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Background

The Department of Children and Families (DCF) has been conducting background checks on
Applicant/Licensees, household members, and minor employees on licensed programs. On October 1st,
2018, DCF took over conducting checks on new employees / residents for currently regulated programs
and certification applicants. A new comprehensive fingerprint check is required initially and every 5 years.

Most of the screens in this module are only updatable by the DCF Childcare Background Unit (CBU) and
DCF Central Office staff. When taking screen prints for this guide, a CBU security profile was used.
Certifiers, Regional staff and inquiry users cannot update most of the screens.

Process — Fingerprint Checks

This section explains the process for fingerprint based checks.

The Federal law requires the states to conduct FBI checks on individuals 18 years and older who are
associated with childcare programs.

Minors: Because FBI database does not include records on minors, WISCCRS has been modified to
automatically conduct name-based checks on minor employees between 10 and 18 years of age. DCF
staff conduct a CPS check on minor household members. As soon as the minor employee or household
member turns 18, the system triggers the Fingerprint letter.

Fingerprint Letter

The process starts with an automated fingerprint instruction letter that is sent to the childcare provider
location(s) for the individuals associated with the program. The system automatically triggers the letter to
the childcare center if the following is true:

1. The request is for a new/prospective individual (Employment/Residency Begin Date is 10/1/18 or
later) and the person has not had an automated FBI check done by DCF in WISCCRS in the last
5 years.

2. Individuals attached to a program who is included in the roll-out logic. See Rollout section for
further details.

3. The Individual Details page (including home address for the individual) and the Background
Check Request Form are complete. Note that all questions on the BCR form must have an
answer and the form signed. If questions have been skipped and/or signature is missing, no
Fingerprint Letter goes out.

4. The Primary or Secondary role is not an exempt role (governmental agencies, foster children).
5. The provider location the individual is attached to has one of the following application types. The
individual must have active employment/residency status (Status: Prospective or Current. If

Current, Employment/Residency Begin Date is after 9/30/18).

Licensed Camp

Licensed Group

Licensed Family

Certified Family

Public School Program

Training Facility

Contracted Service

Unaffiliated (Individuals who have submitted the request via iChildCare)

6. The |nd|V|duaI record has not been inserted into the Discrepancy Module (records coming from
the Childcare Provider Portal (CCPP).

Se@mo oo o

The letter batch runs every night at 10 p.m., except on Saturdays. The letters are mailed to the childcare
location address (Licensing/Certification Mailing address, if it exists). A PDF copy of the letter is available
under the Batch Documents section in WISCCRS and under Documents in CCPP. The total number of
letters that are sent out each day is 1,000. If more than 1,000 requests are received in a day, those that
exceed 1,000 are processed the following day.
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Once the letter is triggered, the Fingerprint Request Status for the individual is automatically changed to
Fingerprint Materials Sent.

Note that certification and regional staff do not need to submit a request for the individuals above. The letters
are automatically triggered during the night batch after the individual has been entered into WISCCRS.

Current Employees: Individuals attached to facilities with no YoungStar (YS) history with
employment/residency date prior to 10/1/18 will be rolled out starting in 2019. If a current employee in
Facility A applies for a job in Facility B, the employee is considered new and the fingerprint letter is
triggered as soon as the employee’s record is pulled into Facility B and the details above are completed.
See the Rollout section for further details on the rollout logic.

Background Checks

Fingerprint Check

The Fingerprint Instruction Letter, sent to the provider location, has step-by-step instructions on how to
make an appointment with Fieldprint to have the fingerprints taken. The letter also has a unique code for
each individual requesting the background check at the center. All individuals associated with childcare
programs use the same Fieldprint Code: FPWIDCFLicensee. The Reference code is unique for each
individual and it should not be shared.

Name: ASSISTANT, ADDIE DOB: 10/09/1993

Fieldprint Code: FPWIDCFLicensee Reference Code: AS2000661 |

Once the fingerprints are successfully taken, the Fieldprint/WISCCRS interface brings the TCN CODE (a
unique identifier issued to the fingerprints) into WISCCRS during the nightly batch. Once the TCN number
has been received from Fieldprint, the system creates a new Background Check Episode for the
individual and puts it in Awaiting Results status. The Fingerprint Request status for the individual is
changed to FBI Check Requested.

After the TCN has been received, the interface between WISCCRS and the Wisconsin Department of
Justice (DOJ) sends the TCN to DOJ and retrieves the results usually overnight. Once the results have
been received from DOJ, a task is generated to the CBU Dashboard that alerts the CBU staff to review
the results and conduct additional checks needed before the individual can be approved.

NOTE: Individuals submitting requests using IChildCare or Child Care Provider Portal can immediately
generate the Fingerprint code and the fingerprint instruction letter.
Background Check Levels by Roles

The individuals associated with childcare programs have four levels:
1. Applicant/Licensee
2. Caregiver

3. Non-Caregiver Employees
4. CBC Exempt: Individuals who are not required to have a background check done.

Below is a list of roles and which type they fall under. The roles under CBC Exempt are not included in
the background check automation.

Note: Board President and Certified Operator were removed as role options January 2019. If an applicant
or licensee identifies as one of these roles, choose Applicant/Licensee role type.

DCF-P-5293 (R. 02/2020) 3
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Applicant / Non -
Role Licensee Caregiver Caregiver CBC Exempt

Administrative staff Y

Administrator Y

Applicant/Licensee Y

Contracted teaching staff

Director

Director - Assistant

Driver

< |=<|=<|<|=<

Employee (Historical value)

Facilities Staff Y

Foster Child Y

Government/Tribal
Representative Y Y

Household Member Y

Human Resources Y

Kitchen Staff Y

Other Caregiver Y

Other Non- Caregiver Y

Provider

Site Supervisor

Student Intern

Student Teacher

Teacher - Assistant

Teacher - Lead

Teacher - Substitute

Trainer

<|=<|=<|<|<|=<|=<|<|=<

Volunteer

Minor Employees

WISCCRS has been modified to automatically conduct DOJ Name-based checks on minors between 10
and 18 whose role is not Household Member. The process is almost identical to the Initial FBI process
(Episodes, Background Check Request, 180-day gap between employments as well as the notices).

Once the minor has been entered into CCPP or WISCCRS with a complete Background Check Request
(BCR) form, the nightly batch will request a DOJ name-based check on the minor. Once the results are
received from DOJ, a task is created in the CBU inbox alerting the CBU to review the results.

Episode/Background Check Determination

A group of background checks is called an episode or background check determination. WISCCRS has
the following types of episodes:

1. |Initial FBI: All adult individuals must have this done first. This check is also conducted on
individuals who have not had an Initial or 5-Year FBI check done within the last 5 years, or the
person has been detached from a childcare center for more than 180 days (from the last
employment end date).

2. Annual Name-Based: WISCCRS triggers the annual DOJ check 12 months after the Initial/5-
Year FBI Episode Start Date and then every 12 months for individuals who reside in Wisconsin.
See Annual Name-Based DOJ section for further details.

DCF-P-5293 (R. 02/2020)
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3.

Annual — Out-of-State: WISCCRS triggers the Fingerprint Instruction letter after 12 months from
the Initial FBI Episode Start Date to individuals whose home address is out-of-state. The checks
are run 12 months from the previous annual check. The Annual Name-Based DOJ check is not
run on individuals whose home address is outside Wisconsin. See Annual FBI — Out-of-State
section for further detail.
Initial DOJ: Applies to minor employees only. The system automatically triggers the DOJ name-
based check once the minor has been entered into CCPP or WISCCRS.
Ad hoc: Examples
a. CPS checks for minor household members who have indicated a concern on their BCR form
b. Ad hoc checks can be triggered for adults anytime if a reason for an additional check
exists, such as a record brought over by the monthly CCAP or eWISACWIS match.
5-Year FBI: This check is triggered 5 years after the Initial FBI Episode Start Date. CBU staff can
trigger this check earlier if warranted.
Monthly CPS Match: If a potential match is found during a monthly matching between
WISCCRS individuals and maltreaters in the eWiSACWIS system, the system creates an episode
where the CBU staff can enter notes. This episode type is not brought into CCPP and iCC.

The episodes are explained below in more detail.

Initial FBI

This check must be completed first for a new individual (adults). This check is also needed for individuals
who have had the Initial FBI check, but more than 180 days has passed from the time the individual was
associated with a childcare program. After the FBI/DOJ/IBIS results have been received, the following
checks must be entered before a final approval can be granted:

1.

2.

3.

4.

eWISACWIS- The CPS check has been automated. See Child Protective Services Matching
section for details.

Sex Offender Registry (SOR). The SOR check has been automated. See SOR Matching section
for details.

Out-of-State Criminal check if the person is currently living or has lived outside WI within the last
5 years.

Out-of-State CPS if the person is currently living or has lived outside WI within the last 5 years.

The initial check process starts when an individual is added to WISCCRS provider location. Below are the
automated and manual steps needed to approve the person for regulatory approval, employment, or
residency:

1.

DCF-P-5293 (R. 02/2020)

Once the individual has been added and the Background Check Request Form has been
completed for an individual, the night batch creates the Fingerprint Instruction letter. The letter is
sent to the provider location the individual is associated with. A copy is available in WISCCRS
and the Provider Portal. The letter includes steps the individual must do to have the fingerprints
taken. The letter also has a unique code for each individual who needs the fingerprints taken. If
the individual is entered via CCPP or iCC, the fingerprint instruction letter is immediately
available.
The individual has fingerprints taken at Fieldprint.
The Fieldprint/WISCCRS interface brings in the TCN code for the individual and matches it with
the individual in WISCCRS using the unique code listed on the letter. Note that records may be
inserted into the Fieldprint Discrepancy module in WISCCRS if the match is questionable. The
discrepancies must be cleared before Step 4 below. Initial FBI episode is automatically created.
Status will be Awaiting Results.
DOJ/WISCCRS interface sends the TCN code overnight to DOJ and retrieves the results.
Once the results are received from DOJ, system creates a task in the CBU Dashboard to alert
CBU staff that the results have been received and rest of the checks must be completed.
The episode Preliminary Decision status is changed to Pending once the results are brought in as
follows:

a. No Record Found/Automatic Preliminary Approval: If the FBI/DOJ results have “No

Results Found,” the system automatically inserts the Preliminary Decision Date and
switches the Preliminary Status to Eligible. Also, if the person has had a prior automated
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check that was flagged but the new check does not bring any updates, the system will
auto-approve the Preliminary Decision as Eligible.

i. Example on the second scenario: DOJ check in 2017 had a forgery conviction
from 1995. At that time, the results were flagged and reviewed. Initial FBI in 2018
brings in “No Record” from FBI and the 1995 forgery (no updates). The system
auto-approves the Preliminary status for this record. The Individual and Provider
Preliminary Approval letters are sent overnight.

b. Record Found: If the interface brings in results other than “No Record Found,” CBU staff
must review the results. After reviewing the DOJ/FBI results for barred offenses, they
change the Preliminary Status to Ineligible or Eligible. In either scenario, the system
generates a letter to the individual and the provider.

7. CBU reviews the rest of the checks required for the Initial FBI. Once complete, the Final Decision
Date and Decision Status are entered. If the person is approved, the system sends separate
approval letters to the individual and the provider the following day. If the decision is to deny, a
manual letter is drafted and sent to the individual. The provider receives an automated denial letter.

Initial DOJ

Applies to minor employees only. The system automatically triggers the DOJ name-based check once the
minor has been entered into CCPP or WISCCRS. Once the minor turns 18 years of age, the system
triggers the Initial FBI check to be conducted. These episodes mirror the Initial FBI episodes for adults
except the SOR check is not automated.

Annual Name-Based (DOJ)

The annual name-based DOJ check automatically runs for all individuals who are associated with an
active provider location and who do not have an Employment/Residency End Date in WISCCRS. The
annual check is not conducted on minor household members, but minor employees are included.

DCF temporarily stopped conducting the annual name-based checks in October 2018 but began
conducting automated annual name-based checks starting on 1/10/20. The system is limited to
conducting a maximum of 2,000 checks per day.

The system schedules the DOJ annual name-based check 12 months after the Initial FBI check (or for a
FBI Check run prior to 10/1/18) Episode Start Date. Then annually thereafter. The annual is skipped
during the calendar year the 5-year FBI is done. No individual will have both the DOJ and FBI due within
the same calendar year.

Individuals Residing in Wisconsin:

As mentioned above, the system automatically conducts the Annual DOJ name-based check 12 months
after the Initial FBI check (or after an annual check). Since the annual name-based checks were
temporarily stopped in 2018-2019, there will be individuals who had the Initial FBI check done more than
12 months in the past (example below).

DCF-P-5293 (R. 02/2020) 6
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Individual

Mamie Aretha Franklin Individual ID 0442300000
Address 1 Sayalitde Prayer Date of Birth 3/25/1242
Milwzukse, W1 53551 Primary Phone (231) 515-1515 (cell)

Employment/Residency Period

Individual Background Check Episodes

a5 ac]

Episode Start Episcde Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
v I 1/8/2020 Annuazl 1/8/2020 I 1/8/2020 Eligible 1/8/2020 Eligible Apalysis (@ b [+]
Background Check Type ! Status Date Requested Date Received Mext Check Date Updated Date
DOJ/DHS Complete 1/6/2020 1/8/2020 1/6/2021 01/08/2020 £ 'iI' =
v I 9/22/2018 Initial FBI 5/22/2018 I 9/22/2018 Eligible 9/23/2018 Eligible Analysis ¥ = [+]
Background Check Type I Status Date Requested Date Received Mext Check Date Updated Date
CCAP Complete 9/23/2018 9/23/2018 059/23/2018 Fa (& =
Child Protective Services Complete 97232018 9/23/2018 09/23/2018 @ ] =
SOR Complete 9/23/2018 9/23/2018 09/23/2018 F4 | 5
FBL/DOI Complete 9/22/2018 9/22f2018 05/22/2018 @ | =

In certain scenarios, a break in the individual’s association with a center may delay the Annual check due
date. See example below.

Example:

The Initial FBI check was conducted on an employee in Center A on 1/29/19. The first Annual is due
on 1/29/20. The employee resigns Center A effective 12/31/19 but starts a new job in Center B on
3/1/20. As soon as the employee is added to Center B, the batch will conduct the Annual check.

