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[ POLICY [NEW] A\ V|

persons! who:
1. Are applicants for a foster family home license; b\
2. Reside in the prospective resource home?; and
3. Work or volunteer in the home and have or will have direct con@gﬁn a regular and
continuing basis, with children who are or will be under the difagt supervision of the
applicant.

Y
The Indiana Department of Child Services (DCS) will complete a background ch@&ll

DCS requires Child Protection Services (CPS) History checks ﬁf persons aged 0 to 13 years
who live in the household. This will be done for the purpps&ofyassessing placement capacity
and compatibility. &

A background check for household members, em[w, and volunteers age 14 to 17 will
consist of the following criminal (or juvenile) and‘f» istory checks:

1. State Limited Criminal History Check; \4

2. Indiana State Juvenile History;

Note: There is no current pr, %S to complete checks 1 and 2 on 14 to 17 year olds.
Once a procedure is availagl local offices and Licensed Child Placing Agencies
(LCPAS) will be notified.
/7
3. Sex and Violent O Registry;
4. CPS History; a
5. Local Law Enf§r nt Agencies (LEA) and county sheriff records.

Note: Nd under age 14 can be fingerprinted.

A backgr eck for applicants, household members, employees, and volunteers age 18
and older Will gonsist of the following criminal (or juvenile) and civil history checks:
l%rprint-based National Criminal History (includes Indiana State Juvenile History and
erprint-based Indiana State Criminal History check);
?’Sex and Violent Offender Registry;
. CPS History; and
4. Local LEA and county sheriff records.

1 This does not include children who are under DCS supervision.
2 This includes any persons who, at the time the application is submitted, have been in the home for 21 days or
longer. The 21 days do not have to be contiguous.
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DCS requires background checks:
1. For every new household member?; and
2. Anytime the household has a new employee or volunteer who has or will have direct
contact, on a regular and continuing basis, with children who are or will be under the
supervision of DCS.

Note: Effective July 1, 2007, employees and volunteers for whom a criminal history
check is required have a 90-day provisional status while the criminal history is bein
conducted and evaluated. During this time, the employee or volunteer may not h@
direct contact with a child unless in the presence of another employee or volu téb‘ 0
has completed an approved criminal history check. When determining wh ’&)
provisionally hire or assign as a volunteer, the applicant or licensee mus %ﬁ r:
1. The training time required by an employee or volunteer; *i;
2. The safety and security of the children under the supervision @\e
licensee;
3. The safety and security of the other staff and volunteerﬁﬂrﬁng under the
supervision of the applicant or licensee; Q
4. The staffing concerns of the applicant or licensee; a\ﬁ
5. Any other factor relating to the safety and secur'tN e applicant’s or licensee’s
operation. \

pplicant or

DCS requires the applicant or licensee to complete the b%gground check process at initial
licensure and relicensure.

ﬁall employees or volunteers of the

ased criminal history check process at each
licensing annual review, a criminal history
juvenile) and civil history checks:

check will consist of the following crim %
1. Indiana State Limited Crimiaélﬁsv y check;

DCS requires the licensee, household members
resource family home to complete a nonfingerpN
annual review. For the purposes of foster

2. Indiana State Juvenile Hi

Note: There is no cuskgn¥?procedure to complete checks 1 and 2 on 14 to 17 year olds.
Once a procedure @ilable, DCS local offices or LCPAs will be notified.

3. Sex and Violef\t nder Registry;

4. Child ProtgCheg, Services History; and

5. Local L county sheriff records.

Note: £rim history checks for the annual review process do not require fingerprints.
Indjgn enile History checks are not required for anyone over the age of 22.
Wi%

D aintain confidentiality of all information gained during the background check process,
follifig all applicable state and federal laws. See separate policy, 2.6 Sharing Confidential
Information.

DCS requires the applicant or licensee to notify the licensing worker within 24 hours of the
arrest or conviction of the applicant or licensee or any household member.

3 DCS defines a new household member as anyone who has been in the home for 21 days or longer. The 21 days do
not have to be contiguous.
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http://www.in.gov/dcs/files/2.6_Sharing_of_Confidential_Information.pdf
http://www.in.gov/dcs/files/2.6_Sharing_of_Confidential_Information.pdf

See separate policies, 12.8 Receipt of Application, 12.30 Evaluation of Background Checks for
Foster Home Licensing, 12.18 License Denials, and 12.21 Revocations.

