INDIANA DEPARTMENT OF CHILD SERVICES
CHILD WELFARE MANUAL

INDIANA
TR | Chapter 8: Out-of-Home Services Effective Date: October 1, 2007
CHILD
Nany(eay | Section 6: Conducting Background Checks | y/arsion: 2
for Unlicensed Placements
A
|_PoLICY ALY |

The Indiana Department of Child Services (DCS) requires Child Protection SenAc
history checks on all persons age 0 to 13 years who live in the household. This\s #0r the
purpose of assessing placement capacity and compatibility.

g
For unlicensed relative placements, there is no fingerprint processing fee for the %@X‘nt(s).
r\< % PS)

/
Prior to placing a child in an unlicensed home, DCS will complete a ound check on all
persons! age 14 and older, who live, volunteer, or work in that hou .
For unlicensed placements, a background check for person }{a}u - 17 will consist of the
following criminal (or juvenile) and civil history checks: 6

1. State Limited Criminal History Check;

2. Indiana State Juvenile History;
Note: There is no current procedure to ¢ ete this check. Once a procedure is
available, DCS local offices and Licens% ild Placing Agencies (LCPAS) will be
notified.

3. Sex and Violent Offender Re &%«
4. CPS history; and
5. Local Law Enforcement Agengtes (LEA) and/or county sheriff records.

/
For unlicensed placementckground check for all persons age 18 and older will consist of
the following criminal (Q¢'jyuveWle) and civil history checks:
1. Fingerprint-Bage tional Criminal History which includes Indiana State Juvenile
History an gerprint-Based Indiana State Criminal History Check;

2. Sex an ent Offender Registry;
3. CPS Lsyoyyg’and
4. Logat L84 and/or county sheriff records.
DCS guires background checks for:
: ery new household member?; and
%’A new employee or volunteer in the household who has or will have direct contact, on a
regular and continuing basis, with children who are 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 being

1 This does not include children who are under DCS supervision.
2 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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conducted and evaluated. During this time, the employee or volunteer may not have

direct contact with a child unless in the presence of another employee or volunteer who
has completed an approved criminal history check. When determining whether to
provisionally hire or assign as a volunteer, the applicant or licensee must consider:
1. The training time required by an employee or volunteer,;
2. The safety and security of the children under the supervision of the applicant or
licensee;
3. The safety and security of the other staff and volunteers working under the \
supervision of the applicant or licensee;
4. The staffing concerns of the applicant or licensee; and \
5. Any other factor relating to the safety and security of the applicant’s ee’s
operation. P{D

Background checks may be conducted when moving a child to the custody e noncustodial
parent. Noncustodial parents cannot be licensed to provide care for théi cHild (see Related

Information). Q
&

If all members of the household have completed a DCS backg heck within the past year,
DCS will not conduct a new background check if a subseq t\&Ia ement is made in the same
unlicensed home, unless ordered by the court. Backgroyn ks conducted for unlicensed
relative placements can be used for foster care Iicensing% adoption as long as less than one
(1) year has lapsed since the check was completed. TRe evaluation criteria are different for
these three actions. Therefore, the Central Officeﬁ round Check Unit must reevaluate the

gualification status of the applicant. \
DCS requires the applicant to notify the Fa Q):ase Manager (FCM) within 24 hours of the

arrest or conviction of the applicant/lic r any household member.

application for initial licensure. T lication must be signed and dated prior to placement of
a related child. An applic?@winitial licensure consists of one of the following:

All unlicensed relative placements%é egin the licensing process, by completing an
he

1. Completion of the Based Criminal History Check and signature on the Application
for Criminal HisigryBd¢kground Check (SF 53259/CW3610); and
2. Completion of plication for a Foster Home License (SF10100/CW0317).

Applicants whg ot meet the criteria to be licensed will be denied licensure and then can be
considered f nsed placement status. See separate policies, Chapter 12.18 Denials and
Chapter 8, 7°E ations of Background Checks for Unlicensed Placements.

DCS Intain confidentiality of all information gained during the background check process,
fol}% Il applicable state and federal laws. See separate policy, Chapter 2.10 Conducting
Ba yq und Checks for DCS Contractors.