If the break is more than 6 months, a new Initial check is scheduled. A new fingerprint instruction letter is
sent to adults or the Initial DOJ is automatically scheduled for minor employees.

Results:

Once the results have been received, the system creates a new Annual episode. The results can be
viewed on the Modify page.

Individual Background Check Episodes
Episode Start Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
*  1/8/2020 Annual 1/8/2020 1/8/2020 I Eligible I 1/8/2020 Eligible tnalysizs @ B OOQ
Background Check Type Status Date Requestad Date Received Maxt Chack Date [ Updated Date
DOJ/DHS I Complete I 1/6/2020 1/8/2020 1/6/2021 01/08/2020 u -‘:iI- =
- 9/22/2018 Initial FBI 9/22/2018 9/22/2018 Eligitle 9/23/2018 Eligible Analysis & = [+]

If there is no record found in DOJ (or there has not been an update in results received in the previous
checks), the system automatically sets the Preliminary and Final Status to Eligible and the DOJ/DHS
status is set at Complete. No notices are sent for these checks. Providers can view the episode details on
the Background Check page in CCPP.

If a record is found (or there is a change to a previously received record), a task is created to the CBU
inbox and the system sets the DOJ/DHS check in Follow-up Required status and the Preliminary and
Final Status are set as Pending. If the Final Status is changed to Ineligible, an Ineligibility letter is trigged
to the center and a manual letter sent to the individual.

DCF-P-5293 (R. 02/2020) 7
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Individual Background Check Episodes
New Ad Hoc Backqround Check Request DOJ Background Check

Episode Start Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status

- 1/8/2020 Annual 1/8/2020 Pending Pending Analysis 2 ln [+]
Background Check Type Status Date Requested Date Received | Next Check Date | Updated Date
DO1/DHS | Follow-Up Required | 1/6/2020 1/8/2020 1/6/2021 01/08/2020 2 'EEI" ju

> 9/14/2018 Initial FBI 9/14/2018 9/14/2018 Eligible 12/17/2018 Ineligible fnalysis @ ©® 0 ©

Transactions

Once the Annual check has been conducted for an individual, the system inserts the $10 Background
Check Fee into the WISCCRS Transactions module. If the individual is associated with multiple sites, the
fee is inserted to the site that has the ‘Apply ongoing background check fee to this location’ set Yes.

One Background Check per Calendar Year

The system has been programmed so that only one of the above Annual DOJ (Annual Out-of-State) or
FBI checks are conducted during a calendar year.

Example:

The Annual check is due for a minor employee on March 15, 2020. The minor turns 18 on October
10t. The system skips the March annual in this scenario and will send the Fingerprint Instructional
letter on October 10,

Also, if the time period between the Annual DOJ (Annual Out-of-State) check and FBI due is less than
two months, the annual check is skipped.

Example:

The Annual check is due on a minor employee on 12/12/20. The minor turns 18 on 1/20/21 (less than
two months from 12/12/20), the 12/12/20 check is skipped and the Fingerprint Instruction letter is sent
out on 1/20/21 instead.

Note that there can be scenarios where the Initial DOJ (minors) and the Initial FBI can be done the same
calendar year.

Example:

A minor employee is added to a center on June 10, At that time, system conducts the Initial DOJ.
The minor turns 18 years old on September 5. The system triggers the Fingerprint Instruction letter
that date.

Initial FBI — 5-Year FBI

The 5-Year FBI due date is calculated five years from the Initial FBI. As mentioned above, the annual
checks are conducted 12 months after the Initial FBI and then every 12 months until the next FBI check is
due (5-Year FBI). There are scenarios when the annual checks are delayed for various reasons such as

DCF-P-5293 (R. 02/2020) 8
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gap in employment/residency, delayed Annual checks in 2019, etc. This means that the time period
between the 4" Annual due date and the 5-Year FBI due date might be less than 12 months.

For example, if the Annual check is due the same calendar year as the 5-Year FBI, the 4t annual check
is skipped. Or if the 4t Annual check is due in the end of the calendar year and the 5-year FBI is due the
following year, the 4t Annual is skipped if the time period between the 4t Annual check due date and 5-
Year FBIl is less than two months.

Annual FBI — Out-of-State (O0S)

Individuals who live outside Wisconsin, are sent the Fingerprint letters 12 months after the previous FBI
check. This functionality was automated late April 2019.

Frequency for the Annual FBI — OOS mirrors the Annual DOJ name-based checks.

WI Resident moves Out-of-State

If an individual associated with a child care center moves out-of-state, the system will trigger the next

Example:

An employee residing in WI has Initial FBI done on 10/20/18. First Annual is done on 1/10/20.
Individual moves outside WI on 2/3/20. A Fingerprint Instruction letter is triggered 12 months after the
Annual check. In this example, the Fingerprint letter will be triggered on 1/10/21.

Annual FBI — OOS 12 months after the last Annual check.

Out-of-State Resident moves to WI

When an out-of-state individual associated with a child care center moves to Wisconsin, the system
conducts the Annual check 12 months after the latest Annual FBI — OOS check.

Ad hoc

If an individual requires an additional check, certifiers and licensing regional staff can submit a request to

the CBU on the Request Background Check page for the individual. Below is a list of ad hoc types:
e CCAP

CPS

CPS - Out-of-state

Local agency enforcement

Military

Other

Out-of-State (Name-based)

SOR

SOR - Out-of-State

If an ad hoc fingerprint or DOJ name-based check is needed, those are triggered by CBU staff and the
interface will create the episode.

DCF-P-5293 (R. 02/2020)
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5-Year FBI

When 5 years has passed from the Episode Start Date of the Initial FBI check or prior 5-Year FBI check,

the system triggers a letter to start a new check on all individuals associated with an active childcare
program. The details are identical to Initial FBI check.

DCF-P-5293 (R. 02/2020) 10
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Summary of Background Check Types

Below is a summary on the background check types.

Episode |Can be Automatically |Preliminary |Preliminary |Final Final Comments
Type triggered |triggered Eligibility  [Ineligibility [Eligibility [Ineligibility
by CBU Notice Notice Notice Notice
Initial FBI |Yes Triggered if no |Individual Individual Individual |Provider: |18 and older
FBI check and Provider |and Provider |and Automated
exists or prior |Automated |Automated |Provider Individual:
FBI Date is Automated |Manual
greater than 5
Years or
Individual
separated from
a facility is
greater than
180 days.
Annual |Yes Yes. 12 months |No No Individual |Provider: |Only if home
FBI - from prior FBI and Automated |address outside
00Ss check and Provider Individual: |WI. WI DOJ
annually Automated |Manual does not run
thereatfter. checks on these
individuals.
Annual |Yes Yes. 12 No No No Provider: |18 and older.
Name- months from Automated |Minors with
Based FBI or Initial Individual: [concerns, minor
DOJ DOJ and Manual employees
annually
thereatfter.
Initial Yes Triggered when |Yes Yes Yes No Individuals
DOJ minor employee between 10 and
is entered into 18 years of age.
WISCCRS/CCP Role: Any,
P. Conducted except
every 5 years household
until the minor member.
turns 18. If
there is an
employment
gap that
exceeds 180
days, a new
Initial DOJ is
triggered.
5-Year |Yes Yes. 5 years No No Individual |Provider: |18 and older
FBI from Initial / 5- and Automated
year FBI check Provider Individual:
Automated |Manual
Ad hoc |Yes N/A No No No Provider: |Counties /
Automated |regions submit a
Individual: |request to CBU
Manual (task created) or

email CBU.

DCF-P-5293 (R. 02/2020)
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Background Check Results

The FBI, DOJ and IBIS results are automatically brought over from DOJ. According to the FBI regulations,

FBI results can only be viewed by DCF employees. The county/tribal certifiers can view the DOJ and IBIS
results.

To access the FBI/DOJ results, take the following steps:

1. Click on the Background Check link below the individual name.
2. Then choose the Modify icon for the check you want to see.

g Check Epi:
New Ad Hoc Background Check

Request DOJ Background Check

Episode Start Date Episode Type Determination Start Date Preliminary Decision Date Preliminary Status Final Decision Date: Final Status
v Conversion - DOJ Conversion Conversion @ 85 ©
Background Check Type Status Date Requested Date Recsived Next Check Date Updated Date
DOJ/DHS Pending 1172172017 1172142018 08/22/2018 @ @ 8
Individual Background Checks Without An Episode
Background Check Type [+ | status Date Requested Date Received Next Check Date Updated Date
FBI/DO) Follow-Up Required 6/24/2014 6/26/2014 06/26/2014 @ S

Then click on the View FBI Results link.

Modify Individual Background Check
Type of Check Fbi,.‘Dci View FBI Results |

DatfyRequested  06/24/2014

Date Received 6/26/2014 [l

Mext Check Date &

Status #* | Follow-Up Required L

3. Ifyou are a DCF employee, the following screen is displayed. Enter your ‘accounts’ user ID

and password.

View FBI / DOJ Background Check

Use your "ACCOUNTS" username and password

User Name *

Password *

! Log in |

4. After logging into the results page, you are able to view all types. National Sex Offender
Registry results display for all checks conducted after 4/1/19. On 5/18/19, the NSOR results

were brought in for all individuals who have had the FBI conducted between 10/1/18 and
3/29/19.

FBI | NSOR | Criminal | Juvenile | IBIS

If you are a certifier or have inquiry access to WISCCRS, you can view the DOJ Criminal,
Juvenile and IBIS results, but not FBI results.

Individual

Hame
Relationship

Role  Household Member/Occupant

DCF-P-5293 (R. 02/2020) 12
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Episode Screens in WISCCRS

This screen is viewable by licensing and certification staff and inquiry users. It is updatable by CBU and
DCF Central Office staff.

As explained above, there are multiple types of episodes. Ad hoc episode is entered by CBU staff. Other
episodes are automatically created when certain actions happen.

Initial FBI and 5-Year FBI
Below are steps on how the fingerprint episodes are created:

1. When the TCN number is received from Fieldprint, the system creates an episode and sets the
Preliminary status to Awaiting Results.

Individual
Name Jon A Snow Date of Birth 2/28/1986
Address 293 Richfield Street Primary Phone# (984) 545-4124(Home)
Oregon, WI 54598
Backg d Check

New Ad Hoco Backaround Check Request DOJ Background Check

Episode Start Date Episode Type ion Start Date Decision Dats Proliminary Status Final Decision Date Final Status
~  B2018 Irutiad FBI 2 B O

Background Check Type Status Date Requested Date Roceived Updated Date

FBI/DOY Pending BR/2NE 08/09/2018 o L f u ]

2. The following night, the FBI/DOJ/IBIS results are pulled from DOJ using the TCN. The episode is
updated and the Determination Start Date is generated.

Individual Background Check Episodes
New Agd Hoc Background Check Bequest ROJ Background Check
Episode Start Date Episade Type Datermination Start Date Praliminary Decision Date Prefiminary Status Final Decision Date Final Status
v 89201 Initia FBI B/9/2018 8/9/2018 @ o 0
Background Check Type Status Date Requested Date Recaived Mt Check Date Updated Date
FBI/DO) Complete 8/9/2018 8/9/2018 08,09/2018 s L =

If the FBI and DOJ results indicate ‘No Record Found’, the Preliminary Status is automatically
changed to Eligible and a notice to the individual and the provider is sent automatically. If the
individual is associated with a certified program, a message is sent to the Dashboard. The center
and individual notices are available in WISCCRS and in CCPP in PDF format. If the results
include any offense/record other than ‘No Record Found’, the Preliminary Status is changed to
Pending. When the results are received from DOJ, the system also creates a task to the CBU
Dashboard to alert the staff to complete the remaining checks. See the Dashboard User Guide for
further detalils.

Below is a screen print of a check that did not include any ‘hits’ so the Preliminary Status and
Date was auto-filled by the system. The Final status is Pending. To add another check, click on
the Plus (+) mark next to the record.

Individual Background Check Episodes
New Agd Hoc Background Check Bequest DOJ Background Check
Episoda Start Date Eplsode Type Datermination Start Date Preliminary Decision Date Prefiminary Status Final Declsion Data Final Status
v 5%/201 Iitial FBI /32018 8/9/2018 Eligitde Pending @ B @
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
FBI/DO) Comglete 8/9/2018 8/9/2018 08,09/2018 s L =
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Then add the additional checks.

New Individual Background Check

®
Type of Check Ceap

Child Protective Services
County Reference Letter
Cps - Out Of State
Doj/Dhs

Fbi - Out Of State
Fbi/Doj

Local Law Enforcement
Military

Other

Out Of State

Sor

Sor - Out Of State

Date Requested *
Date Received

Next Check Date

Here you

Child Protective Services (CPS) check:

The CPS check has been automated so the CBU workers no longer manually create the CPS record. The
Child Protective Services Matching section in this user guide explains the matching functionality in more

detail.

If no match is found in the most recent CPS match file, the system automatically creates a CPS check in

Pending status. The Record Found? field is set at ‘No’. After the CBU staff conducts a search in

eWisacwis for foster parent information, the status is changed to Complete before Final Eligibility can be

granted.

Individual

Name Ava English

Address 123 Main
Mke, WI 12121

Employment/Residency Period 08/23/2019

Individual ID 0416300000
Date of Birth 5/5/1955
Primary Phone# (121) 212-1212 (Home)

Individual Background Check Episodes

Mew Ad Hoc Background Check

Request DOJ Background Check

Episode Start Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
v 10/21/2019 Initial FBI 10/21/2019 pending Pending Analysis @ © [+]
Background Check Type Status Date Requested Date Received Next Check Date uUpdated Date
| Child Protective Services Pending 10/22/2019 | 10/22/2019 @ @ =
FBI/DOJ Pending 10/21/2019 10/21/2019 @ @ 5

If a match is found in the most recent CPS match file, no CPS check is automatically created. Instead, a

link to potential CPS matches page is displayed.

