Fingerprint and
Background
Check Process




Comprehensive Background Checks

Comprehensive Background Checks are broader in scope than Criminal
Records Checks, ensuring more thorough vetting to uncover past criminal,
sexual, abuse, or neglect offenses that require exclusions from access to
licensed Adult Day Services Centers.

Comprehensive Background Check Searches

e National fingerprint-based criminal files (NICS)
e TN fingerprint-based criminal files

* TN child abuse and neglect registry (DCS)

* TN Vulnerable Persons Registry (VPR)

* TN sex offender registry

e National sex offender registry
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Who Needs a Background Check?

® Anyone who works in an adult care services licensed by Tennessee
Department of Human Services (DHS) with unsupervised access to adults,
no matter what age, MUST complete a background check Tenn. Code
Ann.§71-2-403

® Thisincludes:

* All new employees or volunteers who are counted in the staff/adult
participant ratio and those volunteers who have unsupervised access to
the adult participants in adult day services centers who serve as a
volunteer for more than 36 hours in one calendar year.
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YOUWILL BE SUBJECT TO CRIMINAL PROSECUTION

[ Part 3 Aoditional Ouestior

u u ]
Note to Applicant: Log on to www.identogo.com or call 1-856-226-2937 to register and pay for your
background check, and to schedule an appointment to provide your fingerprint sample. Be prepared to E"’“’ﬂ""‘“"‘f an sculs care agzney Gepends upen e ouicom of the crminaliuvenie Nistary backgrouna check and siat
provide the information on this form when you register online o by phone. You must bring a valid state or gy e T e £ oy e Pty sackgreund chech deem e e convsed
federal photo ID driver's fcensc, passport, miltary D). The fingerprint technician will ive you a receipt afier e T sy e s
you have submitied your fingerprint sample, and you must retum this receipt fo the agency. The agency must < Seroes et o -
attach the receipt to this form, which must be filed with the agency’s staff fosards.
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agency.
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ot including a judge. la Lawyer, tokd you that you no longer have a record

First Name boen arrested, eited, or detained by any law enforcement offcer (includng miltary pobes)?  Yes (1 NoJ

1
T Provider 10 (FEN) § (nciuding exiension TS0y ‘ 2. been charged with commilsig any crime o ofiense 25 & juvenie or an adult? no[J
Full Middle Name 3. been convictediiound to have commitied, pled gulty o pled o contest to any Grime o
Please list any other names you have ever used, juvende offense? No[]
including maiden name: 4. boen aested for, charged with, convictediound 1o have commitee, pled guity or pled no
Street Address of Agency contest to DU or DWI?
5 been placed i an allematveseriencn o ehableais g .3 v o an sk
Date of Birth: | -

or Sxampic: dversion, deferred prosecuon, witheld
received a soepe been pla aSon, or been mmled"
been i ail, prison, nra.u.eme uth etention facity?

Start Date & Position Ve 1 (information in this | Secial Security
box to be completed by the ﬂg:ncy directon): Number:

& been charged wit Ine ioiation of an arter of protecton?
Home Address: 9. been fsted on the TBI sexual offend: or sexual offender registry in any ofher state?
10 been fsted in the TH Department of Health winerable parsors registn?
] . ] ] 1 acknowiedge that the faw requires a ingerprint 1. been ksted on the TN Department of C! ¢ indicated abuse g
‘application 10 be submitted for this indvidual and attest {or sbuse of negiect? vesT noDd
that the information within this box s accurat.
rior INg TiIngerprin ‘ e e
city: County: nesd mos zpace, please use 2 separate sheet)
] Ageney Director Signarure T | e 2t coter it se s Sminsl chras. e = = CifEoE o DR

offense, or registry istng?