Code References
1. IC 31-9-2-22.5: Conduct a Criminal History Check
2. 1C 31-27-4-5: Applying for License

PROCEDURE R ﬁ)
The licensing worker will complete the following steps: Q\
1. Verify the identity of all individuals living in the home, regardless of age, wing an
available valid, government-issued identification document; e.g., Social\Secprity cards,
birth certificates, photo identification cards, and driver’s licenses. S arate policy,

2.9 Verifying ldentity; P

2. Complete a search for previous CPS history and evaluate. Che&end evaluate CPS
records for Indiana and all other states in which each indiyj is'known to have
resided for the past five (5) years. See separate policies, 1 valuation of
Background Checks for Foster Home Licensing and 121N.i¢ense Denials. In Indiana,
CPS history is checked by searching the electronic £ Protection Index (CPI) and all
hard copy records. The CPI database is accessiale ugh Indiana Child Welfare
Information System (ICWIS) or online at b\
http://www.in.gov/dcs/protection/onlineservicegshtml. Licensed Child Placing Agencies
(LCPAs) are unable to access this informat wid will need to send a copy of the
Request for a Child Protection Service S) History Check (SF52802/CW2128) form to
the DCS local office to obtain results. | other states, use the following link to locate

contact information for a CPS admi or who can process your search request:
http://www.acf.hhs.gov/acf comd%‘ .html#regions;

3. Conduct a check of the Se r%ﬁ ent Offender Registry for Indiana and for every state
in which the individual is 0 have resided for the past five (5) years. For Indiana,

the link is: http://www.insor.oBj/insasoweb/. For all other states, the link is

known to have for the past five (5) years; and

5. Prepare the fa r fingerprinting for the National Criminal History check by explaining
the fingerggl process.
a. The Ny Case Manager completes the Application for Criminal History Background

http://www.fbi.gov/hepmg#ac/registry.htm;
4. Search Local LE riff records for every county or state in which the individual is
il

rm and gives a copy to the applicant,
b. éhj plicant should be instructed to register for electronic fingerprinting online at
://dcsfp.sofn.net (The applicant can call 1-877-323-8885 if he or she does not
ave Internet access),

During the registration process, the applicant will be asked for the information
contained on the Application for Criminal History Background Check
(SFE53258/CW3610) form,

d. After the applicant provides this information, he or she will be prompted to select a
fingerprint location and will be prompted for payment (if payment is required),

e. Next, the applicant will be prompted to enter demographic data and then will be
given a bar code receipt. This completes the registration process, and
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http://www.in.gov/dcs/files/12_8_Receipt_of_Application.pdf
http://www.in.gov/dcs/files/12_30_Evaluation_of_Background_Checks_for_foster_family_home_licensing.pdf
http://www.in.gov/dcs/files/12_30_Evaluation_of_Background_Checks_for_foster_family_home_licensing.pdf
http://www.in.gov/dcs/files/12.18_License_Denials.pdf
http://www.in.gov/dcs/files/12.21__Revocations.pdf
http://www.in.gov/legislative/ic/code/title31/ar9/ch2.html#IC31-9-2-22.5
http://www.in.gov/legislative/ic/code/title31/ar27/ch4.html#IC31-27-4-5
http://www.in.gov/dcs/files/2.9_Verifying_IdentityF.pdf
http://www.in.gov/dcs/files/12_30_Evaluation_of_Background_Checks_for_foster_family_home_licensing.pdf
http://www.in.gov/dcs/files/12_30_Evaluation_of_Background_Checks_for_foster_family_home_licensing.pdf
http://www.in.gov/dcs/files/12.18_License_Denials.pdf
http://www.in.gov/dcs/protection/onlineservices.html
http://www.in.gov/icpr/webfile/formsdiv/52802.pdf
http://www.acf.hhs.gov/acf_contact_us.html#regions
http://www.insor.org/insasoweb/
http://www.fbi.gov/hq/cid/cac/registry.htm
http://dcsfp.sofn.net/
http://www.in.gov/icpr/webfile/formsdiv/53259.pdf
http://www.in.gov/icpr/webfile/formsdiv/53259.pdf

f. The applicant should then call the fingerprint location selected to see if an
appointment is necessary. The applicant must take the bar code receipt (or the
number listed on the bar code receipt) and the I.D. used during registration to the
fingerprint location selected. Fingerprinting cannot take place without these two items.