Individual

Name Hickory Clock

Address 3333 Forest Run Way
Madison, WI 53704

Employment/Residency Period 10/01/2019

Individual ID 0217300000
Date of Birth 6/8/1985
Primary Phone# (121) 212-1212 (Home)

Individual Background Check Episodes

Mew Ad Hoc Background Check

Request DOJ Background Check

Eutential CPS Match |

Episode Start Episode Determination Start | Preliminary Preliminary Final Decision | Final
Date Type Date \Decision Date Status Date Status
¥ 10/21/2019 Initial FBI 10/21/2019 . pPending pending Analysis @ § [+]
Background Check Type Status Date Requested Date Received Next Check Date updated Date
FBI/DO] pending 10/21/2019 10/21/2019 @ @ =

DCF-P-5293 (R. 02/2020)
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The above link takes the user to a page that lists all potential matches.
Note that this page is only accessible by the CBU staff.

Individual CPS Match Detail

First Name  Hickory
Last Name Clock
Date of Birth 6/8/1985
SSN 468-95-2232

Address 3333 Forest Run Way
Madison, WI 53704

Maltreater Matching Individuals

Sacwis ID Effective Date Name Date of Birth SSN Address Match Percentage Status

780134 10/22/2019 Hickory Clock 06/08/1985 965-46-4646 3333 Forest Run Way 77.00 Match x| v ]
Madison, 53704

False Positive

Cancel || Submit

Possible Match

When a match is confirmed as a true match on the Individual CPS Match Details page, the system

creates a CPS check under the episode in Follow-up in Progress — Potential Barred Offense status. The
Record Found is set at ‘Yes'.

Episode Start Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
v 10/21/2019 Initial FBI 10/21/2019 Pending Pending Analysis @ = [+)
Background Check =r Date Date Next Check Updated
Type atus Requested Received Date Date

Follow-Up In Progress - Potential Barred

Child Protective Si i 10/23/2019 10/23/2019 10/23/2019 @ ()
i rotective Services Offense /23/ /23] /23] @ (@)

FBI/DOJ pending 10/21/2019 10/21/2019 @ @

If the match is marked False Positive, a check is created in Pending Status with Record Found set as
‘No”.

Sex Offender Registry (SOR) check:

The SOR check has been automated so the CBU workers no longer manually create the SOR record.

The Sex Offender Registry Matching section in this user guide explains the matching functionality in more
detail.

If no match is found in the most recent SOR match file, the system automatically creates a SOR check in
Complete status. The Record Found? field is set at ‘No’.

Backg d Check Episod
New Ad Hoc Backaround Check Request DOJ Background Check
Episode Start Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
v 11/25/2019 Initial FBI 11/25/2019 Pending Pending Analysis @ e [+]
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
SOR Complete 11/26/2019 11/26/2019 @ @'n =
FBL/DO] Pending 11/25/2019 11/25/2019 @ 'LEI' =

If a match is found in the most recent SOR match file, no SOR check is automatically created. Instead, a
link to the potential SOR matches page is displayed.
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Individual

[%

Addre:

Name Ivan Wise

ss 2 E Mifflin St 103
Madison, WI 53703

Employment/Residency Period 02/01/2019

Individual ID 0705300000
Date of Birth 1/22/1530
Primary Phone# (435) 646-5476 (Work)

Individual Background Check Episodes

New Ad Hoc Background Check Request DOJ Background Check
Episode Start isod. Determi Start Prelimii Yy Prelimi v Final Decision Final
Date Type Date Decision Date Status Date Status
v 11/27/201% Initial FBI 11/27/2019 Pending Pending pnalysis @ ©§ @
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
FBI/DO] Pending 11/27/2019 11/27/2019 @ || =

| Potential SOR Mat(a

The above link takes the user to a page that lists the potential match.

Individual SOR Match Detail

First Name
Last Name
Age In Years
Date of Birth
S5H

Address

Ivan

Wise

29
1/22/1990
000-00-0000

2 E Mifflin St 103

Madison, WI 53703

SOR Matching Individuals

Match
Possible Match

SOR ID Effective Date Name Address Age Match Percentage Status
2120000000 11/27/2018 Ivan Wise 2 E Mifflin St 103 73 86.00-Name Only Possible Match x| v |
Madison, WI 53703
d
False Positive
Cancel || Submit

When a match is confirmed as a true match on the Individual SOR Match Details page, the system

creates a SOR check under the episode in Follow-up in Progress — Potential Barred Offense status. The
Record Found is set at ‘Yes'.

v ﬁ/zgfzmg

Initial FBI 11/29/2019 11/29/2019 Eligible Pending Analysis @ (4]

Background Check Date Date Next Check Updated

Status n
Type Requested Received Date Date

Follow-Up In Progress - Potential Barred _
SOR Offense 12/3/2019 12/03/2019 [#] 1l
Child Protective Services Pending 12/2/2019 12/02/2019 @ =
FBI/DO1 pending 11/29/2019 11/29/2019 @ =,

Potential SOR Match

If the match is marked False Positive, a SOR record is created in Pending Status with Record Found set

as ‘No”.

DCF-P-5293 (R. 02/2020)
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Consolidated Court Automation Programs (CCAP) Check

The CCAP check has been automated. The CCAP Matching section in this user guide explains the

matching functionality in more detail.

For an individual whose Initial FBI/DOJ or 5-Year FBI is in pending status, the system brings in the CCAP
results and creates a new CCAP row.

Mew :de Hoc Background Check

d

kg d Check Epi

Request D0 Background Check

pi: Start pisod Determil Start P ¥ Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
v 2/5/2020 Initial FBI 2/5/2020 Pending Pending Analysis @ 9w O
Background Check Type Status Date Requested Date Received Mext Check Date Updated Date
FBL/DO) Pending 2/5/2020 02/05/2020 F4 "il' =
SOR Complete 2/5/2020 02/05/2020 @ (@ bl
I ccap Complate 2/5/2020 I 02/05/2020 2 @ s

The check has the following statuses:
1. No court case found: Status is marked Complete and Record Found check box is marked “No”.

2. Barred offense: If a potentially barred match is found in CCAP system, the system sets the CCAP

status in Follow-up Required. Record found check box is set at “Yes”.

3. Substantially related: If an offense is found that is potentially substantially related, the status is

set at Follow-up Required. Record found check box is set at “Yes”.

1 I Backg 1 Check Episod
New Ad Hoc Backijround Check Request D0 Background Check
LU
Episude}ért Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
. Five Year . . - : -
M 2/3/2020 FBI 2/3/2020 2/3/2020 Eligible Pending Analysis ) = [+]
Background Check . Date Date Next Check Updated
Type Requested Received Date Date
- ~ Potenti —
ccap Follow-Up In Progress - Potential Barred 2/5/2020 02/05/2020 = =
Offensa -
Child Protective Services Pending 1/23/2020 01/23/2020 2 =
SOR Complete 1/23/2020 01/23/2020 Fi =
Nsor Complete 1/17/2020 1/17/2020 05/07/2019 & =
FEI/DO] Complete 1/16/2020 1/28/2020 01/16/2020 Fi =

The Modify icon above takes you to the Modify Check page where all potential matches for the individual

can be viewed.

DCF-P-5293 (R. 02/2020)
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List of Events for CCAP

Event

CCAP New
Charge

CCAP New
Charge

CCAP New
Charge

CCAP New
Charge

CCAP New
Charge

CCAP New
Charge

CCAP New
Charge

Event Date

02/05/20

02/05/20

02/05/20

02/03/20

02/05/20

02/05/20

02/05/20

Comments

During automated data matching, an offense/conviction L. .,
RELATED - CARE OF CHILDREN. Case: 2018CM0O00230

Offense Date: 3/3/2018 Conviction Date: 8/31/2018

was found for the following person: Location Individual): SUBST.
. s Status: Closed Statute: 940.13(1) Charge: Battery Filed: 04/03/2018

During automated data matching, an offense/conviction was found for the following person: (Location Individual): SUBST.
RELATED - CARE OF CHILDREN. Case: 2018CF000275 County: 71 Case Status: Closed Statute: 540.1%(1) Charge: Battery Filed: 04/25/2018
Offense Date: 4/24/2018 Conviction Date: 8/31/2018. View In CCAP

During automated data matching, an offense/conviction was found for the following person: {Location Individual): SUBST.
RELATED - CARE OF CHILDREN. Case: 2015CM000138 County: 71 Case Status: Closed Statute: 947.01(1) Charge: Disorderly Conduct Filed:
02/29/2016 Offense Date: 2/28/2016 Conviction Date: £/30/2016. View In CCAP

Dwring automated data matching, an offense/conviction was found for the following person: . . tvim-.. [Location Individual): SUBST.
RELATED - CARE OF CHILDREN. Case: 2013CM001821 County: 37 Case Status: Closed Statute: 947.01(1) Charge: Disorderly Conduct Filed:
10/02/2013 Offense Date: 10/1/2013 Conviction Date: 12/17/2013. View In CCAP

During automated data matching, an offense/conviction was found for the following person: | 1 (Location Individual): SUBST.
RELATED - CARE OF CHILDREN. Case: 2011CM001335 County: 44 Case Status: Closed Statute: 944.30(1) Charge: Prostitution-Monmarital
Sex. Intercourse Filed: 12/03/2011 Offense Date: 12/7/2011 Conviction Date: 1/5/2012. View In CCAP

During automnated data matching, an offense/conviction was found for the following person: (Location Individual): SUBST.

RELATED - CARE OF CHILDREN. Case: 2011CM000124 County: 20 Case Status: Closed Statute: 944.20({1) Charge: Prostitution-Nonmarital
Sex. Intercourse Filed: 02/23/2011 Offense Date: 2/22/2011 Conviction Date: 2/3/2011. View In CCAP

Dwuring automated data matching, an offense/conviction was found for the following person: . __. «c-a (Location Individual): SUBST.
RELATED - CARE OF CHILDREN. Case: 2010CM000011 County: 10 Case Status: Closed Statute: 347.01 Charge: Disorderly Conduct Filed:
01/11/2010 Offense Date: 1/11/2010 Conviction Date: 2/4/2010. View In CCAP

Updated
Date

02/05/20

02/05/20 |

02/05/20

02/05/20

02/05/20

02/05/20

02/05/20

@

@

(=1

@

The magnifying class (view) icon shows details about the offense.

Modify Individual Background Check Event

CCAP
02/05/2020

Type of Check
Date Requested
Date Received
Mext Check Date

Status  Follow-Up In Progress - Potential Barred Offense

Event Type * CCAP New Charge
Event Date  2/3/2020

Comments  During automated data matching, an offense/conviction was found for the following person

{Location Individual): SUBST.

RELATED - CARE OF CHILDREN, Case: 2018CM000230 County: 71 Case Status: Closed Statute: $40.19(1) Charge: Battery Filed:

04/03/2018 Offense Date: 3/3/2018 Conviction Date: 8/31/2018. View In CCAP

The View in CCAP link points to the actual records on the CCAP system.

Once the CCAP records have been reviewed, change the CCAP status to Complete.

National Sex Offender Registry (NSOR) Check

Fingerprint based checks requested after 3/29/19 will automatically include a check in the NSOR

database. When DOJ receives the fingerprint request from Fieldprint for a childcare check, the DOJ
system conducts a name based check in the NSOR database and includes the results with the FBI/DOJ,
IBIS results. A new ‘sub’ check is automatically added after the results come in.

Individual B Check Episod:
New Ad Hoc Background Check Reguest DOJ Background Check
Episode Start Episode Determination Start Preliminary Decisi Preliminary Final Decision Final
Date Type Date Date Status Date Status
v 3/5/2019 Initial FBI 3/5/2019 3/5/2019 Eligible 3/8/2019 Eligible @ = [+]
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
Child Protective Services Complete 3/8/2019 03/08/2019 @ @l =
SOR Complete 3/8/2019 03/08/2019 @ |1§1| =
Complete 3/4/2019 3/5/2019 03/05/2019 @ @ =
Complete 3/4/2019 3/5/2019 03/08/2019 2@ @ =n

DCF-P-5293 (R. 02/2020)
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Accessing the NSOR Results
Similarly to FBI checks, the NSOR results can only be accessed by DCF staff.

Background Check Episode

Episode Type Initial Fbi
Determination Start Date  3/5/2019
Preliminary Decision  Eligible

Final Decision  Eligible

Check Level Appli icensee

Modify Individual Background Check
Type of Check | Nsor View NSOR Results |
Date Requested ~03/04/2019

Date Received 3/5/2019 B

On the following page, the system will require you to enter the Accounts login credentials.

NSOR

NSOR Results

Identification

TCN 870190205953
Name
Date of Birth 1993-03-31T00:00:00

NSOR Results
Report Date: 02/05/2019

The NSOR results are also included in the FBI results screen.

EBI | NSOR | Criminal | Juvenile | IBIS

Note that the NSOR date for all FBI checks conducted between 10/1/18 and 3/29/19 will have 5/18/19
date because those were conducted after the NSOR interface was programmed.

Checks Required for each Episode Type

The following checks must be entered for the episode before the Final Decision can be switched to Eligible.

Episode FBI/DOJ | DOJ/ NSOR CCAP | CPS SOR 00Ss
Type DHS
Initial FBI Included in | Included in | Automatically | No Automatically | Automatically | No
and 5-Year | information | information | created when created. created
FBI from DOJ from DOJ FBI/DOJ

results come

in.
Initial DOJ | N/A Included in | N/A No Automatically | Automatically | No
(minor information created. created.
employees) from DOJ
Annual N/A Included in | N/A No No No No
Name- information
Based DOJ from DOJ
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Episode FBI/DOJ | DOJ/ NSOR CCAP | CPS SOR 0O0Ss
Type DHS

Annual FBI | Included in | Included in | Included in No No No Yes
— Out-of- information | information | information

State from DOJ from DOJ from DOJ

Background Check Analysis Summary

In July 2019, the Guide to Relevancy document that was used to summarize an individual’s background
check analysis was automated in WISCCRS. The new page is called Background Check Analysis
Summary (BCAS). To access this page, click on the Analysis link on the individual's Background Check

page.
Episode Start Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status e |

A 11/21/2018 Initial FBI 11/21/2018 2/1/2019 Eligible Pending | Analysis | @ = [+]

Background Check Type Status Date Requested Date Received Next Check Date Updated Date
Child Protective Services Complete 1/1/2019 03/08/2019 ) 'ér =
SOR. Complete 1/1/2018 03/08/2019 £4 @ =
FBL/DOJ Complets 11/21/2018 11/21/2018 03/08/2019 ) @ =

Note that certifiers and licensing staff will land on the Summary page when clicking on the Analysis link
above. The screen prints below have been taken with CBU security access.