Code References
1. IC 31-34-4-2: Placement of Child with Relative; Criminal History Check Required:;
Exceptions
2. 1C 10-13-3-31: Release of Data to Subject Person; Fee; Challenge of Data Authorized
3. IC 10-13-3-27.5: Record Check by Department of Child Services Under Exigent
Circumstances
4. IC 31-9-2-22.5: Definition of Criminal History Check
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http://www.in.gov/dcs/files/53259(1).pdf
http://www.in.gov/dcs/files/53259(1).pdf
http://www.in.gov/icpr/webfile/formsdiv/10100.pdf
http://www.in.gov/dcs/files/12.18_License_Denials.pdf
http://www.in.gov/dcs/files/8.07_Evaluation_of_Background_Checks_for_Unlicensed_Placments.pdf
http://www.in.gov/dcs/files/2.10_Conducting_Background_Checks_for_DCS_Contractors.pdf
http://www.in.gov/dcs/files/2.10_Conducting_Background_Checks_for_DCS_Contractors.pdf
http://www.ai.org/legislative/ic/code/title31/ar34/ch4.html#IC31-34-4-2
http://www.ai.org/legislative/ic/code/title31/ar34/ch4.html#IC31-34-4-2
http://www.ai.org/legislative/ic/code/title10/ar13/ch3.html#IC10-13-3-31
http://www.ai.org/legislative/ic/code/title10/ar13/ch3.html#IC10-13-3-27.5
http://www.ai.org/legislative/ic/code/title10/ar13/ch3.html#IC10-13-3-27.5
http://www.in.gov/legislative/bills/2005/SE/SE0529.1.html

IC-34-18-6.1: Predisposition Report; Contents

IC 31-26-5: Family Preservation Services

IC 31-34-20-1.5: Placement in Household with Certain Individuals Prohibited:;
Exceptions; Criminal History Checks

8. 240 1AC Article 6: Criminal History Record Information Indiana State Police Department

No o

| PROCEDURE

A~

|
Emergency and Non Emergency Relative Placements (both use steps 1-10 outlined b N\
The FCM will complete the following steps:

1. Verify the identity of all individuals living in the home, regardless of age, mwing
one (1) available and valid, government-issued identification document\z.g. Social
Security cards, birth certificates, photo identification cards, and drivef s{{kenses). See
separate policy, 2.10 Conducting Background Checks for DCSK:EU rs;

h

2. Complete a search for all individuals in the home, regardless offaye’ for previous CPS
history for Indiana and for every state the individual has liv (%; past five (5) years.
See separate policy, 8.7 Evaluation of Background Che se\o licensed Placements.
In Indiana, CPS history is checked by searching the els\%\?i\: Child Protection Index

h

(CPI) and, to the extent possible, all hard copy reco CPI database is accessible
through the Indiana Child Welfare Information Sy, e% WIS) or online at
http://www.in.qov/dcs/protection/onlineservices.ht%»l:or all other states, use the
following link to locate contact information for PS administrator who can process your

search request: http://www.acf.hhs.qov/gc%) ct_us.html#regions;

Note: For Indiana records, LCPAs ar )ﬁa}fe to access this information and will need to
send a copy of the Request for aﬁw@rotection Service (CPS) History Check
(SF52802/CW2128) form to thg ocal office to obtain results.

3. Complete an Indiana State@
Note: There is no cumgf procedure to complete this check. Once a procedure is
available, DCS lo ;% es and LCPAs will be notified.

4. Conduct a ché &e Sex and Violent Offender Registry for Indiana and for every state
in which tﬁp idual is known to have resided for the past five (5) years. For Indiana,

d Criminal History Check for all persons 14 -17;

. /lwww.insor.org/insasoweb/. For all other states, the link is

) i.gov/hg/cid/cac/reqistry.htm;

5. Cahducan LEA and/or sheriff records check for every county and state the individual is
o have resided for the past five (5) years;

G%are the family for fingerprinting for the National Criminal History Check by explaining

o)

the fingerprinting process:
E Y2. The FCM completes the Application for Criminal History Background Check
(SE53259/CW3610) form and gives a copy to the applicant. The original should be
placed in the file as this is an application for licensure,
The applicant should be instructed to register for electronic fingerprinting online at
http://dcsfp.sofn.net (the applicant can call 1-877-323-8885 if he or she does not
have Internet access),
c. During the registration process, the applicant will be asked for the information
contained on the Application for Criminal History Background Check

=3
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(SF53259/CW3610),

d. After the applicant provides this information, he or she will be prompted to select a
fingerprint location,

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

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 tw
items.

