
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 

• National fingerprint-based criminal files (NICS)

• TN fingerprint-based criminal files 

• TN child abuse and neglect registry (DCS)

• TN Vulnerable Persons Registry (VPR)

• TN sex offender registry 

• National sex offender registry 



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

• This includes:

• 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.



Fingerprinting Process

• Prior to getting fingerprinted, ALL 
applicants must complete the Adult Day 
Services Criminal/Juvenile History & 
State Registry Review Disclosure Form: 
https://www.tn.gov/content/dam/tn/hu
man-services/hs/hs-2680-
ADSDisclosureForm.pdf

• ALL applicants must complete this form. 

• This form must be kept in the 
applicant’s file at the Adult Day 
Services Facility for licensing 
purposes. Rule 1240-07-10-.12

https://www.tn.gov/content/dam/tn/human-services/hs/hs-2680-ADSDisclosureForm.pdf


Scheduling Fingerprint 
Appointment

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

www.identogo.com or call 1-855-226-2937. 

• When scheduling the appointment, provide the 
information listed on the applicant’s Adult Day 
Services Criminal/Juvenile History & State Registry 
Review Disclosure Form. 

• A payment is 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. 
(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. 

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.



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.



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.



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. 



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. 



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

mailto:CCBackground.dhs@tn.gov

