
Evaluating Background Checks for Adoptions for further required action.

appropriate LEA corresponding to each residential address the subject of the has
resided in during the past five (5) years. If the LEA does not require its own form
or have a procedure, the Application for Criminal History Background Chégk,
(SF53259/CW3610), section titled “For Law Enforcement Use Only’, utilized.
Upon receiving the results of each check, see separate policy 13.B/Eva ating
Background Checks for Adoptions.

8. [REVISED] Conduct a local LEA Records Check by requesting a search from th% @

IPRACTICE GUIDANCE [REVISED] LA

If an individual is undocumented, the adoption worker sh ntact the COBCU for
instructions and approval as background checks, includi%| gerprints, are still required. The
fingerprint registration cannot be completed without | security number or the assistance
of the COBCU.

[REVISED] Undocumented Individuals ;z\»\

[REVISED] Notifying the Adoption Workef%ef Arrest, Conviction, or Substantiation of
Abuse or Neglect

The prospective adoptive home must o®\the adoption worker within 24 hours of the arrest,
conviction or substantiation of abuss orgeglect of the prospective adoptive parent, or a

household member. The adoptio ker and supervisor will evaluate the severity and
seriousness of the offense on a case-by-case basis. If there is an arrest that results in a
conviction or CPS substantia@the COBCU should be contacted for additional guidance and
instruction.

[REVISED] Reqisteri@or Fingerprints

If the adoption wor unable to complete the registration process for the subject of the check,
the worker is to ide the subject of the check with the step-by-step instructions for registering
for fingerprinti ough the DCS approved vendor. The instructions should include the correct
DCS Ioca)ﬁ)r LCPA, adoption worker’s name, adoption worker’'s phone number, and the
reason chB ting. The adoptive family must pay for all adoption fingerprint expenses.

Ex jon to Fingerprinting

If an Exception to Fingerprinting request is granted, COBCU will run an Indiana LCH check. The
adoption worker will provide the non-fingerprint based checks for all other states the subject of
the check has resided in during the past five (5) years to the COBCU. The COBCU will provide
a letter via e-mail to the DCS local office or LCPA contact person handling all background check
material and inform them of the clearance status resulting from the search.
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For purposes of the exception for a physical disability, a "qualified medical practitioner" means
the following:

A physician licensed under |C 25-22.5;

A physician assistant licensed under IC 25-27.5;

A physical therapist licensed under IC 25-27;

An advanced practice nurse licensed under |C 25-23;
A chiropractor licensed under IC 25-10; and

A psychologist licensed under |C 25-33.

ourwWNE

&2

Searching CPS History :

Search all available hardcopy records and complete a MaGIK search.

FORMS AND TOOLS NV
1. Application for Criminal History Background Check (SF53259/C\/\£6‘1®?
2. Request for Child Protection Service (CPS) History Check (SF52 W2128)
3. Background Check Matrix Adoptions Desk Guide 4@
RELATED INFORMATION [REVISED]
Exceptions to Fingerprint-Based Checks (b
Neither the court nor any other person or organlzatlo the authority to exclude the subject

of the check from completing all required backgro ecks The only exception to this is if
the COBCU grants an Exception to Fingerprinti ed in the above policy.

DCS may only complete Fingerprint-Based ks on those over whom DCS has statutory
authority to fingerprint.

outside the statutory authority, CM shall contact the Deputy Director of Placement
Support and Compliance fo

Special Finqerprintinq@g
Homebound

If the subject of a is unable to leave his or her home for fingerprinting, the adoption

If the FCM believes at any time thE is being required to complete background checks

worker should coptact the COBCU for appropriate instruction and approval.

[REVISED] Moreadable Fingerprints and Reprint Notice

Fingerprintsynay be rejected by Indiana State Police (ISP) or the Federal Bureau of

Inves '@ s (FBI) for a number of reasons. Each rejection is evaluated individually. For each

repriﬁ&notice issued the subject of the check must schedule a reprint appointment. COBCU
uest that a non-emergency Name-Based Check be processed if the individual’s

fingerprints are rejected. This may occur several times. If the worker receives the notification

of rejection and reprint appointment, this needs to be completed within 10 days. This must be

scheduled as a reprint appointment. The processing time for the Name-Based Check takes

longer than that of a fingerprint check.
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http://iga.in.gov/legislative/laws/2014/ic/titles/025/articles/22.5/chapters/001/
http://iga.in.gov/legislative/laws/2014/ic/titles/025/articles/27.5/chapters/001/
http://iga.in.gov/legislative/laws/2014/ic/titles/025/articles/027/chapters/001/
http://iga.in.gov/legislative/laws/2014/ic/titles/025/articles/023/chapters/001/
http://iga.in.gov/legislative/laws/2014/ic/titles/025/articles/010/chapters/001/
http://iga.in.gov/legislative/laws/2014/ic/titles/025/articles/033/chapters/001/
https://forms.in.gov/Download.aspx?id=6719
https://forms.in.gov/Download.aspx?id=6543
http://www.in.gov/dcs/files/Background_Check_Matrix_for_Adoptions_Desk_Guide.pdf

[REVISED] Checking the Status of a Fingerprint-Based Checks Report

The DCS local office COBCU contact person is provided access to the administrative website
to check the status of prints. Questions regarding the username and password for the website
may be e-mailed to the COBCU at background.checkunit@dcs.in.gov.

[REVISED] Limited Criminal History (LCH) Check

An LCH check is a name-based search of the ISP database that contains only felonies and
Class A misdemeanor arrests within the State of Indiana and can only be conducted on
individuals 18 years of age and older. This search should not be used if fingerprintin
being completed. Accuracy of this information is dependent upon local law enforce
participation. DCS may provide a copy of the Indiana LCH to the subject of the chec is
search is available online at https://secure.in.gov/apps/isp/ich/. This site may be d by
the general public and results are immediate. Designated DCS local office staffba access to

this site. For assistance with username or password issues, please e—me’ky

background.checkunit@dcs.in.qgov.

If any of the checks conducted by DCS are contested by the subject®f the check, the record
may be formally challenged by that subject. A Review Challen.gg% ccurate information
must be submitted to the arresting agency. For Indiana convw , this challenge would be

submitted to the ISP.
\‘b
0\%
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