NOTE: As of October 1, 2007, DCS will no longer accept paper fing %\,unless
it is a reprint of a smudged print. ?%

7. Summarize the results of the checks, (without referencing specific C@CIIOI’IS etc.),
and the decision in ICWIS in 'Contacts." The Central Office B rdund Check Unit will

provide a letter via email to the DCS local office contact ha Il background check
material informing them of the qualifying status. The DCS I ffice contact must
inform the FCM of the final determination. The FCM mform the prospective
placement resource of the final determination of th f the applicant is
disqualified based upon criminal history, the FC marize the results of the
checks (without referencing specific conV|ct|ons) IS. If the fingerprint applicant
provides an email address during registration |II also receive notice of the results;
8. For conditionally disqualified or disqualified,; separate policy,8.7 Evaluation of

Background Checks for Unlicensed Platg ts; and
9. At the appropriate time, the FCM willé?iﬁfrt the results of the background checks to the
court.

1. Request a Name-Based Crimral History Check by contacting the Indiana State Police
QeA~CM must call 317-232-8294 or 800-622-4961 and identify him
igned password and challenge question. Convey all required
ffom the Application for Criminal History Background Check

ISP will not run the check if any of the required information is

Complete These Additional %@Emergency Placements

(ISP) Headquarters.
or herself through af
identifying inforggatio
(SF53259/CWA6 Q)
missing;

Withi X’rs3 after requesting the check, transmit a copy of the Application for
CripnthaNdistory Background Check (SF53259/CW3610) to ISP, attention: Data

é ations by fax: 317-234-4427 or email: DOC@ISP.state.in.us.

e form is not complete until it is signed and dated, and
The form must be signed and dated prior to any placements being made in the
?’ home

Note: DCS MUST comply with this step. Failure to do so places the interagency
agreement between DCS and ISP in jeopardy.

3 There is no exception for weekends and holidays. Example: FCM calls in name-based check Friday at 5pm. He or
she must transmit a copy of the form by 5pm Saturday.
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If a Name-Based Check is completed but children are not placed, complete the Name
Based Follow-up form and fax to the ISP Records Division, 317-233-8813 or send via
email to mailto:kohare@isp.in.gov. Copies of the Name Based Follow-up form can be
obtained from the Central Office Background Check Unit at
mailto:background.checkunit@dcs.in.gov. If children are placed (even if briefly), follow
up fingerprints are required. If the person refuses to be fingerprinted, the child(ren) must
be removed. The FCM must then complete the Name Based Follow-up form, detailing
the due diligence to obtain prints and the applicant’s refusal;
2. The FCM next calls the Pride Rock call center at 1-877-323-8885 to mini-re is%he
% for
ns

placement resource. The FCM should state that they are a DCS FCM and ar

the purpose of an emergency placement registration. The mini-registrati

the name, date of birth (DOB), address, and last four digits of the Social O% number

(SSN) of the applicant; the FCM’s name; the child’s name, and DOB or\% It available.
r

ts of

This call must be made immediately after the Name-Based Criminal Check;

3. Within 72 hours of completing the Name-Based Criminal History C , the FCM must
ensure that every member of the household aged 18 and old o been fingerprinted.
Upon request, DCS staff will be provided access to the adngi™gtrative website to check
the status of fingerprint applicants, including emerg% placements. On the
administrative site, once the mini-registration is ¢ t®, the potential placement
resource will be listed on the Pride Rock administrafyy& site as “Emergency Placement
Outstanding”. Once fingerprints are obtained, the a nt will be listed as “Emergency
Placement Submitted”. This site will be an invalt%f tool in monitoring the Name-Based
Check System. A user name and password gay be obtained by emailing the Central
Office Background Check Unit at background.8géckunit@dcs.in.gov;

4. If any household member aged 18 and 4l iled or refused to get fingerprinted, the
FCM will: )%
a. Remove any children that were Ich in the home pending the results of a
Fingerprint-Based National | History Check,

b. Update the Name Based, FioW-up form to document the efforts made by DCS to
convince the individua bmit to fingerprinting and the reason(s) why the
individual(s) declined. Fa%the form to the ISP Records Division, 317-233-8813 or
email to mailto:k efisp.in.gov, and

c. Document the saghold’s failure to complete the fingerprinting process in ICWIS.

