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D07- 010 – Procedure
June 1, 2007
	TO:
	Regional Administrators

Field Services Administrators

SOLA Managers

Contracts Staff 

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	FINGERPRINT CARD HANDLING PROCEDURE

	Purpose:
	To establish new procedures regarding the handling of fingerprint cards.

	Background:
	The Federal Bureau of Investigation (FBI) recently recommended that law enforcement and state agencies that process applicant fingerprint cards should not return the fingerprint cards to the applicant.  This recommendation eliminates the possibility of the card being altered after the prints have been taken.  The FBI has requested that this new requirement be added to established fingerprint procedures.
The DSHS Background Check Central Unit has requested that all divisions come up with their own procedure to address this issue.

	What’s new, changed, or Clarified
	Effective June 1, 2007, DDD offices will supply applicants with a packet of information to take to local law enforcement or other authorized fingerprint rolling agency when fingerprint rolling is required.  The packet will assist the rolling agency to return the fingerprint card directly back to DDD and ensure that the “chain of custody” of the fingerprint card is not broken.

	ACTION:
	The following procedures are effective June 1, 2007:
1. DDD offices with trained staff for rolling fingerprints do not have to use this process.
2. DDD offices that do not roll fingerprints must send applicants to a local law enforcement office or other authorized rolling agency to have a fingerprint card completed.

3. DDD offices will provide the applicant with a sealed packet to take to the law enforcement office or rolling agency.  The packet must include:

· The fingerprint card with the Originating Agency Identifier (ORI) number on the card;
· A letter to the law enforcement office or rolling agency explaining the new procedure and providing instructions; and
· A stamped 9” x 12” mailing envelope addressed to return to the requesting DDD office.

4. The law enforcement office/rolling agency will roll the prints, place the completed fingerprint card in the return mailing envelope and send it back to the requesting DDD office.

5.
Once the fingerprint card has returned, DDD will process the fingerprint card based on their established procedures.

	Related REFERENCES:
	43.43.830 RCW
74.15.030 RCW
Chapter 388-06 WAC
DSHS Administrative Policy 9.04, Background Checks on Care Providers

	ATTACHMENT(S):
	Sample letter to provide to law enforcement agencies/rolling agencies
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	CONTACT(S):
	Debbie Roberts, DDD Central Office Program Manager
360/725-3400
roberdx@dshs.wa.gov


D07-009
Page 2 of 2
6/1/07

_1239519539.doc
SAMPLE LAW ENFORCEMENT LETTER

PRINT ON DSHS/DDD LETTERHEAD

DATE:

TODAY’S DATE

TO:

Local Law Enforcement Office (NAME AND ADDRESS)

SUBJECT:
FINGERPRINT ‘CHAIN OF CUSTODY’ REQUIREMENTS


In the enclosed packet, you will find a fingerprint card and a stamped, self-addressed, 9” x 12” mailing envelope.  When you have completed rolling this applicant’s fingerprint card, please insert the completed card into the mailing envelope, seal it, and place it in the mail.

When the card is returned, the completed fingerprint card will be sent with the DSHS background authorization form to the DSHS Background Check Central Unit.


This process was designed to adhere to the FBI fingerprint “Chain of Custody” requirements.


Thank you for your assistance.

Sincerely,

TYPE NAME AND TITLE


