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children supervised by the agency.

For DCS contractors, a “background check” will consist of t
civil history checks:
1. Fingerprint-based National Criminal History which in
History and fingerprint-based Indiana State Criminal
2. Sex and Violent Offender Registry
3. Child Protection Services History
4. Local law enforcement agencies (LE

A $39.00 fingerprint processing fee per applica de employee, and a $33 fingerprint
processing fee per volunteer or interpgwi . The"Central Office Background Check
Unit will accept a certified check or m ayable to the “Treasurer of the State of
Indiana” to cover the cost of e [ ard submitted for processing. The DCS
Background Check Unit will
received. The applicant will
must be sent to the Central

ment where the prints are taken. Payment
nd Check Unit with the application and “Applicant”

A new background check will be required for the employee/volunteer/intern if the agency
contract is being renewed and more than one year has past since the employee/volunteer/intern
was printed.

DCS will maintain confidentiality of all information gained during the background check process,
following all applicable state and federal laws. Refer to separate policy, Chapter 2
Confidentiality of Background Check Data.

Each contractor will maintain records of all information received concerning background checks.
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DCS will require the contractor to notify the DCS Deputy Director or designee within 24 hours of
the arrest or conviction of any employee/volunteer/intern in the agency.

Code References
IC 10-13-3-27 Disclosure of State Limited Criminal History Check Information
IC 10-13-3-38.5 Conducting Fingerprint Criminal History Checks for Contractors

PROCEDURE

Prior to submitting the contract for signature, the contractor will complete the following steps
for all employees, volunteers or interns who have direct contact, on a regularaad continuing
basis, with children supervised by the agency:

1. Verify the identity of all individuals by reviewing an available valid

2. Complete a search for previous child [protection serV|c
Check and evaluate CPS records for all other stat
to have resided for the past five (5) years. Refer to
Background Checks for DCS Contractors.

Note: For Indiana records, contractors are u s this information and will
need to send a copy of the Request for vice (CPS) History Check
form to the local DCS office to obtai te records, each state will

5 ern for fingerprinting by explaining the fingerprinting
6.
7.
8. When\the contractor receives the completed fingerprint cards, forms, and payment the

contractor will document receipt of the items before forwarding them to the Central Office
Background Check Unit. The vendor will verify that the following information is
completed legibly on the fingerprint card:
a. Signature of applicant on the card (Signature of Person Printed) in black ink.
b. Printed first and last name (include middle initial, if applicable).
c. Date applicant was printed.
d. Reason printed. Use one of the following codes:
i. Employment
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ii. DCS contractors (IC 10-13-3-38.5)
e. Social Security number.
f. Sex, race, height, weight, eye color, hair color, place of birth and date of birth.
g. Agency name in “Reason Printed” box. Make a copy of the fingerprint card prior to
sending it to the Central Office Background Check Unit.

After receiving and reviewing the results of the state and national checks from ISP, the
Central Office Background Check Unit will provide a letter to inform the contractor of the
gualifying status. The contractor must inform the employee//volunteer/intern of the final
determination. If that individual has a qualified status based upon criminal history, the
individual may begin working directly with children supervised by the

is conditionally disqualified or disqualified, refer to separate pg

of Background Checks for DCS Contractors.

| PRACTICE GUIDANCE

| FORMS AND TOOLS

Forms

e Application for Criminal History Backg
e Tracking National Criminal History and ile ry Reports
e Request for Child Protection Se tory €heck

RELATED INFORMATION

The Indiana Dep [ ices (DCS) will complete a background check on
CS contractors if the individual has or will have direct
and continuing basis, with children supervised by the agency.

EA or sheriff's office or Indiana State Police post or DCS

. After taking the fingerprints, the Application for Criminal History Background Check and
completed fingerprint cards will be returned to the employee/volunteer/intern. That
individual is responsible for returning the cards, along with the completed form (and
payment, if applicable) to his/her employer, volunteer agency or other institution.
The employer/volunteer agency will send the following to the DCS Background Check
Unit:

a. The completed Application for Criminal History Background Check.

b. The applicant fingerprint card.

c. The appropriate payment for each applicant fingerprint card to be processed.
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Completing the Fingerprinting Forms

1. The agency will complete the information inside the box titled “To be completed by
Licensed Child Placing Agency, DCS Licensed Residential Care or Contract Personnel”
on the top of the Employee/Volunteer form.

2. The employee/volunteer/intern completes all remaining information on the
Employee/Volunteer form.

3. The agency provides the employee/volunteer/intern with one photocopy of all completed
forms and retains the originals for the licensing or contract file.

or for whom the person volunteers.

2. The contractor documents the date and time that the
payment were received and carefully checks all forms
Fingerprint Log Sheet.

3. The contractor mails all cards, forms, and if applicable, entral Office
Background Check Unit, Indiana Departmen ild Services, 402 W. Washington St.
MS 049, Indianapolis IN 46204. 1t will be sufficiently large envelope to
avoid bending, creasing or folding the fi
do not arrive in good condition.

4. The DCS Central Office Background Che i ers the cards to the ISP
headquarters at Indiana Gover

(FBI). The FBI conducts returns a report to ISP.
6. The DCS Central Offic
History, Indiana Finge
reports from ISP head@uarters whenthey become available, usually within a couple

weeks.
7. The DCS Cej Check Unit evaluates the report. Please refer to
separate p valuating Background Checks for DCS Contractors.

Special Fingerp g Issues
C a variety of reasons, an individual’'s fingerprints may be unreadable.

reprinted. e applicant’s fingerprints are rejected by the FBI twice, ISP will coordinate with
the FBI to allow for a Name-based National Criminal History Report to be generated without
follow-up fingerprints. Rejection of the fingerprint cards by ISP does not count as an FBI
rejection.

Checking the Status of a Fingerprint-based National Criminal History Report
To learn the status of a Fingerprint-based National Criminal History Report, please contact the
Central Office Background Check Unit at Background.CheckUnit@DCS.IN.Gov.
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Disclosing National Criminal History Check Information to the Subject of the Check
DCS may disclose the specific crimes that disqualified the subject of the criminal history check
to the subject if the disqualifying decision is challenged. The subject of the check may
challenge the decision by asking for specific details of the crimes that resulted in the
disqualification. DCS may disclose to the employer the general category (listed felony,
general felony or misdemeanor) on which the decision was made.

If any of the checks conducted by DCS reveal an inaccurate record, the record may be

formally challenged. A Review Challenge of inaccurate information must be made to the State
and/ or agency that posted the record. To refute inaccurate Indiana criminal history records or
information, please request a Review Challenge from the Indiana State Pg

or the subject’s employer.

If any of the checks conducted by DCS reveal an inaccur
formally challenged. A Review Challenge of inaccurate in ade to the State
and/ or agency that posted the record. To refute inaccurat i imibal history records or
information, please request a Review Challenge f [

Indiana State Juvenile History
This check will be initiated automatically [ ingerprint card for the
National Criminal History report. ISP will co arch and send the results to the DCS
Central Office Background Check Unit. A co nile history is included with the

Sex and Violent Offender
This is a registry of individ
Indiana, the link is: http://
www.fbi.gov/hg/cid/cac/st

sasoweb/. For all other states, the link is:
egistry is a public record.

CPS History
In Indiana, CR S _checked by searching the electronic Child Protection Index (CPI)

and all hard cof @i.complete a CPS history check, please submit the Request for
Child Protection Service (CPS) History Check to your local DCS office.
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