The upper portion of the BCAS page shows the individual and episode details. The Background Check
section shows the checks entered on the episode. Note that the ‘sub’ checks can be modified using the
BCAS page or the Background check page.

Individual

Name Sandy Substitute

Address 123 Main
Milwaukee, WI 12121

Employment/Residency Period 04/25/2019

Individual ID 0313300000

Date of Birth 1/1/1385

Primary Phone# (121) 212-1212 (Home)

Background Check Episode

Episode Type Initial Fbi

Determination Start Date 11/21/z2018

Preliminary Decision Eligible

Final Decision Pending

Background Check Level Caregiver

Preliminary Decision Date 2/1/2013

Final Decision Date

ummary

Background Check Details

Background Check Type Background Check Received Date Status
> SOR Complete fil =
> Child Protective Services Complete (@
» FBL/DO] 11/21/2018 Complete '@‘

If comments have been entered under the checks, those comments are visible on the BCAS page when
the check is expanded by clicking on the arrows by the checks.

DCF-P-5293 (R. 02/2020)
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Background Check Details

Background Check Type Background Check Received Date Status
E Child Protective Services 1/1/2019 Complete @ @
Date " Event | Comments Updated Date
1/1/2019 Comment No record found. 07/25/19 2
> SOR 1/1/2019 Complete 2 (@
L4 FBL/DO] 11/21/2018 Complete @ (i

Add Incident

If a record is found under one of the checks above, investigation details can be entered under the

Incidents section by clicking on the Add Incident link. If the incident is criminal, one incident is entered for
each charge in the cycle.

Incidents

Add Incident I

On the Add Incident page, complete the fields under the Incident section.

Incident/Arrest

Prosecution

Disposition/Court Action

Date

Statute

Source *

Notes

Disarderly conduct- misdemeanor

Incidents
Incident Type * | criminal ¥
5 -
Incident Date 11/15/2003 i)

Disorderly conduct- misdemeanor- convictad

11/24/2003

947.01

FBI/DO]

Display in Summary * m

ic]
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The fields on this section are explained below.

Field

Description

Incident Type

The options are:

e Civil
e Criminal
e CPS

e Municipal/Non-criminal
e Restraining order

Incident Date

Enter the date of the incident.

Incident/Arrest

Explain the type of the incident/arrest.

Prosecution

Enter information on the prosecution.

Disposition/Court Action

Enter results of the disposition/court action.

Date Enter the date for the disposition/court action.
Statute Enter the statute violated if applicable.
Source This drop down includes the checks entered for the episode. Choose

the source of the incident.

Display in Summary

Licensing and certification staff can view the BCAS summary. If the
information is of confidential nature, check ‘No’.

Notes

Enter additional notes pertinent to the case. These notes are displayed
on the BCAS page.

Once the incident(s) has been entered, they are displayed on the BCAS page. Ones with a ‘book’ icon
are displayed on the Summary page (explained later in this guide).

Incidents
Add Incident
Incident _ . . o .
Incident/Arrest Prosecution Disposition/Court Action/Date Source | Notes
Typa/Date
Criminal Failure To Pay- Misdemeanor Failure To Pay- Misdemeanor- Hold For  Fbi/Dej 97307 @ (@ 5
8/22/1895 Court
8/22(1935
&) Criminal Battery To Law Enforcement Officers, Fire Fighters Aggravatad Battery/Intent-Grast I _
T e . T — - Harm- Felony- Convicted Fbi/Doj Fi @ o
r Commission Wardens- Felony YRR
Criminal Resisting Or Obstructing An Officer Dismissed/Mo Fhi/Doj 2 @
10/22/1396 Prosecution 12/4/19%6
& Criminal Disorderly Conduct- Misdemeanor-
T Disarderly Conduct- Misdemeanor Convicted Fhi/Doj 2 @ B
11/24/2003

DCF-P-5293 (R. 02/2020)

22



WISCCRS User Guide — Background Checks

Analysis Section

Once all incidents on the background check have been investigated, the CBU Analyst summarizes the

results on this section. To complete an analysis, click on the Add Analysis Details link. Complete the fields

on this page.

Analysis

dd Analysis Details I

Mo record/s found.

If Yes is chosen for a question, notes are mandatory.

Analysis

e Are there any barred offenses? Ohes o

Notes:

0 of 500 characters

2. Are there any offenses that require rehabilitation review? Cives ®No

Notes:

0 of 500 characters
3. Is there documentation of rehabilitation review approval? Crves ®no

Notes:

0 of 500 characters

4. Is the individual currently on probation, parole or extended supervision? What is the
supervision end date?
Notes:

CrvesONo

10. Does the background check history warrant further department review? Oes Do

11. Document the CBU staff member's case recommendations. Okligible Olneligible

Analysis summary and other information:

Item 10: The CBU Analyst enters Yes if additional review of the case is needed.

Item 11: The CBU Analyst enters either Eligible or Ineligible as the decision. Note that the value here
must match the Final Decision on the Episode page. Example: If ‘Ineligible’ is chosen here, the Final
Decision must be Ineligible and vice versa.

Eligible/Ineligible — Overridden: If a Supervisor overrides the decision of the Analyst, the Supervisor

chooses the Overridden value.
Notes: The summary notes are required whether the decision is eligible or ineligible.

Summary

The summary page is available for certification and licensing staff but they cannot modify any of the
sections.

The page can be accessed as follows:
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e Certification/Licensing staff view: Click on the Analysis link on the Background Check page.

Episode Start Episode Preliminary Preliminary Final Decision  Final
Date Type Date Decision Date Status Date Status ey

v 11/21/2018 Initial FBI 11/21/2018 2/1/2018 Eligible Pending | Analysis | @ #n ©
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
Child Protective Services Complete 1/1/2019 03/08/2019 @ @ o
SOR Complete 1/1/2019 03/08/2019 @ @ =
FE1/DO] Complete 11/21/2018 11/21/2018 03/08/2019 @ @ b3

e CBU staff view: Click on the Summary link on the BCAS page.

Provider/Loc Number 2800040092 / 001
Facility Number 1123250
Facility Address 123 Main St
Anytown, WI 45454

Name Lzakeland Child Care
Applicant/Loc Number 4800084443 / 001
Facility Name Lakeland Group Centre

Licensor Name Lena Licensor - Sero

Certifier Name

Individual

Name Sandy Substitute

Address 123 Main
Milwaukee, WI 12121

Employment/Residency Period 04/26/2018

Individual 1D 0313300000
Date of Birth 1/1/1585
Primary Phone# (121) 212-1212 (Home)

Background Check Episode

Episode Type Initial Fbi
Determination Start Date 11/21/2018
Preliminary Decision Eligible

Final Decision Pending

Background Check Level Caregiver

Preliminary Decision Date 2/1/201%

Final Decision Date

Summary I
—

Background Check Details

Background Check Type Background Check Received Date Status
v child Protective Services 1/1/2013 Complete @ @ =
Date Event Comments Updated Date
1/1/2019 Comment Mo record found. 07/25/19 @
»  SOR 1/1/2019 Complete @ @ =
»  FBI/DOJ 11/21/2018 Complete @ @ o3

Printing the Summary Page

To print the Summary page, take the following steps (using Internet Explorer):

1. On our browser, click on File and then Page Set-up. Change the value in the Footer field to
Empty to eliminate the URL being printed on the bottom of the printed document.

Page Setup

Paper Options
Page Size:

Letter A

(@ Portrait ()Landscape
|:| Print Background Colors and Images
[~*]Enable Shrink-to-Fit

Headers and Footers
Header:

Title

—Empty—

Page # oftotal pages

Change font

DCF-P-5293 (R. 02/2020)
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2. Then choose Print.

Checks

WISCCRS: Background Check Analysis Summary

Page 1 of3

332.2 ms !
2 !

| “Brrdvidar/1Loc Number 2800040092 / D01
Facility Number 1123290

Facility Address 123 Main St
Anytown, WI 45454

Name Lakeland Child Care
Applicant/Loc Number 4800084443 / 001
Facility Name Lakelznd Group Centre

Licensor Name Lena Licensor - Sero

Certifier Name

Individual

MName Sandy Substitute
Address 123 Main
Milwaukee, WI 12121

Employment/Residency 04/26/2019
Period

Individual ID 0313200000
Date of Birth 1/1/1385
Primary Phone# (121) 212-1212 [Home)

Background Check Episode

Episode T
pisode Type Initial Fhbi

Determination Start
11/21/2018
Date

Preliminary Decision
i Eligible

Final Decision Pending

Background Check )
Caregiver
Level

Preliminary Decision
/2019
pate /¥

Final Decision Date

Background Check Details

Background Check Received

Background Check Type Date Status

v Child Protective Services 1/1/2019 Complete
Date Event Updated Date Comments Updated Date
1/1/2019 Comment Mo record found. 07/25/13

v SOR 1/1/2019 Complate
Date Event Updated Date Comments Updated Date
1/1/201% Comment No record found. 07/25/19

v FBI/DOI 11/21/2018 Complate
Date Event Updated | mments Updated

Date Date
7/23/2019

Making Final Determination

Once the additional checks have been entered and marked Complete, access the Modify Episode
page by clicking the pencil icon.

Individual Background Check Episodes
New Ad Hoc Background Check Request DOJ Background Check
Episode Start Date Episode Type Determination Start Date Preliminary Decision Date Preliminary Status Final Decision Date Final Status
v 8/9/2018 Initial FEI 8/9/2018 8/9/2018 Eligible Pending
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
Child Protective Services Complete 8102018 8/10/2018 08/10/2018
SOR Complete 8/10/2018 8/10/2018 % 08/10/2018
FBI/DOJ Complete 8/9/2018 8/9/2018 08/09/2018

The following page displays:
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Modify Individual Background Check Episode

Background Check Level
Determination Start Date
Episode Begin Date
Episode Type

Out Of State

Preliminary Decision

Preliminary Decision Date

Caregiver

8/9/2018 %
8/9/2018

Initial Fbi

No

Eligible [=]

8/9/2018

Final Decision

Final Decision Date

Comments

Pending

0 of 500 characters.

=)

The fields on this screen are explained below. Note that the description below covers the Initial
and 5-Year FBI check process. The system does not trigger preliminary notices for annual and ad

hoc checks.

Field

Description

Background Check
Level

This field is auto-filled based on the role of the person at the time of the
background check. The options are:
1. Applicant/Licensee

2. Caregiver
3. Non-caregiver

Determination Start
Date

This is the date when the results were brought in from DOJ. The date is
reset after the results are brought in from DOJ. If the individual’s role
was changed and required a new review, this date could be the date the
review was initiated.

Episode Begin Date

This is the date the system created the episode.

Episode Type

Options are:
1. |Initial FBI

Annual FBI — O0S

Annual Name-Based (DOJ)
Initial DOJ

5-Year FBI

Ad hoc

Monthly CPS/CCAP

Nook~wdN

Out-of-State

Yes is displayed if the person resided outside WI (Initial check) within
the last 5 years or currently has a home address outside WI.

Preliminary Decision

Options:

1. Eligible: This is auto-populated for individuals whose FBI and
DOJ results come back as ‘No Record Found'. If a record is
brought over, CBU staff review the record and manually switch
the status to Eligible. When the status is changed to Eligible,
the following actions happen:

a. A notice is triggered to both the individual and the
provider location(s) the person is associated with.

b. If certified location, a message is sent to the Certifier
in the Dashboard.

2. Ineligible: If the person is found ineligible, CBU staff switch the
status. When the status is changed to Ineligible, the following
actions happen:
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Field

Description

a. A notice is only sent to the provider location(s) the
individual is associated with. The preliminary
ineligibility letter is not automated and manually sent
to the individual. The manual letter is uploaded into
the Confidential Documents section.

b. If certified location, a message is sent to the Certifier.

3. Pending: The system sets the status to Pending if an offense
is brought over from DOJ. No notice/message generated.

Preliminary Decision
Date

The date the Preliminary Decision was made. This is auto-populated for
individuals whose FBI/DOJ have ‘No Record Found'.

Final Decision

Options:

1. Canceled: Choose Canceled if a person withdraws his/her
background check request. If certified location, a message is
sent to the Certifier.

2. Eligible: Choose this if the person is eligible. When the status
is changed to Eligible, the following actions happen:

a. A notice is triggered to both the individual and the
provider location(s) the individual is associated with.

b. If certified location, a message is sent to the Certifier
in the Dashboard.

c. Iflicensed and role is Household Member or
Applicant/Licensee, a message is sent to BECR
Licensing Region Inbox.

3. Eligible with Stipulation: Used when an individual is made
eligible with stipulation. Stipulation must be met to maintain the
eligibility. The individual receives a manual notice in these
scenarios.

4. Incomplete: Currently not used by Childcare Background Unit.
No notice is generated. If certified location, a message is sent
to the Certifier.

5. Ineligible: Used if the person is not eligible. Caution: To
prevent the provider knowing the decision prior to the
individual, do not change the Final Decision to Ineligible until
the manual letter has been mailed to the ineligible individual.

When the status is changed to Ineligible, the following actions
happen:

a. A notice is only sent to the provider location(s) the
individual is associated with. The denial letter is not
automated and manually sent to the individual. The
manual letter is uploaded into the Confidential
Documents section.

b. If certified location, a message is sent to the Certifier
in the Dashboard.

c. Iflicensed and the designated role is anything except
Applicant/Licensee, a message is sent to BECR
Licensing Region Inbox.
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Field Description

6. Ineligible — Appealed: If the person is found Ineligible, s/he
has the right to appeal. Change the status to Ineligible-
Appealed when the appeal has been received.

7. Pending: If arole is changed for an individual after a
completed episode and the CBU staff has started a review for
the new role, the system changes the status back to Pending.
No notice/message generated.

Comments Comments can be entered pertaining to the episode.

