    



 Effective 4/1/11
PROCESS FOR CLEARANCE OF INDIVIDUALS WHO WORK ONE ON ONE WITH WRAPAROUND YOUTH (MENTORS, TUTORS, RESPITE, ETC)

Step I

· Wrap facilitator is given packet by screening committee chairperson or fiscal agent and completes the cover sheet.
· Wrap facilitator assists individual in filling out the form and assures all areas are completed and signature is affixed where required.

Please ask the applicant to print so there is no delay because of information being illegible.
· FINGERPRINT CLEARANCE COVER SHEET


This sheet must be completed by the FACILITATOR
· CFS 718-C: Authorization for Background Check

Section 2 – Everything in section 2 MUST be completed by the applicant;

Section 3 – Applicant MUST answer both questions, if either question is answered with a yes, an explanation must be included; then have applicant SIGN and DATE
Step 2: 

· Facilitator faxes or mails cover sheet and CFS 718-C to: 


Jenny Rapp, DCFS, 


1220 Centreville Ave., Ste. 101  


Belleville, IL  62220        FAX: 618-257-7507
STEP 3:
· Jenny will run the information from the CFS 718-C through the fingerprint system.
STEP 4:

· Jenny will notify the facilitator if the applicant needs to be fingerprinted.


If applicant needs to be printed:

· Jenny will fax the authorization form and CFS 718-C to facilitator.

· Applicant takes authorization form and CFS 718-C (along with identification) to Accurate Biometrics for fingerprinting.  DCFS WILL PAY ACCURATE BIOMETRICS DIRECTLY FOR THE FINGERPRINTING.

· Accurate Biometrics will keep the forms and submit to Springfield for processing.  
· Accurate Biometrics will give the applicant a fingerprint receipt, which the facilitator needs to fax to Jenny Rapp.

Accurate Biometrics updates their schedule for fingerprinting on the internet monthly. The web site is www.accuratebiometrics.com . Their toll free number for scheduling is 1-866-361-9944.


If the applicant does not need to be printed:

· Jenny will submit the CFS 718-C to Springfield for processing.

STEP 5:

· Springfield will complete the CANTS/SOR and ISP/FBI clearances and forward the CFS 718-C to Jenny.
STEP 6: 

· After receipt of the clearances from Springfield Jenny will email approval to the facilitator for the applicant to begin work.  (The applicant cannot begin work until this approval is given.)  
If the background check comes back with information different than the applicant has acknowledged, Jenny will contact the applicant with the information.[image: image1.png]



