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| STATEMENTS OF PURPOSE |

The Indiana Department of Child Services (DCS) requires background checks for the purpose of

residential and child placing agency licensing (referred to collectively as “DCS-lic d
agencies”) on all persons who are a(n): r{
1. Employee, volunteer, contractor, and/or intem in DCS-licen agercies;

2. Manager of a DCS-licensed agency; or
3. Licensing applicant of a DCS-licensed agency

The following background checks will be conducted on DCS-licensed agencies:
Fingerprint-Based National Criminal History Check (Figgenprint-Based Check);

Child Protective Services History Check (C %Jheck);

National Sex Offender Registry Check; and

Local Criminal Court Records Check

hoON =

The type of background check conducted w gased on the age of the subject of the check.

Fingerprint-Based Checks conducted specific DCS-licensed agency and purpose may not
be used for the same purpose at a diff CS-licensed agency or adifferent purpose at the
same agency unless appr(a/ed DGS.

Initial and Relicensure of S-licensed Agency
Background checksApill st e following:
1. Forall person d older:

a. Fingerpgigt- Check,
b. CPS History Check in every state the subject of the check has lived in the last five
(5)yea

c. N al Sex Offender Registry Check in every state the subject of the check has
lived e last five (5) years, and

Criminal Court Records Checks in every criminal court jurisdiction the subject
of the check has lived in the last five (5) years.

2. Forall persons age 14 to 17 years, the background check will consist of the following:

a. CPS History Check in every state the subject of the check has lived in the last five
(5) years, and

b. National Sex Offender Registry Check in every state the subject of the check has

resided during the past five (5) years for all possible aliases.
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New Hires
Once a DCS-licensed agency has an active license, all background checks must be completed
and passed for all new employees, volunteers, contractors, and/or interns.

The DCS-licensed agency will have to complete another background check on
employees/volunteers/contractors/intems if the agency license is being renewed and more than
one (1) year has passed since they were printed.

Exceptions to Fingerprinting

The only exception to fingerprinting a subject of the check is if he or she has a physi isability

that makes it impossible to obtain the subject’s fingerprint. The exception doe;

subjects of the checks who can be printed but the quality of the fingerprints i§'po

exception can only be granted by the DCS Central Office Background Check Unit (CQBCU) and

is for limited and case-specific situations, such as the following:
1. When the individual does not have fingers;

2. When a person trained to take fingerprints has documente the subject of the
check’s disabling condition prevents fingerprinting; or
3. When a qualified medical practitioner has document ubjecpof the checks

disabling condition prevents fingerprinting.

the COBCU:

isabling condition; and

to take fingerprints or qualified
oes not have fingers.

To receive an exception, the following must be sent
1. Aletter requesting the exception and explai

2. Therequired documentation from the persol
medical practitioner or evidence tha

rain
e individu

If the exception is granted, a nonfingerprint-f eckis requiredin every state the subject of
the check has lived in the last five (5) years. iana, the required check is the Indiana
Limited Criminal History (LCH) Check.@ gerprint exception must be requested and

granted each time fingerprinting is rgquifed (8ee Practice Guidance).

Annual Reviews L
DCS recommends that all D
interns that are requiced
the following annua

1. CPS History Ch

licensed agency employees/volunteers, contractor, and/or

. er Registry Check; and
3. Local Cgi urt Records Check (age 18 and older).

Code Réferences

31-27-3-3: Apply forlicenses: criminal history checks

IC 31-27-3-5: Grounds for denial of license applications; waiver
IC 31-27-5-4: Apply forlicenses; criminal history checks

IC 31-27-5-6: Grounds for denial of license applications; waiver
IC 31-27-6-2: Apply forlicenses: criminal history checks

IC 31-27-6-3: Grounds for denial of applications; waiver

IC 31-9-2-22.5: Conduct a criminal history check

NogkRwd =
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http://www.in.gov/dcs/files/2.6_Sharing_Confidential_Information.pdf
http://iga.in.gov/legislative/laws/2020/ic/titles/031/#31-27-3-3
http://iga.in.gov/legislative/laws/2020/ic/titles/031/#31-27-3-5
http://iga.in.gov/legislative/laws/2020/ic/titles/031/#31-27-5-4
http://iga.in.gov/legislative/laws/2020/ic/titles/031/#31-27-5-6
http://iga.in.gov/legislative/laws/2020/ic/titles/031/#31-27-6-2
http://iga.in.gov/legislative/laws/2020/ic/titles/031/#31-27-6-3
http://iga.in.gov/legislative/laws/2020/ic/titles/031/#31-9-2-22.5
http://www.in.gov/legislative/ic/code/title35/ar48/ch4.html
http://www.in.gov/legislative/ic/code/title35/ar48/ch4.html

| PROCEDURE

DCS residential licensing specialist will ensure that the licensing applicant for the DCS-licensed
agency completes all steps of the background check process on him/herself and attaches these
results to the application for licensure or relicensure when submitting for approval to the DCS
Central Office Residential Licensing Unit.