Tags

The following tags are available on the Modify Episode page:

Prefuminary Dicision

Freliminary Decision Date

Final Decision Date

Comments

Tags

Final Decision | §

0 of 500 characters.

Eligible For

When the final decision is entered, the “Eligible For” Caregiver level tags can be added to the Tags field.
Note that the decision letter will only include the role that the person applied for.

If the final decision for the check is ineligible, an additional set of tags display. In the scenario below, the
person applied for a caregiver role, but was denied due to substantially related reason (red tag). However,
the person does not have an offense that prevents him/her from being a non-caregiver (green tag).

Modify Individual Background Check Episode

Determination Start Date
Episcde Begin Date
Episode Type

Out Of State

Preliminary Decision
Preliminary Decision Date
Final Decision

Final Decision Date

Comments

Tags

Evaluate for Different Rale |
Background Check Level

8/17/2018
8/17/2018
Ad Hoc
No
Eligible [=

8/17/2018

Ineligible -

8/17/2018

0 of 500 characters.

Non-Caregiver I Substantially Related |

‘ INELIGIBLE REASON Eligible For

Bar - 5-year with Rehabilitation Bar - Pending Charge Bar - Permanent

Bar - With Rehabilitation CBC Fit and Qualified

CBC Fit and Qualified - Pending Charge Substantially Related

Substantially Related - Pending Charge
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Also, if more than 45 days has passed from the Episode Start Date, a reason for the delay must be chosen.

Modify Individual Background Check Episode

lackground Check Level Caregiver
termination Start Date  6/1/2018
Episode Begin Date 6/1/2018
Episode Type Ad Hoc
Out Of State  Yes

Preliminary Decision |Eligible

5 o

liminary Decision Date 6/1/2018

Final Decision Eligible

# (o

Final Decision Date 9/4/2018

Comments

0 of 500 characters.
Tags

LATE DECISION REASON Eligible For

Agency Error Appeal Decision In-State CPS Records

In-State Criminal Records 00S CPS Records 00S Criminal Records
Other Requestor Error Requestor Submission Delay Role Change
Unaffiliated Individual

Episode History

To view the episode history, click on the history icon.

Individual Background Check Episodes
Mew Ad Hoc Background Check Request DOJ Background Check
Episode Start Date Episode Type Determination Start Date Preliminary Decision Date Preliminary Status Final Decision Date Final Status IS
v 6/1/2018 Ad Hoc 6/1/2018 6/1/2018 Eligible 9/4/2018 Eligible @ IEI [+]

The following page shows the updates made to the episode. Click on the Updated Date link to see who
made the change. If no FBI/DOJ record was found and the system automatically changes the Preliminary
Decision Status and Date, the User Name will show ‘Data not found'.

Background Check Level  Episode Start Date | Episode Type Determination Start Date = Out Of State | Preliminary Decision Date  Preliminary Status | Final Decision Date  Final Status = Updated User

Caregiver 6/1/2018 Ad Hoc 6/1/2018 Yes 6/1/2018 Eligible /42018 Eligible 97472018

Caregiver 6/1/2018 Ad Hoc 6/1/2018 Yes 6/1/2018 Eligible Pending 8/24/2018

Caregiver 6/1/2018 Ad Hoc 6/1/2018 Yes Pending Pending 8/24/2018
Redetermination

In some rare scenarios, CBU may overturn an eligibility decision to ineligible (or ineligible to eligible). This
usually happens when additional information is received after the initial review has been done. To
complete a redetermination, take the following steps:

1. Update the Background Check and BCAS pages with the new information and reverse the status
of Item 10 on the BCAS Analysis.

2. Access the Modify Episode page and change the Final Decision to Eligible or Ineligible and
update the Decision Date.
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Final Decision | Ineligible 5
Final Decision Date | 7/25/2019 |
Comments

0 of 500 characters.

Tags
icant/Licensee § Caregiver @ Non-Caregiver

[ INELIGIELE REASON Eligible For Redetermination

Bar - S-year Bar - S-year with Rehabilitation Bar - Pending Charge
Bar - Permanent Bar - With Rehabilitation CBC Fit and Qualified
CBC Fit and Qualified - Pending Charge  Substantially Related

Substantially Related - Pending Charge

3. A Redetermination tag automatically appears on the Tags field. If the person was found eligible or

ineligible for certain CBC levels, update the tags.

Modify Individual Background Check Episode

Background Check Level Caregiver
Determination Start Date  11/21/2018
Episode Begin Date  11/21/2018
Episode Type Initial Fbi
Out Of State  No

Preliminary Decision Eligible v

Preliminary Decision Date 2/1/2019 i)

Final Decision || Insligible v

Final Decision Date 7/25/2019 &
Comments

0 of 500 characters.

Redetermination @

T ARG _CImwE  Non-SHUUNGES

4. Then add the reason(s) for the change in decision.

Background Check Level Caregiver
Determination Start Date  11/21/2018
Episode Begin Date 11/21/2018
Episode Type Initial Fbi
Out Of State  No

Preliminary Decision | Ehgible .

Preliminary Decision Date | 2/1/2019 B

Final Decision | Ineligible v

Final Decision Date | 7/25/2019 i
Comments

0 of 500 characters.

Tags
Redetermination

INELIGIBLE REASON LATE DECISION REASON

le For

Bar - 5-year Bar - 5-year with Rehabilitation Bar - Pending Charge
Bar - Permanent Bar - With Rehabilitation CBC Fit and Qualified
CBC Fit and Qualified - Pending Charge Substantially Related

Substantially Related - Pending Charge

The Automated Facility letter is mailed the following day.
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Appeal

If the final decision for an individual is ineligible, the person has the right to appeal the decision. There are

four appeal levels:
1. DECE Desk Review (reviewed by a DECE designee)
2. DCF Desk Review (reviewed by a DCF OLC designee)
3. DHA Hearing (formal hearing with DOA Division of Hearings and Appeals)
4. Judicial Hearing (any court, circuit or supreme, hearing)

The system allows the user to enter only one record of each type (1-3), except Judicial.

Note that this module is only updatable by Childcare Background Unit and Central Office Staff. Licensing

and Certification staff can view the pages but cannot update.

Accessing the Appeal Module

The appeal information can be accessed on the Modify Episode page. If appeal information exists for an

individual/episode, a new icon has been added to the Final Status field indicating that an appeal record

exists. Click on the pencil/magnifying glass icon to view details.

Episode Start Episode Determi Start Preliminary Decision iminary Final Decision q
Date Type Date Date Status Date GinsiStats
. , , ) | #, Ineligible - | -
1/7/2019 Initial DOJ 1/7/2019 1/7/2019 Eligible 1/15/2019 Anpaalad @l 8 ©
Background Check Type Status Date Date Next Check Date Updated Date
DOJ/DHS Complete 1/7/2019 1/7/2019 1/7/2020 01/15/2019 @ @ [
» 8/17/2018 Ad Hoc 8/17/2018 8/17/2018 Eligible 8/17/2018 Ineligible @ 8 [+]
Individual Backgreund Checks Without An Episode
Background Check Type Status Date d Date ived Next Check Date Updated Date
SOR Complete 1/26/2018 1/26/2018 01/26/2018 @ @ 53
Individual has appeal record/s on file. |

The appeal information is on the bottom of the Modify Episode page. To view detail on each level, click on

the pencil/magnifying glass icon to access the detalil.

List of Appeal
jadd Appeal
. Date of L Date of

Appeal Type Status Received Date e Decision — Updated Date

Judicial Appeal Decided 02/08/2019 02/08/15 Stipulation 02/08/19 Documents 02/08/19 =
DHA Hearing Decided 01/25/2019 01/25/19 Upheld 01/25/19 Documents 02/08/19 18
DCF Desk Review  Decided 01/22/201% 01/22/15 Upheld 01/22/19 Documents 02/08/19 s
DECE Desk Decided 01/15/2019 Upheld 01/16/19 Documents 02/08/19 =
Review

Add an Appeal

DCF Childcare Background Unit and Central Office Staff can add appeal information for an individual.
Below are the steps:

1. The Final Decision Status must be Ineligible — Appealed before an appeal record can be entered.

Episode Start

Date

Episode Type

Determination Start

Date

Preliminary
Decision Date

Preliminary
Status

Final Decision

Date

Final Status

v

1/24/2019

Initial FBI

1/24/2019

1/24/2019

Eligible

1/24/2019

| Ineligible - |
Appealed . 8 e

2. Click on the pencil icon to access the Modify Episode page. Scroll down to the Add Appeal
section of the page.
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Add Appeal
Appeal Type |DECE Desk Review |
Status * Received v
i #

Received Date 2/1/2010 ]

Hearing Date 5
Decision Select Appeal Decision v

Decision Date 5

Comments Text

The page has the following fields:

¢ Received
e Under Review

Field Description
Appeal Type Values are:

e DECE Desk Review

e DCF Desk Review

e DHA Hearing

e Judicial Hearing

The values in this field are auto-populated.

Status Values are:

e Decided

Received Date

Enter the date the appeal was received.

Hearing Date If applicable, enter the hearing date.

Values are:
e Dismissed — Other
e Dismissed — Settled

Decision

e Not Upheld
e Stipulation
e Upheld

e  Withdrew

e Dismissed — Withdrawn by Agency/DCF
e Dismissed — Withdrawn by Individual

Decision Date

Enter the date the decision was made.

Comments

Comments for the appeal can be entered here.

3. After the appeal record has been entered into the Modify Episode page, the Background Checks

page has an icon that indicates that an appeal record exists.

Determi
Date

Episode Start
Date

Start | Preliminary
Decision Date

Preliminary

Episode Type Status

Final Decision
Date

Final Status

v 1/24/2019 Initial FBI 1/24/2019 1/24/2019 Eligible

1/24/2019

| #, Ineligible - | .
Appealed @ B °
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Modify an Appeal

To modify an appeal record, access the Modify Episode page to access the List of Appeal section. Click
on the pencil icon to access the Modify Appeal page.

List of Appeal

Date of Date of

A 1 T Stat R ived Dat Decisi Updated Dat

ppeal Type atus eceived Date Tt ecision Decision pdated Date

DECE Desk Received 02/01/2019 Documents 02/11/19 @.\ =
Review

Once a decision has been entered, the Add Appeal link displays.

List of Appeal
lAdd Appeal |
Appeal Type Status Received Date Date. of. Decision Dat_e.uf Updated Date
Hearing Decision
DECE Desk Decided 02/01/2019 Upheld 02/05/19 Documents 02/11/19 @ 8
Review

The next appeal level is DCF Desk Review.

[4\5 Add Appeal
Appeal Type I DCF Desk Review I
Status * Select Appeal Status v
Received Date * =
Hearing Date &
Decision Seflect Appeal Dacision v
Decision Date &

Comment Text

After the 2" level appeal has been added, the first one is locked and cannot be deleted.

List of Appeal
. Date of . Date of
Appeal Type Status Received Date e Decision e —— Updated Date
DCF Desk Review Received 02/11/2019 Documents 02/11/19 2@
DECE Desk Decided 02/01/2019 Upheld 02/05/19 Documents 02/11/19 7.
Review }'

The Appeal Type and Status are locked on the Modify Appeal page. All other fields can be updated but
not deleted.

Modify Appeal
Appeal Type I DECE Desk Review I

Appeal Status

Received Date *

2/1/201% i}
Hearing Date B
Decision Upheld v
Decsion Date 2/5/2018 =]
Comment Text
comments
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Delete an Appeal Record

If a previous appeal type must be deleted, you must delete the records starting the latest appeal type first.
After the latest appeal type has been deleted, the system will open the previous level. For example, a
DCF Desk Review (level 2) record must be deleted before you can delete the DECE Desk Review (level
1).

Note that if the latest one has a decision, the system does not allow deletion. To open the record for
deletion, delete the Decision date, change the Decision to a blank value and finally, change the Status to
Received or In Progress. After that, the deletion button appears.

Appeal Documents

Documents related to the appeal can be uploaded using the Document link by each appeal level.

List of Appeal

Date of
Hearing

Date of
Decision

Appeal Type Status Received Date Decision Updated Date

DCF Desk Review Received 02/11/2019 Documents 02/11/19 @@

DECE Desk
Review

Decided 02/01/2019 Upheld 02/05/19 Documents

02/11/19 3

The following types are available:
e Background Check Appeal Documents — Licensing
e Background Check Appeal Documents - Certification

In the comment field, enter more detail about the document.
The Appeal Documents feed into the Individual Document section. If the appeal record is deleted, the

documents are not deleted with the appeal record. If the documents associated with an appeal need to
be deleted, access the Individual Document section to delete them.

% Individual Documents

Upload Document

Regulation Type Document #

2000029735

Document Type Document Received Date

2/12/2019

Comments File Type

Certification Background Check Appeal Documents - Certification Appeal request

Adobe PDF Document @ @

Individual Batch Documents

Document #

Document Type

2000029687
2000029122

Facility-Final Ineligiblity For Individual

Facility-Preliminary Eligibility For Individual

2000028947

Individual-Preliminary Eligibility

Document Uploaded Date
2/8/2019
1/7/2019
1/7/2019

Evaluate in different Role

If the Initial FBI, 5-Year FBI or Initial DOJ check status for an individual is complete, CCPP allows the
user to change the role for the individual. In certain scenarios, a new review must be done.

Below is a table when a review is necessary and when the role change is allowed (when the background
check is not in Pending status). At initial rollout, the role changes must be reported to CBU. New tasks will

be added under Phase 2 (Spring 2019).

From Role To Role Review Required |Example

Higher Role — Approved |Lower Role |No Individual approved to be an
Applicant/Licensee changes role to be in a
role under Caregiver or Non-caregiver.

Higher Role — Denied Lower Role |Yes Individual denied as a Caregiver applies to
be a Non-caregiver.
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Lower Role — Approved |Higher Role |Yes Individual who is a caregiver applies to be
an Applicant/Licensee.

Lower Role - Denied Higher Role [N/A The person is not eligible for any other role.

If the review is required, the ‘Evaluate for Different Role’ button appears on the Modify Episode page.

