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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Aging and Long-Term Support Administration

Home and Community Services Division

PO Box 45600, Olympia, WA 98504-5600

H13-070- Policy/Procedure 
 November 19, 2013 
	TO: 
	Area Agency on Aging (AAA) Directors

Home and Community Services (HCS) Division Regional Administrators

Developmental Disabilities Administration (DDA) Regional Administrators

	FROM:
	Bea Rector, Director, Home and Community Services Division

Don Clintsman, Deputy Assistant Secretary, Developmental Disabilities Administration

	SUBJECT: 
	Background Check Central Unit (BCCU) Process for Outstanding/Incomplete Fingerprint Checks

	Purpose:
	To provide instructions to field staff on how to get a new background check processed when there is an incomplete fingerprint check preventing the web-application from processing the new request.

	Background:
	If an individual has failed to follow through with the fingerprinting portion of a fingerprint based FBI check in the past, the BCCU web application will not process subsequent Name/DOB checks for the individual. 

If a new check is requested while the previous fingerprint request is still pending, the requesting department or agency will receive a notice that states: 

BACKGROUND CHECK COULD NOT BE COMPLETED

The applicant has: 

1. Previously started the fingerprint process and never completed it. 

Or
2. Currently has a fingerprint pending. 

	What’s new, changed, or

Clarified

 
	There is now a process that the department or agency may follow when a new Name/DOB background check cannot be completed through the BCCU web application due to an incomplete fingerprint check. 



	ACTION:
	1. Effective immediately, when you receive a notice from the BCCU that the background check could not be completed because of an incomplete fingerprint check, send the attached template in an email to the BCCU @ bccutechnicalstaff@dshs.wa.gov .

2. When the completed template (attached below) has been emailed to the BCCU, you will receive an email back from them allowing you to run the background check. Follow the same processes you would normally follow for applicants, including ensuring he/she completes the fingerprinting process if required. 

3. For IPs who are required to have fingerprints rolled, confirm the worker has completed fingerprinting before authorizing payment. This is done by the worker showing you the MorphoTrust receipt or confirming through the MorphoTrust website that the fingerprinting was completed. Document this in SER.  


	Related 
REFERENCES:
	None

	ATTACHMENT(S):   
	Template: 

[image: image1.emf]BCCUtemplate.docx


MorphoTrust Enrollment Services Screen Shot:


[image: image2.emf]morphotrust website  confirmation 11-7-13.pdf




	CONTACT(S):
	Stacy Graff, Individual Provider and Administrative Hearing Program Manager
(360) 725-2533
graffsl@dshs.wa.gov

	
	Shaw Seaman, DDA Program Manager
(360) 725-3443

seamasc@dshs.wa.gov
Vicki Payne, HCRR Program Manager

(360) 725-2573

paynevl@dshs.wa.gov


HCS MANAGEMENT BULLETIN








2

REQUEST TO ALLOW NAME/DOB BACKGOUND CHECK DUE TO INCOMPLETE FINGERPRINT

EMAIL THIS COMPLETED DOCUMENT TO: bccutechnicalstaff@dshs.wa.gov

		[bookmark: _GoBack]Only use this template when a notice was received from the BCCU stating that the background check requested could not be completed because the applicant has: 

1. Previously started the fingerprint process and never completed it.

Or 

2. Currently has a fingerprint pending.



		I am requesting the ability to run a new Name/DOB web-check for the following applicant: 



		Date of request

		



		Name and phone number of person completing form

		



		Name of requesting department/agency

		



		BCCU account #

		



		Applicant Name	

		



		Applicant date of birth

		



		Date notice was received from BCCU

		







Important Note: 

· When the form is completed and you have received confirmation back from the BCCU, you are required to follow your normal process regarding fingerprinting. This process does not waive an applicant’s requirement to obtain fingerprint results. 

· For individuals required to get fingerprinted, payment may not be authorized until a MorphoTrust receipt has been obtained confirming that prints have been rolled. 
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