Background Checks – circa July 2011
1. We are moving from HR Plus to FBI fingerprint checks as our primary criminal history check for AmeriCorps compliance.
2. This change allows for more straightforward processing, more assurance of compliance and less complexity of who needs what check.
3. [bookmark: _GoBack]As a primary check the FBI criminal history search will be the only one needed for the majority of our members; regardless of what state they come from only the one check will be necessary.
4. Who needs a background check follows the same rules as before – All AC members, all CLs, all staff under AC grants. 
5. Those in these groups that have recurring access to vulnerable populations (under 18), will still have to do a dual check – FBI first and also state repositories, most likely done via HR Plus.
6. Non-AC members continue to be optional, but highly encouraged, especially for veterans or those of adult age working alongside minors.
7. All FBI checks require completed fingerprint cards. These should always be done as early as possible, preferably by the individual prior to their arrival to the program. Otherwise it needs to be arranged to complete them on the very first day of the program.
8. Along with the fingerprint card a complete Applicant Information Form must also be signed.
9. CO and AZ/NM will have different processes.
10. For Colorado (reference the CDPS/CBI documents attached or on the website):
a. We will use the CO Bureau of Investigation for these searches. They will perform both an FBI check and the state repository check.
b. Using the CBI increases the time for return of results and allows us to be invoiced directly through an account we already have set up.
c. An additional benefit is that if you have a member that required the dual search and they only have a CO address you are covering both searches through this process.
d. The fingerprint card must have particular information required for CBI processing (you can get cards from CBI – see info). They will not run the check without the proper info. (You may want to consider a stamp for some of this). Follow the instructions on the instruction sheet very carefully!
e. The signed release does not need to be sent with the cards. It should be kept on file at SCC.
f. You can send batches of cards in at once, but you need to document this step. Making a copy of the printed envelop is one way. Another way is to get paper from the post office such as registered mail or even a receive confirmation receipt. In all cases you should keep a listing of who was sent when in some documented form.
11. For Arizona and New Mexico
a. We will send documents directly to the FBI for processing
b. Use the standard fingerprint card. Complete all the requested demographic info.
c. Send the cards in with the completed and signed application forms
d. On the application forms complete the ‘Mail results to..’ section with the appropriate office address. In the payment section check the Credit Card Form box and submit with the separate credit card form.
e. You can send batches of cards in at once, but you need to document this step. Making a copy of the printed envelop is one way. Another way is to get paper from the post office such as registered mail or even a receive confirmation receipt. In all cases you should keep a listing of who was sent when in some documented form.
f. For those exclusively from and serving in Arizona and working with vulnerable populations, the direct to the state check, again with fingerprints, remains the best option for when the dual search is necessary (as opposed to HR Plus)
12. In addition to the FBI check, a check of the sex offender database (NSOPR) must be completed. This is included with any HR Plus check, but not when only an FBI check is done. This must be completed in-house, and sufficiently documented that it was completed before AC enrollment.
