Guidance and Instructions
National Service Criminal History Check Assessment Period
October 15, 2014 – November 26, 2014
Update 10/16/2014

CNCS staff, grantees, sub-grantees and OIG auditors continue to encounter grantee confusion and non-compliance related to CNCS’s requirements for criminal history checks during monitoring activities and audits. Therefore, Volunteer Tennessee has instituted an assessment period that begins Wednesday, October 15 and ends on Wednesday, November 12. Volunteer Tennessee will then review all documentation, request any additional action, and report to CNCS by the due date.


During this period all sub-grantees must review the files of all currently serving AmeriCorps members and currently employed staff in covered positions to identify any criminal history checks that are not compliant with CNCS requirements. Program staff are also required to undergo training during the assessment period. This assessment period is a unique opportunity for you to conduct a thorough review of your records and compliance policy and correct instances of non-compliance without penalty. Any findings of non-compliance during this period will not result in disallowed costs, with the following exceptions: 
· If the individual refused to undergo the criminal history checks or self-certify, as applicable. 
· If the individual gave a false statement when the program inquired about his or her criminal history. 
· If a check component did not clear and the individual was registered or required to be registered on a state sex offender registry, or had been convicted of murder. 
· If a program has not initiated any check on at least one of the individuals actively working or serving in covered positions in their program as of the start date of the assessment period. 

This moratorium on collection of costs will not apply to any pending questioned costs in Volunteer Tennessee monitoring. Decisions on disallowance in those cases will follow the normal monitoring resolution process. The assessment period moratorium includes findings from monitoring activities for which Volunteer Tennessee has not issued a request for repayment of funds. 


The improper payment findings from IPERA will be resolved in the same manner as pending OIG audits and Volunteer Tennessee monitoring and disallowance of costs may still occur for that improper payment. Programs will be able to correct the findings for their program not specifically checked under IPERA during the assessment period. 

By the end of the assessment period, you must:
1. Confirm that you have completed the required review by completing a survey;
2. Document and report your findings to Volunteer Tennessee; and 
3. Implement any corrective action and update any policies needed to achieve complete and accurate compliance, including conducting any missing criminal history check components. All corrective action and updates to polices will be provided to Volunteer Tennessee for review and approval. 

After the assessment period, CNCS and Volunteer Tennessee will issue formal guidance related to the consequences for future non-compliance with the criminal history check requirements. We are only requiring you to review the results for currently serving covered individuals. However, any findings of non-compliance identified during routine monitoring for past national service participants and staff will also not be disallowed if you can demonstrate you completed the self-assessment process, took corrective action and are now compliant. 

Instructions 
You must check your currently serving staff and AmeriCorps member files for compliant NSCHC records and your NSCHC procedures for compliant processes. 

Complete and document the following steps for the Assessment: 
1. Identify at least two key staff persons responsible for the grant and the NSCHC process. Require them to: 
· Take the CNCS online training course available here: http://learning.nationalserviceresources.org/pluginfile.php/27536/mod_resource/content/1/chc/chc.htm
· Review the newly posted FAQs, revised as of October 10, 2014, available here: https://www.nationalserviceresources.gov/files/faqs.pdf
· Take the NSCHC online quiz after completing the online training and reviewing the FAQs, available here: https://www.surveymonkey.com/s/NSCHCQuiz

2. Complete the NSCHC Component Assessment Form for all currently serving staff and AmeriCorps member files. The completed form must be kept on file with the rest of the criminal history check documentation. The component assessment checklist is available here: https://www.nationalserviceresources.gov/files/NSCHC%20Component%20Assessment.docx

3. Review your written NSCHC policies and procedures and complete the NSCHC Procedures Review Form available here: https://www.nationalserviceresources.gov/files/NSCHC%20Procedures%20Review.docx
· The NSCHC Procedures Review Form must be provided to Volunteer Tennessee by November 12, 2014.

4. Immediately conduct any missing components of the checks and take any needed corrective action, e.g. revise your procedures to include periodic checks of files to ensure compliance, develop a checklist of required elements to attach to each CHC file. The corrective action must be documented. See examples of potential corrective action for some conditions below. These are examples and not exhaustive. 
 
5. Complete the certification confirming you have completed the steps for the assessment and online survey and with summary responses to the questions below. The survey is available here: https://www.surveymonkey.com/s/VTNSCHCSurvey. If you did not have any findings for a question or it did not apply, you must enter 0-zero for that item. 

1. How many records did you check? (total of current staff and national service participants) 
2. How many records were missing the NSOPW? 
3. In how many cases was the NSOPW conducted late? 
4. In how many cases was the NSOPW conducted 10 or more days late? 
5. In how many cases was the NSOPW check incomplete (missing one or more states) 
6. How many records were missing state of service checks?
7. How many records were missing state of residence checks (if applicable)?
8. How many records were missing FBI checks (if a 3-part check is required)?
9. In how many cases were the state and/or FBI checks initiated late? 
10. How many records were missing accompaniment documentation while waiting for state or FBI checks to clear? 
11. If using a vendor to conduct checks, how many records were conducted through a non-compliant vendor check? 

6. Maintain all documentation of your assessment, including any required corrective action plans, the completed NSCHC Procedures Form and the NSCHC Component Forms. 

Examples of Potential Corrective Action to Ensure Checks are Completed as Required
	Condition 
	Potential Corrective Action 

	NSOPW checks were conducted after staff and/or National Service Participants begin work or service 
	Establish a control that requires supervisors or the human relations office to check the individual’s file for a complete NSOPW before allowing the individual to serve or work. 

	State and/or FBI checks were initiated after staff and/or National Service Participants begin work or service 
	Establish a control that requires supervisors or the human relations office to check the individual’s file for evidence that the state and/or FBI checks were initiated, before allowing the individual to serve or work. 

	NSCHC checks were not conducted or are missing 
	Conduct the missing checks. Establish a procedure to sample files periodically to make sure they are complete or a checklist of the NSCHC requirements and establish a procedure to complete the form and attach it to the individual’s NSCHC file. 

	Files that required evidence that individuals were accompanied while serving with vulnerable populations did not have any evidence that the individual was accompanied.
	Establish procedures to sample files periodically to ensure evidence of accompaniment is documented. 
Or, establish a procedure to check files when the check is received to ensure accompaniment was adequately documented. 

	Vendor checks were not compliant
	Require the vendor to provide a list of the state repositories it uses for the check and ensure they are the CNCS designated repositories in each state. If not, stop using the vendor or require it to convert to the CNCS repositories or contact CNCS about an Alternate Search Protocol.







Appendix of Resources
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· NSCHC – NSOPW Guidance 
· NSCHC – State Check Guidance 
· NSCHC – FBI Check Guidance 
· NSCHC – Requirements and Definition of Terms 
· NSCHC – Vendor Guidance 
· NSCHC – ASP Guidance 
· NSCHC – Exemption Guidance
· Frequently Asked Questions, updated October 10, 2014 