Individual
[ Name Willow C Rosenberg

Address 339 Apricot Lane
Madison, W1 98754

Background Check Eplsade

Episode Type  Initial Fbi
Determination Start Date  5/5/2018
Preliminary Decision  Eliginle
Final Decision  Eligible
Check Level Caregiver

Madify Individual Background Check Eplsode

Background Check Level Caregiver
Determination Start Date  8/6/2018
Episode Begin Date  s/9/2018
Episode Type  Initial Fbi
Out Of State Mo

Preliminary Decision  Chgible
Preliminary Decision Date  8/9/2018
Final Decision | Chgible

Final Decision Date  8/13/2018

This puts the previously completed Final Status to Pending. Also, a new Determination Start Date is set.

Individual

Name Willow C Rosenberg Date of Birth 9/4/1989

Address 339 Apricot Lane Primary Phone# (124) 574-5312(Home)
Madison, WI 98754

Individual Background Check Episodes

New Ad Hoc Background Check Request DOJ Background Check
Episode Start Date Episode Type Determination Start Date Preliminary Decision Date Preliminary Status Final Decision Date Final Status

v 8/9/2012 nitial FBI | 8/14/2018 | 8/9/2018 Eligible | Pending | ':;:' hu 0
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
Child Protective Services Complete 8/10/2012 8/10/2018 08/10/2018 @ @ =
SOR Complete 8/10/2018 8/10/2018 08/10/2018 @ @ ju
FBI/DO) Complete 8/9/2018 8/9/2018 08/09/2018 @ @ ul

Then process the review and change the Final Status. A new Final Decision notice is sent to the facility
and individual.

Annual Checks (FBI-OOS, DOJ) and Ad hoc

The episode screens for these checks function the same way as the Initial and 5-Year FBI checks except
that notices are not triggered for the preliminary decisions (See table in the Notices section below).

Notices

Fingerprint Instruction Letter

See Fingerprint Letter section earlier in this guide on scenarios when the letter is triggered. These letters
are usually sent to the provider, except if the individual submits the request from iChildcare. Those letters
are sent to the individual's home address. If the person is attached to multiple facilities, each facility
receives the instructional letter. If multiple individuals are added to a center during a day, all individuals
will be listed on the instruction letter. This letter is immediately available in printable format in both CCPP
and iCC.

These letters are found in the WISCCRS Batch Documents section for the provider location. The letters
are also available in the Provider Portal under the Documents section.
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Decision Letters

The system triggers decision notices as explained in the table below.

Episode Type Preliminary Preliminary Final Eligibility Final Ineligibility
Eligibility Notice |[Ineligibility Notice Notice
Notice
Initial FBI Individual and Provider Individual and Provider: Automated
Provider Automated |Automated Provider Automated |Individual: Manual
Initial FBI — No No Individual and Provider: Automated
Current Provider Automated |Individual: Manual
Individuals
(Employment /
Residency Begin
Date <10/1/18
and facilities
included in the
rollout)
Initial DOJ-Minor |Individual and Provider Individual and Provider: Automated
employees Provider Automated |Automated Provider Automated |Individual: Manual
Annual FBI - OOS |No No Individual and Provider: Automated
Provider Automated |Individual: Manual
Annual Name No No No Provider: Automated
Based DOJ Individual: Manual
5-Year FBI Check Individual and Provider: Automated
Provider Automated |Individual: Manual
Ad hoc No No No Provider: Automated
Individual: Manual
Monthly CPS No No No No

Note that the center decision letters are not sent to family providers if the role is Applicant/Licensee.

If the Preliminary and Final Decisions are done the same day, both the Preliminary and Final decision
letters are sent out the same day.

When an individual who has had a complete FBI check done under Facility A and is later attached to
Facility B, the Final Decision letter is retriggered to Facility B. Note that if the individual was detached
from Facility A more than 180 day ago, a new fingerprint check is required.

The decision letters sent to the provider are stored in the Batch Documents section in WISCCRS and in

the Documents section in the Provider Portal. The individual approval letters are stored in the Documents
section for the individual. The manual denial letter is uploaded into the Confidential Documents section.

Background Check Quarterly Notice

In 2020, the department resumed conducting annual name-based background checks on licensees,
certified operators and adult household members and began conducting annual name-based background
checks on caregiver and non-caregiver employees. Starting December 20th, 2019 the department began
sending out Quarterly Notices to child care programs informing them which individuals are due for an
annual name-based background check. The Notices will be sent to child care programs around the 20th
of December, March, June and September each calendar year.
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Licensees/operators will need to review these Notices carefully to ensure the department has the most
up-to-date list of individuals associated with their child care program. Annual name-based checks will be
conducted on the following individuals:

e Age 18 or older

e Has an employment/residency status of “current” or “prospective”

e Has completed a DCF-conducted fingerprint-based background check (or DOJ Initial on minor
employees) within 12 months or earlier.

If the list of individuals included in the Notice or employment/residency status is not up-to-date, the
licensee/operator needs to update the information in the CCPP as soon as possible. The cost of the
annual name-based check is $10 per individual. The department will mail invoices every four months for
the cost of any annual name-based checks conducted starting on 1/21/20.

A copy of the Notice is available in the CCPP Facility documents and in the Batch Documents in
WISCCRS.

The notice may have multiple sections depending if any individuals associated with the program fall under
the criteria for the section. The sections are explained below.

List of individuals who have a 5-Year FBI due within the next four months:

Upcoming Fingerprint Background Checks
Individual(s) scheduled for a five-year FBI background check within the next four months:
Name Role/Position FBI Check Due

RANDY RANDALL Applicant/Licensee 08/29/2019

In addition to individuals who are due to have the 5-year check done, this section also includes the
following individuals:

¢ Minor employees who have had an Initial DOJ conducted but the minor is turning 18 during the next
four months.
¢ Individuals who reside outside WI must have the fingerprint check done on an annual basis.

Individuals who are associated with multiple facilities, are listed in the notice to the center where the
Apply CBC Fee is set at “Yes”. This indicator is found on the Individual Details screen in WISCCRS.

Employment/Residency Details

[:} Effactive Begin Date 7/15/2018
Primary Role * Applicant/Licenszes x
Secondary Role L
Employment /Residency Status * Current L
Employment/Residency Begin Date * 2/1/2018 ]
Employment/Residency End Date ﬁ

I Apply engoing background check fee to this location ez I

The 5-year FBI due date (1-year for individuals residing outside WI) is calculated from the Determination
Start Date of the latest background check. The date is found on the Individual's Background Checks
screen.
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Episode Start Episode Determination Praliminary Preliminary Final Decision

Date Type Start Date Decision Date Status Date EaalSiatus

Eligible With

v 12/26/2018 Initial FEI 12/26/2018 2/1/201% Eligible 11/21/2019 . .
Stipulation

Background Check Type Status Date Requested Date Received MNext Check Date Updated Date

D01/DHS Complets 11/1/201% 11/1/2020 11/27/2019 i 'T:[" =
SOR Complete 1/1/2015 1/1/2015% 07/25/2019 Fa 'T:[" =
Child Protective Ssrvices Complete 1/1/201% 1/1/201% 07/25/2019 #a @ =
FBI/DOJ Complete 12/26/2018 12/26/2018 03/08/2019 ) IT:['I =

Note that there can be scenarios when the FBI Check Due is in the past. This may happen with facilities
that were licensed prior to the new background check roll-out on 10/1/18 but the center was scheduled to
receive the Fingerprint reminders during the later stages of the roll-out. If the individual has never had an
FBI check done in the past, the system uses the date the first Fingerprint roll-out notice was mailed to the
facility.

List of individuals who are due for an annual name-based check:

This section lists individuals associated with the program that are due to have an annual name-based
background check done within the next four months.

Upcoming Annual Name-Based Background Checks
Individual(s) scheduled for an annual name-based background check within the next four months:

Name Role/Position DOJ Check Due
LENA LANNI Applicant/Licensee 08/15/2019
SANSA STARK Teacher - Lead 08/15/2019
DANI TARGARYEN Teacher - Lead 09/05/2019

DCF temporarily stopped conducting the name-based checks in 2018 so there will be individuals who
have the DOJ Check Due Date in the past. These will be automatically conducted in early 2020.

The system schedules the DOJ annual checks 12 months after the last FBI check Determination Start
Date. Then annually thereafter. The annual is skipped during the year the 5-year FBI is done. No
individual will have both the DOJ and FBI due within the same calendar year.

List of Individuals who have had the annual name-based check conducted within last three
months:

This section lists all individuals associated with the program who have had an annual DOJ name-based
check conducted. The initial mailing in December 2019 will mostly have minor employees listed.

Completed Background Checks
Annual name-based background check(s) have been conducted on the following individual(s) associated with your
facility within the last three months. You will receive an invoice for any of these checks you are yet responsible to

pay for.
Name Role/Position Latest DOJ Check
CAROM CASITTA Student Intern 12/17/2019

The program will be invoiced for these checks. Note that there are scenarios with newly licensed/certified
programs when the $10 fee has been already paid by the provider/operator. The system will not include
these in the invoicing.

List of Individuals in Prospective status associated with the program:

This section lists all individuals associated with the program who have prospective status whether their
background check is due or not.
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Prospective Employees
The following employee(s)/resident(s) associated with your program have prospective status. Please update the
status once the employment/residency decision has been made. Note that annual name based checks are
automatically conducted on these individuals and your center may be invoiced for the checks.

Name Role/Position Prospective As Of
BHA RATHI Administrator 10/26/2018

Child Protective Service (CPS) Matching

Individuals associated with childcare programs must be clear of substantiated incidents in eWiSACWIS,
the Child Protective Services (CPS) system. The first phase of the CPS automation checks eWISACWIS
maltreater information. If potential matches are found, those are reviewed by the Childcare Background
Unit (CBU) and confirmed.

Phase 2 will add matching with foster care licensing (denials and revocations).

Ewisacwis Data Retrieval

The eWISACWIS data used for matching is received and potential matches inserted into WISCCRS as
follows:

1. Weekly file: Friday nights (Phase 1: Maltreaters. Phase 2: Foster Parent)
2. Monthly file: Around the 20t of each month (maltreaters only)

New Individuals — Initial checks

Individuals who are undergoing an initial background check (Initial FBI/DOJ-minors or 5-Year FBI) are
matched against the Maltreaters data on a nightly basis. Note that the file WISCCRS receives from
eWisAcWis does not include records on minors. However, the system is programmed to conduct the
check after Initial DOJ has been received but there will never be a match brought into WISCCRS.

If the Final Episode is pending for the following episode types, the individual is matched against the
eWISACWIS data:

1. Initial FBI
2. Initial DOJ (minors)
3. 5-Year FBI

After the FBI/DOJ results have been received from DOJ for an individual, the CPS batch matches the
individuals with the latest eWISACWIS file (from previous Friday).

No match found:
If no match is found in the most recent CPS match file, the system automatically creates a CPS check in

Pending status. The Record Found? field is set at ‘No’. After CBU staff conducts a search in eWISACWIS
for foster care licenses, the status is changed to Complete before final eligibility can be granted.
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Individual

Name Ava English

Address 123 Main
Mke, WI 12121

Employment/Residency Period 08/23/2019

Individual ID 0416300000
Date of Birth 5/5/1955

Primary Phone# (121) 212-1212 (Home)

Individual Background Check Episodes

Mew Ad Hoc Background Check

Request DO Background Check

Episode Start Episode

Determination Start

Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
v 10/21/2019 Initial FBL 10/21/2019 Pending Pending Analysis @ la [+]
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
| Child Protective Services Pending 10/22/2019 | 10/22/2019 \;\ l@l =
FBI/DOJ pending 10/21/2019 10/21/2019 @ (@) knY

If a match is found in the most recent CPS match file, no CPS check is automatically created. Instead, a
link to a potential CPS matches page is displayed.

Individual

Name Hickory Clock

Employment/Residency Period 10/01/2019

Address 3333 Forest Run Way
Madison, WI 53704

Individual ID 0217300000
Date of Birth 6/8/1985
Primary Phone# (121) 212-1212 (Home)

Individual Background Check Episodes

New Ad Hoc Background Check

Request DOJ Background Check

Eotential CPS Match |

Episode Start Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date I\D(—:cision Date Status Date Status
v 10/21/2019 Initial FBI 10/21/2019 ” Pending pending Analysis @ = [+]
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
FBI/DOJ pending 10/21/2019 10/21/2019 @ @ =

The above link takes the user to a page that lists all potential matches.
Note: When processing the matches, the status cannot be changed once it is submitted.

Individual CPS Match Detail

First Name  Hickory
Last Name Clock
Date of Birth 6/8/1985

SSN 468-95-2232

Address 3333 Forest Run Way

Madison, WI 53704

Maltreater Matching Individuals

Sacwis ID Effective Date Name

Date of Birth

SSN Address

Match Percentage Status

780134 10/22/2019 Hickory Clock

06/08/1985

065-46-4646 3333 Forest Run Way

Madison, 53704

77.00 Match x| .l

Cancel || Submit

False Positive

Possible Match

A potential match was found:

When a match is confirmed as a true match on the Individual CPS Match Details page, the system
creates a CPS check under the episode in Follow-up in Progress — Potential Barred Offense status. The

Record Found is set at ‘Yes'.
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Episode Start Episode Determination Start Preliminary Preliminary Final Decision
Date Type Date Decision Date Status Date
v 10/21/2019 Initial FBI 10/21/2019 Pending Pending Analysis (_;r) Iy [+)

Background Check e Date Date Next Check Updated

Type atus Requested Received Date Date
Follow-Up In Progress - Potential Barred —_ —

Child Protective Services P d 10/23/2019 10/23/2019 10/23/2019 [£4] (m
Offense = =

FEI/DOJ pending 10/21/2018 10/21/2019 @ @ T

If the match is marked False Positive, a check is created in Pending Status with Record Found set as

‘NO".

Individuals are excluded if the episode already has a CPS background check or if a Potential Match exists

for the individual.