DCS residential licensing staff will check for compliance with the following steps:
The DCS-licensed agency will complete the following background checks for all re
personnel:

1. Verify the identity of each subject of the check, regardless of age (se
Verifying Identity), by reviewing one (1) available and valid, governmegnt-i
identification document such as, but not limited to a:

Driver’s license,

b. Photo identification card, /
c. Passport,

d. Social Security card, or

e. Birth certificate.

o

2. Have the subject of the check complete the Application for Gfiminal History Background
Check (SF 53259) using their legal name asg on a current government issued
picture ID.
a. The subject of the check must sign and date the form, and
b. Place the original in the subject’ rsonnel {ile after the completion of the

background check process.

3. Register the person age 18 and glde e Fingerprint-Based Check, unless
requesting an Exception to Fing

ri 1ting, which consists of:
a. Completing the registration for subject of the check for electronic
fingerprinting throughthe\DCS approved fingerprint vendor and provide the subject
n confirmation number given at the end of the

with a copy of the
registration proc
b. Providin ) jectiof the check with the customized step by step instructionsfor

registerin rints if the agency is unable to complete the registration
themsel gistering for fingerprinting below),

c. Informinhg th ject of the check to use the same government issued identification
us inggregistration for fingerprints,

d. E ing the subject of the check is successfully fingerprinted,

Obtamimg the results of the Fingerprint-Based Check, the COBCU will provide a
via e-mail to the agency contact person handling all background check material
and inform them of the Fingerprint-Based Check status.

i. If fingerprints are rejected, follow the instructions on the Reprint Notice. A ‘reprint
appointment must be scheduled. Do not start a new registration or there will be a
duplicate charge for the cost of printing. Provide the subject of the check a copy
of the notice if they will be scheduling their ‘reprint appointments themselves,
and

ii. For all other results see policy, 13.2 Evaluation of Background Checks for
Licensed Residential Agencies and Child Placing Agency.
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http://www.in.gov/dcs/files/2.9_Verifying_IdentityF.pdf
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
http://www.in.gov/dcs/files/13_2_Evaluation_of_Background_Checks_for_Licensed_Residential_Facility_and_Child.pdf
http://www.in.gov/dcs/files/13_2_Evaluation_of_Background_Checks_for_Licensed_Residential_Facility_and_Child.pdf

4. Conduct a National Sex Offender Registry Check for all persons and print off the results
via the Dru Sjodin National Sex Offender Public website at http://www.nsopw.gov. If a
match is found, referto policy, 13.2 Evaluation of Background Checks for Licensed
Residential Agencies and Child Placing Agency.

Note: If searching acommon name and results show multiple matches, narrow the
search by state. If this occurs, search every state the subject has lived in for the past five
(5) years.

5. Conduct a CPS History Check for all persons:

a. ForIndiana:
i. Initiate the necessary search utilizing the CPI/CPS electronic @?ubmi ion;
ii. The agency will complete Section A of the Indiana Request fo Chil?tection

Service (CPS) History Check (SF 52802); or
iii. The subject of the check, or representative if a minorgwill Corwate ection B.

Note: DCS-licensed agencies are unable to access the
complete this check and will need to send a c he In
Child Protection Service (CPS) History Check (S

ssary information to

na Request for a
02) the DCS local office.

b. Forall other states, conduct a CPS Histo chec?ar for every other state the
individual has lived for the past five (5) if applicable, locate information for a
CPS administration or local office design€e to process your search request at Out-of-
State CPS Contact List, and

c. Referto policy, 13.2 Evaluation 0 ckaround Checksfor Licensed Residential
Agencies and Child Placing Age rther required action if the subject of the

check has CPS history in any st

Note: DCS-licensed agenci up@able to access this information and will need to:
i. Send a copy of the IndianaRequest for a Child Protection Services (CPS)
History Che@k ( 2) to the DCS local office for completion; or
ii. Submit requegts to COBCU using the KidTraks Vendor Portal, by signing in to
the case ag t system.