The Central Office Background Check Unit will provide a letter via email to the DCS local office
or LCPA contact handling all background check material informing him or her of the qualifyjng
status. The local DCS office or LCPA contact must inform the licensing worker of the final%
determination. The licensing worker will then inform the license applicant of the final
determination. If the applicant is disqualified based upon criminal history, the FCM \
summarize the results of the checks in ICWIS (without referencing specific convijg}i . If the
fingerprint applicant provides an email address during registration, they will als %ive notice
of the results. \

%
| PRACTICE GUIDANCE WO
\\J
N/A N
\
| FORMS AND TOOLS AN
Y

1. Application for Criminal History Background k (SF53259/CW3610)
2. Request for a Child Protection Services {C@ istory Check (SF52802/CW2128)

Administrative Website

Upon request, DCS local offices a ther private agency staff will be provided access to the

administrative website to chggk she status of fingerprint applicants associated with their DCS
r

N
RELATED INFORMATION _R,Q)V

local office or private age obtain a user name and password to access the administrative

website, contact the Bg@) d Check Unit at Background.Checkunit@dcs.in.gov.
Special Finqerpridb&l sues

Homebound: If Wiwdual is homebound and cannot appear at a facility for fingerprinting,
contact the Indi tate Police (ISP) and request that someone be sent to the individual’s
home to g@ the fingerprinting. If additional assistance is needed, contact the Background
Check U

le Prints: For a variety of reasons, an individual’s fingerprints may be unreadable.

t cards may be rejected by ISP or the Federal Bureau of Investigation (FBI) for the
following reasons: smudged prints, not fully rolled, fingerprints too light or too dark, double prints
in one box, or all five (5) prints not on the same card. When this occurs, naotification will be sent
to the applicant that they must be reprinted. If the subject’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 card by ISP
does not count as an FBI rejection. If prints are rejected multiple times by ISP and are deemed
unreadable (e.g. due to skin condition or age), they will be sent to the FBI for a manual read.
The timeframe for a manual read is longer than a routine check.
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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 check to the subject.
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 based.

challenged. A Review Challenge of inaccurate information must be made to the state an

If any of the checks conducted by DCS reveal an inaccurate record, the record may be fogﬁsﬂy
0
agency that posted the record. To refute inaccurate Indiana criminal history records 0\

information, please request a Review Challenge from the ISP.

Disclosing State Limited Criminal History Check Information to the Subiennmthe Check
DCS may provide a copy of the state limited criminal history check to the su%\oﬁhe check or
the subject’s employer. 7

If any of the checks conducted by DCS reveal an inaccurate recon{@ ord may be formally

challenged. A Review Challenge of inaccurate information must be to the state and/or
agency that posted the record. To refute inaccurate Indiana cri [istory records or
information, please request a Review Challenge from the I%

Indiana State Juvenile History >

At the present time, ISP does not have a procedure ir@ac for DCS to obtain this information

for 14-17 year olds without fingerprints. DCS will ﬂ staff once this procedure is in place.
[

Indiana Limited Criminal History \4\

A Limited Criminal History contains only fe&} and Class A misdemeanor arrests within the
State of Indiana and can only be cond those individuals 18 years of age and older.
Completeness of this information isgj pon county participation. This search is available

online at https://secure.in.gov/app€ipACh/. The user must submit a valid password to run the
guery. Results are immediate. For

Istance with password issues, please email

FieldOps@dcs.in.gov. /7
Note: At the presen{tj ;SP does not have a procedure in place for DCS to obtain this
information on 147 r olds without fingerprints. DCS will update staff once this
procedure is i

Additional
the request for Client ID (it is an optional field). Do not agree to a fee if you are
asked. Th¥gis/an indication that the login was incorrect at the first screen. Answer the following
ques@ this manner:

ou have not-for-profit status? NO
2! o you have an ISP customer number? NO
3.7 Are you currently an Access Indiana subscriber? YES
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