5. Within 30 da

acing a child, the FCM will:
S, Sex & Violent Offender Registry, and LEA and/or sheriff checks for
all g tates in which each individual living in the home, regardless of age, is
ave resided for the past five (5) years. Complete Indiana State Limited
check when available as discussed above,
. \Engure the results from the Fingerprint-Based National Criminal History Check are
é;eceived, and
Re-evaluate the appropriateness of the placement based on the results of these
YV checks and, if needed, take appropriate action. See separate policy, 8.7 Evaluating
Background Checks for Unlicensed Placements.

| PRACTICE GUIDANCE

N/A
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FORMS AND TOOLS

1. Application for Criminal History Background Check, (SF53259/CW3610)
2. Request for a Child Protection Services (CPS) History Check, (SF52802/CW2128)
3. Follow-up Action for Name-Based Check (SF 53424/CW3619)

RELATED INFORMATION AL

Special Fingerprinting Issues

Homebound: If an individual is homebound and cannot appear at a facility for fing
the FCM should contact ISP to request the individual fingerprinting process be/8gleted in
the home. If additional assistance is required, please contact the Central C%e gckground

Check Unit.

Applicant cards may be rejected by ISP or the Federal Bureau of\l tigations (FBI) for the
following reasons: smudged prints, not fully rolled, fingerprintsgtoo\ight or too dark, double
prints in one box, or all five prints not on the same card. Whgn Mjs occurs, notification will be
sent to the applicant that they must be reprinted. If the su% \s fingerprints are rejected by
the FBI twice, ISP will coordinate with the FBI to allow &Qr ame-Based National Criminal
History Report to be generated without follow-up fingerprms. Rejection of the fingerprint card
by ISP does not count as an FBI rejection. If prints @re]ected multiple times by ISP and are
deemed unreadable (e.g. due to skin conditiog , they will be sent to the FBI for a
manual read. The timeframe for a manual req@longer than a routine check.

/
Unreadable Prints: For a variety of reasons, an individual’s fingerp@(s\@ay be unreadable.

Checking the Status of a Fingerprin National Criminal History Report
Upon request, DCS staff will be pro cess to the administrative website to check the
status of prospective placemenOUQ'a including emergency placements. You will be able to

tell from this site whether the p tigl placement resource has actually obtained fingerprints.
This site will be an invaluable tgol  monitoring the Name-Based Check System. A username
and password may be o ﬂby emailing the Central Office Background Check Unit at
bacquound.check@dgs@.

Disclosing Nati%\.gg%inal History Check Information to the Subject of the Check
DCS may disclage specific crimes that disqualified the subject in the criminal history to the
subject of t I&k if the disqualifying decision is challenged. The subject of the check may
deXision by asking for specific details of the crimes that resulted in the
disqualifcatip. DCS may disclose to the employer the general category (listed felony,

y, or misdemeanor) on which the decision was based.

I f the checks conducted by DCS reveal an inaccurate record, the record may be
folnally 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 ISP.

Disclosing State Limited Criminal History Check Information to the Subject of the
Check

DCS may provide a copy of the State Limited Criminal History Check to the subject of the
check or the subject’s employer.
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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 ISP.

Indiana State Juvenile History

Note: At the present time, ISP does not have a procedure in place for DCS to obtain%
information without fingerprints. DCS will update staff once this procedure is in pli

Indiana Limited Criminal History
A Limited Criminal History contains only felonies and Class A misdemeanor a\r S within the

State of Indiana and can only be conducted on individuals 18 years of ag er.
Completeness of this information is based upon county participation. This ch is available
online at https://secure.in.gov/apps/isp/Ich/. The user must submit a 'dﬁassword to run the
qguery. Results are immediate. For assistance with password issu Idase email
background.checkunit@dcs.in.gov.