6. Conduct a Local'@timinal Court Records Check for all persons age 18 and older who
work, volugiteer,orjare contracted by a DCS-licensed agency by completing a court
luding all aliases, within each county court, as well as applicable city
the subject resided in the past five (5) years. For furtherinstructions
ting Local Criminal Court Records Checks, see the Local Law Enforcement

wh

Notifying DCS of Arrest, Convictions or Substantiation of Abuse or Neglect

DCS requires the applicant and/or his or her agency’s Human Resources Department or
designee to notify the assigned Central Office Residential Licensing Unit Consultant within 24
hours of the arrest, conviction, or substantiation of abuse or neglect of the applicant or any
employee/volunteer/contractor/intern in the agency. The Central Office Residential Licensing
Unit Consultant should evaluate the severity and seriousness of the offense on a case-by-case
basis and contact COBCU if additional guidance is needed.
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http://www.nsopw.gov/
http://www.in.gov/dcs/files/13_2_Evaluation_of_Background_Checks_for_Licensed_Residential_Facility_and_Child.pdf
http://www.in.gov/dcs/files/13_2_Evaluation_of_Background_Checks_for_Licensed_Residential_Facility_and_Child.pdf
https://forms.in.gov/Download.aspx?id=6543
https://forms.in.gov/Download.aspx?id=6543
https://forms.in.gov/Download.aspx?id=6543
https://forms.in.gov/Download.aspx?id=6543
https://www.in.gov/dcs/files/Out_of_State_CPS_Contact_List.pdf
https://www.in.gov/dcs/files/Out_of_State_CPS_Contact_List.pdf
http://www.in.gov/dcs/files/13_2_Evaluation_of_Background_Checks_for_Licensed_Residential_Facility_and_Child.pdf
http://www.in.gov/dcs/files/13_2_Evaluation_of_Background_Checks_for_Licensed_Residential_Facility_and_Child.pdf
https://forms.in.gov/Download.aspx?id=6543
https://forms.in.gov/Download.aspx?id=6543
https://www.in.gov/dcs/files/Local%20LEA%20Instructions%20Effective%207.1.17.pdf
https://www.in.gov/dcs/files/Local%20LEA%20Instructions%20Effective%207.1.17.pdf

Registering for Fingerprints

If the agency’s Human Resources Department or designee is unable to complete the
registration process for the subject of the check, the subject of the check is to be provided a
copy of the step-by-step instructions for registering for fingerprinting through the DCS approved
vendor that has been customized to the correct agency or agency name, Human Resources
personnel’s or designee’s name, that person’s phone number and the correct reason for
printing, and will also include the agency’s billing code for those agencies having an escrow
account and who choose to pay the expense of printing for the subject.

Exception to Fingerprinting

If an Exception to Fingerprinting request is granted, COBCU will run an India
agency will provide the checks for all other states the subject of the check h
the past five (5) years to the COBCU. The COBCU will provide a letter via e-
or agency contact person handling all background check material and inform the
clearance state resulting fromthe search.

ed in during
agency
he

For purposes of the exception for a physical disability, a "qualified medi actitioner" 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 .
A chiropractor licensed under IC 25-10.
A psychologist licensed under |C 2583.

2 S

| FORMS AND TOOLS

1. Application for Criminal History.
2. Request for a Child Protectign
3. Out-of-State CPS Contact Li
4. Local Law Enforcefhen

karound Check (SF 53259)
iges (CPS) History Check (SF 52802)

Instructions

| RELATED INFO

If the subject of a
worker should,con

ecklisunable to leave his or her home for fingerprinting, the licensing
e COBCU for appropriate instruction and approval.

rprints and Reprint Notice
be rejected by Indiana State Police (ISP) or the FBI for anumber of reasons.
ction is evaluated individually. For each Reprint Notice issued the subject of the check
ule areprint appointment. Once the necessary number of rejections within the
appropriate timeframe has been obtained, COBCU will request that a non-emergency Name-
Based Check be processed. Once the name based check has been requested, the processing
timeframe is longer than a fingerprint-based check.

Inaccurate Criminal Records

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 arresting
agency. For Indiana convictions, this would be made to the ISP.
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http://iga.in.gov/legislative/laws/2020/ic/titles/025/#25-22.5
http://iga.in.gov/legislative/laws/2020/ic/titles/025/#25-27.5
http://iga.in.gov/legislative/laws/2020/ic/titles/025/#25-27
http://iga.in.gov/legislative/laws/2020/ic/titles/025/#25-23
http://iga.in.gov/legislative/laws/2020/ic/titles/025/#25-10
http://iga.in.gov/legislative/laws/2020/ic/titles/025/#25-33
https://forms.in.gov/Download.aspx?id=6719
https://forms.in.gov/Download.aspx?id=6719
https://forms.in.gov/Download.aspx?id=6543
https://www.in.gov/dcs/files/Out_of_State_CPS_Contact_List.pdf
https://www.in.gov/dcs/files/Local%20LEA%20Instructions%20Effective%207.1.17.pdf