Multiple potential matches:

An individual with a common name can have multiple potential matches. The status for each record must be

changed to either a False Positive or a Match before the system creates the CPS check for the episode.

| Individual CPS Match Detail
First Name Berry
Last Name Ride
Date of Birth 121131975
SSN 123-05-8963
(+8 Address 123 W Main St
Madison, WI 53703
Matching Individual
Sacwis 1D Effective Date Hame ate of Birth S5H Address Match Percentage Status
1007238151 10/10/2019 Barry Rida 1271371978 123-05-3963 123 W Main St 100.00 Possible Match -
Madison, 53703
1007556407 10/10/2019 Berry Ride 05/08/1994 564-69-7897 11000 W Ohare Avenue 73.00 Possible Match -
Chicago, 0666

Monthly matches

Existing individuals are matched on a monthly basis with the maltreater file only. Individuals from
WISCCRS are included if they:
e Have an Initial/5-year FBI or Initial DOJ episode with final decision
e Have active employment/residency (or potential employment/residency)
e Are associated with an active provider, a technical college, contracting service agency or the
unaffiliated facility.

Any new matches or updated incident information on the individual will trigger a task to the CBU.

~ Task Inbox

Source Created Date Priority Assigned Admin Unit/Role Task Description Task Status
T
WISCCRS - Licensing 10/22/2019 1-High County: Dane Individual - Cps Possible Match Pending Assign @ bud

Role: Cbu - Licensing Individual ID Number: 0759200000

The task will link to the page where potential matches are displayed. If a potential match is marked as a
Match, the page will create a CPS Background Check and Monthly CPS Episode. When no matches or
new incidents are found, no episodes or background checks are created.

Episode Start Episode Determi ion Start Prelimi v Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
. Monthly oy . - . - _
v 10/23/2019 cPs 10/23/201% 10/24/2019 Eligible 10/24/2019 Eligible Analysis 2 = e
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
Child Protective Services Complete 10/23/2019 10/24/2019 @ @ o
> 1/10/2019 Initial D0OJ 1/10/2019 1/11/2019 Eligible 1/11/2019 Eligible Analysis Igl = e

If a potential match is found during the monthly match, the Monthly CPS episode is not shown on CCPP
or iCC. If the match results in an ineligibility determination, CBU staff create a new Ad Hoc episode and
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mark the Final Decision as Ineligible. This will trigger a letter to the facility and the Ad Hoc episode is
displayed in CCPP and iCC.
Matching Algorithm

Four different field combinations are used to consider a match. The table below shows how the system
designates the matching score:

Match Type SSN DOB Name Soundex Address Score
SSN + Other Field(s) Y Y Y 100
Y Y Y 99
Y N Y 96
Y N Y 95
Name + Other Field(s) M Y Y Y 94
M Y Y N 93
M Y Y Y 92
M M Y Y 91
M M Y 90
SSN Only Y N N 89
Name Only M M Y N 88
Name + Wrong DOB M N Y Y 84
M N Y N 83
M N Y Y 82
Name + Wrong SSN N Y Y Y 77
N Y Y N 76
N Y Y Y 75
N M Y Y 74
N M Y N 73
N Y Y N 72
N M Y Y 71

Y = Yes; N = No; M = Missing; Space = any value

List of Individuals with Potential Matches:

This page is only available for CBU staff. The potential list of matches can be accessed from the
individual's Episode page or from the Administration page. To access the complete list, click on the
Administration link on the WISCCRS home page, then access the Individual CPS Matching link.
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Home = Administration

Unrequlated Providers
Here you can create a new unregulated provider.

Correspondences
Here you can view the licensing related letters.

DOR Requests and Results
Here you can view the DOR Requests and Responses.

DWD Requests and Results

Here you can view the DWD Requests and Responses.

Invoices
Here you can view the invoice information.

Fieldprint Discrepancies
Here you can view the Fieldprint Discrepancies

Collections Report

Individual Clearance Discrepancies
Here you can view the Individual Clearance Discrepancies.

Individual CPS Matching
Here you can view the Individual CP5 Matching.

Assign User Roles (Dashboard

Here you can assign/modify Dashboard user roles.

This report lists all the collections for particular transaction and collection date.

The list shows all individuals who have a potential match that has not been confirmed by CBU staff. Click
on the icon next to the person to view the potential matches.

Individual CPS Matching List

Max Match Score «

100.00-SSN + Other Field(s)

100.00-SSN + Other Field(s)

100.00-SSN + Other Field(s)

Name Date of Birth Address
Tony Chevrolet 09/25/1982 123 Anytown Road
Madison, WI 54546
Opal Hart 08/01/1992 104 Dane St
Dane, WI 53529
Sandy Sutter 03/03/1990 123 Main Street
Janesville, WI 45454
Good Book 09/22/1970 201 E Washington Ave
Madison, WI 53703
Rupert B Giles 03/14/1975 1232 National Lane

Brookfield, WI 43956

70.00-Name + Wrong SSN

99.00-SSN + Other Field(s)

Matching percentage column was added to the List page December 2019.

You are taken to the Individual CPS Match Detail page where the match can be processed.

[Home > Administration > Individual CPS Matching List = Individual CPS Match Detail

Individual CPS Match Detail

First Name  Sandy
Last Name Mclain
Date of Birth 5/7/1942

55N 000-00-0000

Minneapolis, 12121

Address 18 M 12Th 5t
Minneapolis, Mn 12121
Matching
Sacwis ID Effective Date Name Date of Birth SSN Address Match Percentage Status
5874664 10/23/2019 Sandy Mdclain 05/07/1942 18 N 12Th St 94.00 | ‘Possible Match S |

Once the Status of a potential match is changed to either Match or False Positive, the record falls off the

List of Matches page.
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Security

Only CBU staff can view and update the matching pages explained above.

Sex Offender Registry (SOR) Matching

Before an individual associated with a childcare program can be approved, the individual must be
checked in the Department of Corrections SOR system. The SOR check has been automated. If
potential matches are found, those are reviewed by the Child Care Background Unit (CBU) and
confirmed.

SOR does not include minors under age 18. However, the system is programmed to conduct the check
after Initial DOJ has been received but there will never be a match brought into WISCCRS.

SOR Data Retrieval

The SOR data used for matching is received and potential matches inserted into WISCCRS as follows:

o Weekly file: Friday nights
e Monthly file: Around the 20t of each month (address check only)

Individual Match: New Individuals — Initial checks

Individuals who are undergoing an initial background check (Initial FBI/DOJ-minors or 5-Year FBI) are
matched against the SOR data on a nightly basis.

If the Final Episode is pending for the following episode types, the individual is matched against the SOR
data:

1. Initial FBI
2. Initial DOJ (minors)
3. b5-Year FBI

After the FBI/DOJ results have been received from DOJ for an individual, the SOR batch matches the
individuals with the latest SOR file (from the previous Friday).

If the role is Applicant/Licensee, the system also conducts a check using the facility address.
No match found:

If no match is found in the most recent SOR match file, the system automatically creates a SOR check in
Complete status. The Record Found? field is set at ‘No’.

{ual Backg d Check Episod
Mew Ad Hoc Background Check Reguest DOJ Background Check
Episode Start Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
v 11/25/201% Initial FBI 11/25/2019 Pending Pending fnalysis @ ®| ©
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
SOR Complete 11/26/2019 I 11/26/2019 @ ﬁ bud
FEL/DOJ Pending 11/25/2019 11/25/2019 @ -Er- =

If a match is found in the most recent SOR match file, no SOR check is automatically created. Instead, a
link to a potential SOR matches page is displayed.
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Individual I
Name Ivan Wise Individual ID 0705300000
Address 2 E Mifflin 5t 103 Date of Birth 1/22/133%0

Madison, W1 53703 Primary Phone# (435) 646-5476 (Work)

Employment/Residency Period 02/01/2019

Individual Background Check Episodes

New Ad Hoc Background Chec Request DOJ Background Chec
Episode Start Episode Determination Start Preliminary Preliminary Final Decision Final
Date Type Date Decision Date Status Date Status
¥ 11/27/201% Initial FBI 11/27/2019 Pending Pending fnalysis @ ® @ ©
Background Check Type Status Date Requested Date Received Next Check Date Updated Date
FBI/DOJ Pending 11/27/2019 11/27/2019 @ |@| =

I Potential SOR Mst:g

The above link takes the user to a page that lists the potential matches. The status of the match is
defaulted as Possible Match. After investigating the case, the worker changes the status to Match or
False Positive.

NOTE: When processing the matches, the status cannot be changed once it is submitted.

Individual SOR Match Detail

First Hame  Ivan
Last Name  Wise
Age In Years 29
Date of Birth 1/22/1930
SSN  000-00-0000

Address 2 E Mifflin St 103
Madison, WI 53703

SOR Matching Individuals

SOR 1D Effective Date Name Address Age Match Percentage Status
2120000000 11/27/2019 Ivan Wise 2 E Mifflin St 103 73 88.00-Name Only [ possible match «[ ]
Madison, WI 53703

False Positive

Cancel || Submit Match

Possible Match

A potential match was found:

When a match is confirmed as a true match on the Individual SOR Match Details page, the system
creates an SOR check under the episode to Follow-up in Progress — Potential Barred Offense status. The
Record Found is set at ‘Yes'.

h H}ZQJ‘ZOIQ Initial FBI 11/29/2019 11/29/2019 Eligible Pending Analysis @ = +]
Background Check Status Date Date Next Check Updated
Type Requested Received Date Date
SOR Follow-Up In Progress - Potential Barred 12/3/2019 12/03/2019 @ @ o

Offense -
Child Protective Services Pending 12/2/2019 12/02/2019 @ m [l
FBI/DO] Pending 11/29/2019 11/29/2019 @ (i s
Potential SOR Match

If the match is marked False Positive, an SOR check is created in Complete Status with Record Found
set as ‘No”.

Individuals are excluded in the daily matching if the episode already has an SOR check or if a Potential
Match exists for the individual.

Multiple potential matches:
An individual with a common name can have multiple potential matches. The status for each record must be
changed to either a False Positive or a Match before the system creates the SOR check for the episode.

Address match
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When the system conducts an SOR check on the Applicant/Licensee, the system also runs a match using
the facility address.

JHome > Locations > Location Details > SOR Address Match

[Application

Provider/Loc Number Not established Name Sammy's Kids
Facility Number 1123431 Applicant/Loc Number 5800085856 / 001
Facility Address 433 W Washington Ave Facility Name Sammy's Kids

Madison, WI 537033482
There is no current license or certificate for this location. A\

SOR Matching Individuals

SOR ID Effective Date Name Address Status.

2810000000 11/26/2019 One Sheriff 433 W Washington Ave Fallow Up v
Madison, W1 53703

Cancel || Submit

ollect
SOR Address Match
Location Tasks

Registry Details

The results are posted on a new page under the Location Details header in WISCCRS. When screening
the matches, the status field has the following values:

Value Description

Address Match Use this when a substantiated match has been established. A
registered sex offender is currently residing in the address.

Address Mismatch Use this if the address is not identical. Example: A match is brought for
123 Main Street (apartment building). The childcare is located in
Apartment A but there is an offender living in the same building but in a
different residence.

Follow-up This value is a default value when the system discovers a potential
match.
Not Residing Choose this value when an unsubstantial (false positive) match has

been established. Example: An offender lived in the address prior to the
applicant applying for regulation but has moved out. Typically, the
offender failed to notify DOC on the address change.

If there is an address match, a task is created to alert the CBU.

Monthly Matches

No individual level matching is conducted on the individuals attached to childcare programs on a monthly
basis because any convictions will be brought in with the Circuit Court (CCAP) matches. The SOR monthly
matches are only conducted on the address.

If an address match is found during the monthly match, a task is created to the CBU Dashboard.

WISCCRS - Licensing 11/27/2019 High County: Milwaukee Sor - Address Match Pending @ (o]
Role: Cbu - Licensing A

Applicant Number: 5800085856

The task will link to the page where potential matches are displayed.
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[Home > Locations > Location Details > SOR Address Match

Provider/Loc Number Not established Name Sammy's Kids
Facility Number 1123431 Applicant/Loc Number 5800085856 / 001

Facility Address 433 W Washington Ave Facility Name Sammy's Kids
Madison, WI 537033482
There is no current license or certificate for this location. A\

SOR Matching Individuals

SOR ID Effective Date Name Address Status

2810000000 11/26/2019 One Sheriff 433 W Washington Ave Follow Up v
Madison, WI 53703

Cancel Submit

Al
s
SOR Address Match

Cocafion Tasks

Registry Details

Matching Algorithm

Four different field combinations are used to consider a match. The table below shows how the system
designates the matching score:

*DOB Derived Name Soundex Address Score
from Age

Y Y Y 94

Y Y N 93

Y Y Y 92

Y 88

Y Y N 72

Y 70

Y = Yes; N = No; M = Missing; Space = any value
*SOR file does not have a Date of Birth for the Offender, only age. WISCCRS uses a Date of Birth range
for all individuals. If the range in WISCCRS matches the Age in SOR, the value is set at Y.

List of Individuals with Potential Matches:

The potential list of matches for an individual can be accessed from the individual's Episode page or
using the Individual SOR Matching page at the Administration page. To access the complete list, click on
the Administration link on the WISCCRS home page, then access the Individual SOR Matching link.
Similar list exists for the Location SOR matches.

Individual SOR. Matching
Here you can view the Individual SOR Matching.

Location SCOR. Matching
Here you can view the Location SOR. Matching.
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The list shows all individuals who have a potential match that has not been confirmed by CBU staff. Click
on the icon next to the person to view the potential matches.

\V]
E Wisconsin Child Care Regulatory System ,)“ S |/ A R

Home New Search Dashboard Announcements Reports CBC Findings CSAW YoungStar CCPP

Home > Administration > Individual SOR Matching List

Individuals

Name Date of Birth Address Max Match Score a

Mandy Mansion 01/01/1981 123 Manley Beach 88.00-Name Only .
Sydney, WI 45454

You are taken to the Individual SOR Match Detail page where the match can be processed.

Home > Administration > Individual SOR Matching List > Individual SOR Match Detail

Individual SOR Match Detail

First Name Mandy
Last Name Mansion
Age In Years 38
Date of Birth 1/1/1981
SSN  000-00-0000

Address 123 Manley Beach
Sydney, WI 45454

SOR Matching Individuals

SOR ID Effective Date Name Address Age Match Percentage Status

2030000000 12/01/2019 Mandy Mansion 129 N Main St 50 88.00-Name Only ‘ Match| x| %‘
Milwaukee, WI 53216

False Positive
Cancel || Submit Match

Possible Match

Once the Status of a potential match is changed to either Match or False Positive, the record falls off the
List of Matches page.

