
D10-010 – Procedure
June 16, 2010

	TO:
	Regional Administrators
RHC Superintendents

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT: 
	BACKGROUND CHECK CHARACTER, COMPETENCE, AND SUITABILITY REVIEW

	PURPOSE:
	To implement a consistent approach throughout the Division for documenting character, competence and suitability reviews for all DDD applicants for employment, volunteers, and student interns.

	BACKGROUND:
	All positions within the Division of Developmental Disabilities are classified as covered.  Washington State law and DSHS rule and policy require hiring authorities to complete character, competence, and suitability reviews as described in WAC 388-06-0620 for all covered positions.  It was decided that the DDD needed a form to document background check reviews that is simple, includes necessary information, and reflects best practice.

	WHAT’S NEW, CHANGED, OR CLARIFIED
	DDD has developed a form to document character, competence, and suitability reviews.  DDD Policy 5.01, Background Check Authorizations, will be updated to reflect the introduction of this new form.

	ACTION:
	· Effective immediately, hiring authorities will use the DDD Background Check Review form to document all character, competence and suitability reviews of DDD employees, volunteers and student interns (see attachment).  The form is posted on the DDD Intranet Background Checks webpage (under the QA navigation button on the DDD Intranet homepage).

· Once completed, the form must be retained with the background check result letter from the Background Check Central Unit (BCCU).

	RELATED REFERENCES:
	RCW 43.43.830 through RCW 43.43.842
WAC 388-06-0620 and WAC 388-06-0625
DDD Policy 5.01, Background Check Authorizations


	ATTACHMENT(S):
	


	CONTACT(S):
	Shaw Seaman, Program Manager
360/725-3443
shaw.seaman@dshs.wa.gov
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DIVISION OF DEVELOPMENTAL DISABILITES

BACKGROUND CHECK REVIEW

Character, Competence, and Suitability



		PRINT APPLICANT  NAME   LAST

     

		FIRST

     

		MIDDLE

     

		DATE OF BIRTH

     

		CURRENT DATE

     



		DSHS POSITION NUMBER:       			DSHS JOB CLASSIFICATION:       



		Instructions:  Use this review to determine applicant character, competence and suitability following a criminal background review.



		CURRENT STATUS OF APPLICANT:

|_|  New state employee

|_|  Current state employee

|_|  Volunteer/student

|_|  Other:       

		|_|  Parole/DOC Community Supervision

|_|  Probation

|_|  Registered sex or kidnapping offender

|_|  Violent offender (RCW 9.94A.030)

|_|  Other:       



		DATE OF OCCURRENCE

		SOURCE OF RECORD

		ACTION/CRIME

		SELF DISCLOSED?

		AGE AT CONVICTION

		COURT/DOC/CRIMINAL JUSTICE OUTCOMES



		     



		|_|	APS

|_|	CPS/DLR

|_|	DOC

|_|	DOH

|_|	DOL

|_|	JIS

|_|	RCS

|_|	WSP

		CRIME/CHARGE:       



|_|	Conviction

|_|	Pending charge

|_|	Arrest

|_|	DSHS action(s)

|_|	Other:       

		|_|	Yes

|_|	No



		[bookmark: Text6]     

		|_|	Sentence

|_|	Incarceration

|_|	Community Supervision

|_|	Court involved



		     



		|_|	APS

|_|	CPS/DLR

|_|	DOC

|_|	DOH

|_|	DOL

|_|	JIS

|_|	RCS

|_|	WSP

		CRIME/CHARGE:       



|_|	Conviction

|_|	Pending charge

|_|	Arrest

|_|	DSHS action(s)

|_|	Other:       

		|_|	Yes

|_|	No



		     

		|_|	Sentence

|_|	Incarceration

|_|	Community Supervision

|_|	Court involved



		     



		|_|	APS

|_|	CPS/DLR

|_|	DOC

|_|	DOH

|_|	DOL

|_|	JIS

|_|	RCS

|_|	WSP

		CRIME/CHARGE:       



|_|	Conviction

|_|	Pending charge

|_|	Arrest

|_|	DSHS action(s)

|_|	Other:       

		|_|	Yes

|_|	No



		     

		|_|	Sentence

|_|	Incarceration

|_|	Community Supervision

|_|	Court involved



		APPLICANT EXPLANATION AND DOCUMENTATION:

[bookmark: Text5]     











		APPOINTING AUTHORITY REVIEW



		

On this date, I met with the applicant whose background check was reported by the BCCU as having a record.  I have provided a copy of the report to the applicant and reviewed the background results with the applicant to ensure the information is correct.  If there was misinformation, I instructed the applicant in correcting it.  I have also reviewed the specific requirements for the position.



		COMMENTS

     







		CONTINUED ON REVERSE SIDE



		APPROVAL

|_|	Based on my interview, I am approving the applicant for employment or volunteer/student assignment.  I have determined the applicant’s character, competence, and suitability are acceptable to allow the applicant unsupervised access to vulnerable clients.



		DISQUALIFICATION

|_|	Based on my interview, I am disqualifying this applicant for employment or volunteer/student assignment.  I have determined the applicant’s character, competence, and suitability is not acceptable to allow the applicant unsupervised access to vulnerable clients.



		APPOINTING AUTHORITY SIGNATURE

		DATE

     







		

Acronym Key



APS:	Adult Protective Services

CPS/DLR:	Child Protective Services / Division of Licensing Resources (Children’s Administration)

DOC:	Department of Corrections

DOH:	Department of Health

DOL:	Department of Licensing

JIS:	Judicial Information System (court information)

RCS:	Residential Care Services Division

WSP:	Washington State Patrol
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