TCN # (from receipt): Daytime Phone: L

app licants must com P lete the Adult Da y — S IS B E—

—— at ..m..ﬁ,,ub...mm.cem.m‘ae in, or have sny sccess whatsoever to the centeriagency:
Willhe duties of the person identiied in Part 1 include drving forthe agency?  Yes (1 NO [ The pen S wndcan resatin
o o o 0 o Ifyes, piease provide the folowing Senen oy ke (1 Poerhy-si 79 73 ox 3 o o o eerty e e ey (500, o
Driver's License # State of both.
I I 1 rsty, umser pensity " = complets md sccurste | sutharizs the relesse o amy
I ' l I | I l Listwork history for the lastfive (5) years. It you nesd more space, use @ separate sheet of paper. e p o th recort, and any dsclosures.
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. Continued on Next Page 1 about the privacy Hghts of Roncriminal justice spplicants on the next
. DS sty heck e s setn af i nvant e
b i Dy o Aoy s
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https://www.tn.qgov/content/dam/tn/hu
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The information on this page serves a5 wrten RaTIRGAtIon tat your fingrprints willbe Used to Sheck the
. criminal history records of the FB. IFyou have a criminal history record, and you wish (o complete or
challenge the accuracy of the information in the record, please follow the procedures outlined below.
- - -
NONCRIMINAL JUSTICE APPLICANT'S PRIVACY RIGHTS
O As an applicant who is the subject of a national fingerprint-based criminal history record check for a
noncriminal justice purpose (such as an application for a job or icense, an immigration or naturalization
I S ( O E l ' r e O r m matter, security clearance, or adoption), you have certain rights which are discussed below.
. + You must be provided wrtten nofification’ that your fingerprints will be used to check the criminal
7Bl
T

history records of the

Tomms”sectin o cum versions. Forms may -

If you have a criminal history record, the officials making a determination of your sitabilty for
the job, license, or other benefit must provide you the opportunity to complete or challenge the
accuracy of the information in the record.

(] ] The officials must advise you that the procedures for obtaining a change, correction, or updating
of your criminal history record are set forth at Title 28, Code of Federal Regulations (CFR),
a Icall Sllluf; (()'Il ‘ e IS "r'll Section 16.34.
L] If you have a criminal history record, you should be afforded a reasonable amount of fime to
_— correct or complete the record (or decline to do so) before the offiigls deny you the job, icense,
or other benefit based on information in the criminal history record. *

You have the right to expect that offcials receiving the results of the criminal history record check will use it
only for authorized purposes and will net retain or disseminate it in violation of federal statute, regulation or
executive order, or rule, procedure or standard established by the National Crime Prevention and Privacy

[ 1 1
Compact Counci*
If agency policy pemits, the officials may provide you with a copy of your FBI criminal history record

for review and possible challenge. I agency policy does not permitt to provide you a copy of the
record, you may obtain a copy of the record by submitiing fingerprints and a fee to the FBI.
Information regarding this process may be obtained at hitp/www. fbi gov/about-us/cis/background-
checks

. I/ .
a | I ‘ a | l I S I I | e a I l | l e A d U | I D a If you decide to challenge the accuracy or completeness of your FBI eriminal history record, you should
send your challenge to the agency that contributed the questioned information to the FBI. Altematively, you
may send your challenge directly to the FBI. The FBI wil then forward your challenge to the agency that

contributed the questioned information and request the agency to verfly or correct the challenged entry.
Uponreceit of anofficial commuricaton fromthat agency, the FB! wil ks ary necessary

Services Facility for licensing
purposes. Rule 1240-07-10-.12

TWritten notification includes efectronic notification, but excludes oral notification
? See 28 CFR 50.12(b).
? See 51U.5.C. 552a(b); 28 U.S.C. §34(b); 42 U.S.C. 14616, Article 1V(c); 28 CFR 20.21(c), 20.33(d)
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https://www.tn.gov/content/dam/tn/human-services/hs/hs-2680-ADSDisclosureForm.pdf

IdentoGO Center

Scheduling Fingerprint Lo e e
Appointment IdentoGO

® To schedule the applicant’s fingerprint appointment, go to:

Date: 08/11/2014@11:15 AM

Applicant: JOHN S. SMITH

= UE ID: U11F-193H9F
www.identogo.com or call 1-855-226-2937. el R
t Fee: $9.95

Paid: $9.95

Method: CARD (1111)

Auth Number: 123

information listed on the applicant’s Adult Day . Check he tatus of your sevice a

http://uenroll.identogo.com

Services Criminal/Juvenile History & State Registry
Review Disclosure Form.

