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D05-015 – Policy/Procedure
September 15, 2005
	TO: 
	DDD Full Management Team

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT: 
	Criminal History Background authorization Form and BCCU account numbers

	Purpose:
	To announce a revised criminal history background authorization form and the use of “account numbers” for the DSHS Background Check Central Unit (BCCU).

	Background:
	· The Department is working to standardize and clarify requirements associated with criminal history background checks.
· Different administrations and divisions within the Department have historically used different criminal history background authorization forms.
· The BCCU has identified a need to better identify those who are requesting criminal history background checks.

	What’s new, changed, or

Clarified:
 
	· The BCCU has developed a single background authorization form to be used throughout the Department for provider and DSHS employees, volunteers, students, etc.
· Effective October 1, 2005, DSHS, providers and others requesting the BCCU to conduct background checks will need to provide their “account numbers” on the revised Background Authorization form (attached).  
· The “account number” for each DDD Region, RHC, Agency Providers, and DDD Central Office may be found on the BCCU website at http://www1.dshs.wa.gov/msa/bccu/BCCU-account.htm.  The BCCU will post the new form on their website October 1, 2005.
· Effective November 1, 2005, the BCCU will not accept background check requests on old form.


	ACTION:
	· Effective October 1, 2005, DDD Regions, RHCs, Agency Providers, and Central Office must use DSHS 09-653, Background Authorization Form (7/05).
· DDD Regional Administrators and staff should become familiar with the new form and its instructions, and be prepared to answer questions.


	Related 
REFERENCES:
	· BCCU Guidebook
· Chapter 388-06 WAC, Background Checks

	ATTACHMENT(S):   
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(107 KB)



	CONTACT(S):
	Jeannie Johnson, 360/725-3415, GorskJT@dshs.wa.gov
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