Note: At the present time, ISP does not have a proce e\%face for DCS to obtain this
information on 14-17 year olds without fingerprints. Ml update staff once this
procedure is in place.

Additional Instructions for Conducting the India@Limited Criminal History Search:
Please disregard the request for Client ID (it i§ tional field). Do not agree to a fee if you
are asked. This is an indication that the Iogin’G@ incorrect at the first screen. Answer the
following questions in this manner:

1. Do you have not-for-profit stat
2. Do you have an ISP custom rugﬁ r? NO
Q‘ I

3. Are you currently an Acce a subscriber? YES

Name-Based National Criuginal History

Reminder: This Check%@ly for Emergency Placements

Indiana statute allo s the ability to access National Criminal History information without
fingerprints at theMgge of an emergency placement. An emergency placement is considered to
be the time ajONgfter removal and before a detention hearing order has been made. It can
also inclu ile after an order (detention or otherwise) has been made that a situation is
determi tOype an emergency by either the agency or the court as is necessary to protect
the heaNg oy safety of the child. Emergency placements typically involve exigent

cir ces. In either case, the name-based query is_only used to provide immediate
result®for an emergency placement, with fingerprints to follow within 72 hours to verify identity
a sults. Do not attempt to use the name-based query for non emergency

placements. This violates the law and DCS procedure. This check retrieves information from
the Interstate Identification Index or “Triple I.” The FBI maintains it. The check can be
conducted in-person at an ISP post or via phone from any location. The FCM can call 317-
232-8294 or 800-622-4961, identify him or herself through an assigned password, and
challenge question. The FCM will be asked for a reason code, which is “Emergency
Placement.” The FCM will receive an immediate verbal report of the applicant’'s Name-Based
Criminal History.
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Reminder: The FCM Must Not Share His or Her Password and/or Challenge Question
with Anyone, Including other FCMs.

If the FCM has trouble using his or her password, the FCM should send an email requesting
help to: background.checkunit@dcs.in.gov.

Becoming Authorized to Request Name-Based Criminal History Checks
FCMs must register to become authorized to request Name-Based Criminal History Checks
through ISP. To register, an FCM must provide the last four digits of their SSN to his or
DCS Local Office Director or designee. If the DCS Local Office Director or designee
determines that it is appropriate to authorize the FCM, the DCS Local Office Dire
designee will forward the information via email to background.checkunit@dcs.jQ.
should NOT email information directly to bacquound.checkunit@dcs.in.qov.)\

Determining Your Password
Your password will be your initials (first and last name) and the last fﬁ\d(gits of your SSN.
Example: John Smith’s password would be “JS4823.” Q

Select your challenge question and give your answer: Your iﬁn@\ge guestion can be:
(a) Your mother's maiden name; or \

(b) The name of the high school from which you grad
You must identify what the answer you give represeggs (i.e. mother’'s maiden name or high
school). NO OTHER CHALLENGE QUESTION%& BE USED.

Your password, challenge question, and an Nq}will be submitted to ISP on the Friday of the
week it is received in Central Office. ISP wi\Lgnter your information into a database which will
complete your authorization (allow a @ately one week). Until you are authorized, you are
responsible for working with your E%y or to arrange for an authorized user to complete

name-based checks for your emgr placement cases.

Background checks canfg¢ cdnducted on the noncustodial parent if the FCM has reason to

guestion the safety o cement or if risk factors are present. Safety or risk factors that

would necessitate 3r| jial history check include but are not limited to the following:

1. Child raise rn regarding the placement;

2. Custodi %\t or members of the Child and Family Team (CFT) have concerns

regardk lacement;

3. CustodiaNparent or a member of the CFT reports past or current criminal history
rpgtrated by the noncustodial parent; and/or

4, ncustodial parent does not have regular visitation with the child(ren).

Conducting Bacquour:@ecks on NonCustodial Parents

e FCM must document in ICWIS if criminal history checks are not conducted on a
nohcustodial parent.
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