® When scheduling the appointment, provide the

® A paymentis required before completing the
registration — TN Department of Human Services
does not cover this payment.

The applicant must bring a state or federal I.D. M
(driver’s license, passport, military I.D., etc.) to their
fingerprint appointment.

Once finished, the fingerprint technician will hand -
the applicant a receipt. This receipt must be given to :
the adult care agency for proof of fingerprinting and

kept in the applicant’s file.
p PP H -
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http://www.identogo.com/

Excludable Crimes

General crimes that would exclude an applicant from working in adult day
services centers are listed below:

Physical, sexual, or emotional abuse or neglect of an adult or child.
Any crime of violence against any human being.

Any offense involving the manufacture, sale, distribution or possession of
any illegal drug (including lesser offenses).

If the applicant is found listed on the Vulnerable Person’s Registry.

Any offense that presents a threat to the health, safety or welfare of adults
or children.

financial exploitation or misuse of funds or theft from any person.
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Waivers and Appeals

® If an applicant is excluded, they will receive an exclusion letter in the mail.

® If the applicant can prove extenuating circumstances that clearly warrant an
exception from the automatic exclusion and is legitimate, they may apply
for a waiver or an appeal.

® However, *Pending Crimes: DHS will not, under any circumstances,
grant a waiver while a criminal charge, juvenile proceeding, or
perpetrator indication is pending. Individuals with a record showing a
"pending” status of any type will not be granted a hearing before the
Committee.*

® Burden of Proof: the burden is on the appellant to prove the extenuating
circumstances which clearly warrant an exception.
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Waivers and Appeals (cont)

® Types of information that may be provided for Burden of Proof include:

® Statements by the appellant and/or a representative of the appellant;

® Statements from witnesses, e.g., a character witness who can speak regarding the
appellant’s activities since the last criminal violation;

® Documentary evidence, e.g., certificate of completion for a treatment program,
employer recommendations, etc.

® If there's no pending charges, the applicant must write a letter regarding the
circumstances surrounding the charge, and why they would like to be granted a
waiver and submit it to DHS along with proof extenuating circumstances.
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Waivers

® For those who opt to request a Waiver Hearing, there is a Waiver Advisory
Committee to assist DHS in the waiver decision. Committee members
include law enforcement personnel, persons experienced in child protective
services, persons experienced in child development issues, childcare
providers, and persons representing elder care issues.

® After the informal meeting, the Advisory Committee will make their
recommendations to the DHS Licensing Director. The DHS Licensing
Director will make the final decision of whether to approve the Waiver or
not.

If the waiver is DENIED, the applicant will receive instructions on how to
appeal the decision and receive an Administrative Hearing.
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Appeals

® If the waiver request is denied, the appellant will be sent a notice letter,
which will include instructions on how to appeal the denial and receive an

Administrative Hearing.

® Should the applicant choose to request an Appeal or Administrative Hearing

rather than a Waiver Hearing, they must provide proof extenuating
circumstances that challenge the accuracy of the report of the Criminal

Background Report by showing:

® The conviction is improperly classified as an excludable offense;

® Show that you are not the person identified on the record.
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QUESTIONS?

® If you have any questions regarding the fingerprint/background
check process, or waiver hearing, you may contact the Out-of-
State Background Unit at:

® Phone: 615-253-4170
® Email: CCBackground.dhs@tn.gov

TN Department of
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