Security

Only CBU staff can update the Individual matching page explained above. Once the match has been
resolved by CBU staff, licensor and certifiers can view the results (record found, etc). Licensors and
certifiers have view access to the Location Address Match screen.

Consolidated Court Automation Program (CCAP) Matching

Before an individual associated with a childcare program can be approved, the individual must be
checked in the CCAP system. The CCAP check has been automated. If the individual has history of
offenses that match the list of statutes (potential bar or substantially related), the interface brings the list
of court cases into WISCCRS.

The first CCAP matching of an individual is triggered by the returned results of the fingerprint background
check (sent from DOJ). This occurs in the initial background check process when an individual is new to
the system (Initial FBI and Initial DOJ) and at the 5-year background check process. The second CCAP
matching of an individual occurs during the monthly batch process (active individuals).

The matching logic is the same for both processes. The matching of individuals is done by using
WISCCRS individuals’ first names, last names, dates of birth, and any aliases we have recorded. This
information is passed to a CCAP web service, which in turn passes back any matched cases. For
returned cases, our system queries the web service further to find out about criminal cases: any charges
associated with those cases, and any judgments for those charges. The system then flags the matching
individuals if the statutes are in our barred or substantiated list and the case is either closed or pending
(that is, the court has yet to make a decision or is reconsidering the case).
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The data received is stored in WISCCRS so the system compares future searches with the data the
system has already evaluated. This means that only updates for a previously received court case or new
chargers are brought in for an individual. When evaluating if the data has been previously received, the
automation also considers data received from DOJ during annual checks.

CCAP Data Retrieval
The CCAP data is received and inserted into WISCCRS as follows:

e Daily: CCAP results are brought in for an individual after the FBI/DOJ results are brought in.
e Monthly file: Around the 20t of each month

Individual Match: New Individuals — Initial checks

Individuals who are undergoing an initial background check (Initial FBI/DOJ-minors or 5-Year FBI) are
matched against the CCAP system on a nightly basis.

If the Final Episode is pending for the following episode types, the individual is matched against the
CCAP system:

4. Initial FBI
5. Initial DOJ (minors)
6. 5-Year FBI

After the FBI/DOJ results have been received from DOJ for an individual, the batch checks the CCAP
system to determine if the individual has a history of charges and/or convictions on certain offenses.

No Court Cases of Concerns found:

If no match is found in the CCAP system, WISCCRS automatically creates a CCAP check in Complete
status. The Record Found check box is set at ‘No'.

Individual Background Check Episodes

Mew Ad Hoc Background Check Request DOJ Background Checl

Episode Start Episode Determination Start liminary Decision Final Decision Final
Date Type Date Date Status Date

Status

- 2/4/2020 Initial DOJ 2/5/2020

Pending Pending Analysis @ w3 o
Background Check Type Status Date Requested Date Received Mext Check Date Updated Date

CCAR Complete 2/5/2020 02/05/2020 @ (@ s
Child Protective Services Pending 2/5/2020 02/05/2020 2 g
DOJ/DHS Pending 2/4/2020 2/4/2021 02/04/2020 [F4 wé- g

A CCAP match with a concern was found:

If a match is found, the system creates a CCAP with a Follow-up Required status. The Record Found
check box is set at ‘Yes'.
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dividual Backg, Check Episod
New Ad Hoc Baclfjgpund Check
Episude}ért pisod D: Start liminary i v Final Decision Final
Date Type Date Decision Date Status Date Status
v 2/3/2020 :: Year 2/3/2020 2/3/2020 Eligible pending Analysis @ B ©
Background Check Status Date Date Next Check Updated
Type Requested Received Date Date
- ~ Potenti _
ccan Follow-Up In Progress - Potential Barred 27572020 02/05/2020 ® =
Offensa = -
Child Protective Services  Pending 1/23/2020 01/23/2020 @ @ &
SoR Complete 1/23/2020 01/23/2020 @ @ 8
Nsar Complet= 1/17/2020 1/17/2020 05/07/2013 @ @ 8
FE1/DOI Completa 1/16/2020 1/26/2020 01/16/2020 @ @ =

Multiple CCAP records:
An individual can have multiple cases in CCAP that can be of potential concern. All court cases are listed on
the Modify Check page with links to the actual court record.

List of Events for CCAP
Event Event Date Comments

CCAP New 02/05/20 During automated data matching, an offense/conviction was found for the following person: . C..oe .iie.. (Location Individual): SUBST. [
Charge RELATED - CARE OF CHILDREN. Case: 2018CM000230 Counde g Status: Closed Statute: 940.13(1) Charge: Battery Filed: 04/03/2018

Offense Date: 3/3/2018 Conviction Date: 8/31/2018
CCAP Mew 02/05/20 During automated data matching, an offense/conviction was found for the following person: {Location Individual): SUBST. 02/05/20 @)
Charge RELATED - CARE OF CHILDREN. Case: 2018CF000275 County: 71 Case Status: Closed Statute: 940.1%(1) Charge: Battery Filad: 04/25/2018

Offense Data: 4/24/2018 Conviction Date: 8/31/2018. View In CCAP
CCAP New 02/05/20 During automated data matching, an offense/conviction was found for the following person: {Location Individual): SUBST. 02/05/20 Q)
Charge RELATED - CARE OF CHILDREN. Case: 2016CM000138 County: 71 Case Status: Closed Statute: 947.01(1) Charge: Disorderly Conduct Filed:

02/23/2016 Offense Date: 2/28/2016 Conviction Date: £/30/2016. View In CCAP
CCAP Mew 02/05/20 During automated data matching, an offense/conviction was found for the following person: . __. [Location Individual): SUBST. 02/05/20 Q)
Charge RELATED - CARE OF CHILDREN. Case: 2013CM001821 County: 37 Case Status: Closed Statute: .01(1) Charge: Disorderly Conduct Filed:

10/02/2013 Offense Date: 10/1/2012 Conviction Date: 12/17/2013. View In CCAP
CCAP New 02/05/20 During automated data matching, an offense/conviction was found for the following person: | 1 (Location Individual): SUBST. 02/05/20 u;-
Charge RELATED - CARE OF CHILDREN. Case: 2011CM001335 County: 44 Case Status: Closed Statute: 944.30(1) Charge: Prostitution-Nonmarital

Sex. Intercourse Filed: 12/03/2011 Offense Date: 12/7/2011 Conviction Date: 1/5/2012. View In CCAP
CCAP Mew 02/05/20 During automated data matching, an offense/conviction was found for the following person: {Location Individual): SUBST. 02/05/20 u;-
Charge RELATED - CARE OF CHILDREN. Case: 2011CM000124 County: 20 Case Status: Closed Statute: 944.20(1) Charge: Prostitution-Nonmarital

Sex. Intercourse Filed: 02/23/2011 Offense Date: 2/22/2011 Conviction Date: 3/3/2011. View In CCAP
CCAP New 02/05/20 During automated data matching, an offense/conviction was found for the following person: - __.__ ...__1 (Location Individual): SUBST. 02/05/20 u;-
Charge RELATED - CARE OF CHILDREN. Case: 2010CM000011 County: 10 Case Status: Closed Statute: 947.01 Charge: Disorderly Conduct Filed:

01/11/2010 Offense Date: 1/11/2010 Conviction Date: 2/4/2010. View In CCAP

The event column shows New Charge when the record is brought into WISCCRS for the first time for the
individual. If there is an update to a previously received court record, the column shows Disposition Change.

Monthly Matches

The monthly CCAP match conducts a check on all active individuals associated with a child care program
(including public schools, educational and contracted services facilities) who have had the Initial FBI/DOJ or
5-year FBI completed. In some scenarios, individuals whose initial check is partially completed are included
if additional information is identified in the monthly match.

Example: Initial FBI results (and CCAP/CPS/SOR information) on an individual is received on February 1%
Preliminary Decision is set Eligible because of no record. The person has a pending charge on February
10t. The monthly match conducted on February 20t will create a task and bring in the information on the
pending charge.

The system uses the same matching criteria as on the initial check.
If an update is received from CCAP for a previously known case or if a brand new charge is found for an

individual in the court system, WISCCRS creates a task to the CBU Dashboard to alert staff that there is a
potential concern.

Source Created Date Priority Assigned Admin Unit/Role Task Description Task Status
T
WISCCRS - Licensing 02/05/2020 High County: Dane Individual Ccap - New Charge Pending Assign @ s
Role: Cbu - Supervisor Facility Name: Creative Care
Individual Name:



WISCCRS User Guide — Background Checks

If the individual with a monthly match does not have an open episode in WISCCRS, the system creates a
new episode for the new record received.

. Monthhy e .
v s/ ) 2/5/2 g Analy
2/5/2020 Cps/Ceap 2/5/2020 I Pending Pending I Analysis 2 = [+]
Background Check [ Status Date Date Next Check Updated
Type Requested Received Date Date
Follow-Up In Pry - Potential B od _
CCAP o ovTHp fn Frogress T Forentsl Barrs 2/5/2020 02/05/2020 @ @ 5
Offense =
»  12/18/2013 Initizl FBI 1/15/2015 1/15/2015 Eligible 1/15/2015 Eligibla Analysic @ ®§ ©

The Modify Check pages shows the new information received.

List of Events for CCAP
Event Event Date Comments

Updated
Date

CCAP Newl 02/05/20 During automated data matching, an offense/conviction was found for the following person: John Olson (Location Individual): BARRED OFFENSE. 02/05/20 ..:}.
Charge Case: 2018CF000207 County: 7 Case Status: Open Statute: 351.41(2g)(g) Charge: P ion of t hetamine Filed: 03/15/2018
Offense Date: 5/8/2018 Conviction Date: . View In CCAP

When the episode is marked complete, no notice is sent to the provider or individual. Also, the episode is
not viewable in CCPP or iChildCare.

If another update is received for a record that was previously received with the monthly matching process,
a new task is created. The second task will list the name of the CBU staff who was assigned to the first
task to make it easier for the supervisor to assign the follow-up task to the same person.

WISCCRS - Licensing 02/06/2020 High County: Dane Individual Ccap - Disposition Change Pending Assign @ =
Role: Cbu - Supervisor H

Landividual L Manifa.dek

I Related Assigned User: Becky Bureau Director I

Security

Only CBU staff can update CCAP records explained above. Licensors and certifiers have view access to
the pages.

Rollout

12/2/19: All regulated programs have been sent the notices.

Below is a graph that shows the implementation schedule.

Oct Nov Dec Jan Feb Mar April May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar Aprii May Jun Jul  Aug Sep
2018 2018 2018 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2019 2020 2020 2020 2020 2020 2020 2020 2020 2020

All Prospective
Employees/Applicants/HHMs
(License and Certification)

Existing BOS Certifications/Tribal
Programs (1,000 Individuals)

Individuals at Existing Licensed Programs|
Not Participating in YoungStar

(12,500 Individuals)

Individuals at Existing Licensed Programs
Participating in YoungStar & Mi
Certification (38,500 Individuals)

License Exempt Public School Programs
(1,000 Individuals)
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New Individuals, License/Certification Applicants — 10/1/18 or later.

On 10/1/18, DCF started conducting checks on individuals with Employment/Residency Begin date on
10/1/18 or later. Since 10/1/18, providers have been able to enter individuals into CCPP and
certifiers/regions continue entering individuals into WISCCRS. The Background Check Request (BCR)
form is required for all newly entered individuals whether the record is entered using CCPP or WISCCRS.
Certifiers can no longer add any type of background checks into WISCCRS.

Current Licensed Centers

As shown in the graph above, the licensed centers are rolled out in phases.

Individuals — FBI check conducted by DCF in the past

Since summer 2014, DCF has conducted automated FBI checks on Applicants/Licensees and Household
Members in licensed programs if they were associated with a YS participating program. These individuals
will not need another check until 5 years have passed from the previous check. Example: Jeremy was a
household member in Facility A (YS participant) and an FBI fingerprint background check was done in
July 2015. Jeremy is hired by Facility B as a new employee. When Facility B submits Jeremy as an
employee via the portal, no letter is triggered since an automated FBI check was already conducted. The
Background Checks screen in CCPP has the dates for the check done. The Episode is in Conversion
status and there are no letters available for these individuals.

Individual Details and the Background Check Request form should be completed for these individuals so
the Fingerprint Instructional Letter is triggered when the 5-year FBI check is due.

Individuals — No FBI check in WISCCRS

Individual Details and the Background Check Request form must be completed for all current providers
and household members prior to rollout.

The system checks if an automated FBI was conducted on the individual (applicants and household
members for licensing). If an FBI was completed within last 5 years, no FP letter is triggered until 5 years
have passed from the FBI check. If an automated FBI check is not found, the person is included in the
rollout logic.

Rollout — Phase 1 — January 2019 - Licensed Providers Not
Participating in YoungStar

The rollout for licensed centers will start January 2019. The first phase includes providers who currently
do not participate in the YS program. This includes centers that might have participated in the past but let
their YS participation expire. Below are the steps:

1. Sixty days prior to scheduling a center for the rollout, the system sends the initial roll out notice to
the facility instructing the licensee to enter all employees/residents associated with the program,
including BCR forms. The Initial notice is scheduled to go out at the end of January 2019 for
centers that have their license expiration date set for 6/30/19 or later.

2. Thirty days prior to scheduling a center for the rollout, the system sends a Reminder notice to the
programs that received the Initial notice above. The reminder letter will go out on 2/28/19 to
centers that received the Initial letter on 1/31/19.

3. After 60 days has passed from the Initial notice above, a Fingerprint Instruction Letter is mailed to
the facility listing all individuals who need the Initial FBI conducted. In the above scenario, the
Fingerprint letter is sent on 3/31/19.

Rollout Logic — Licensed Programs

The Initial, Reminder and FP Instructional letters for the current programs are generated on the last
business day of the month. The number of letters generated can be adjusted based on the CBU
workload.
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The count of individuals included in the monthly rollout batch is programmed as follows:

1. Facilities included must meet the following for Phase 1:

a. The provider is non-participant in the YS program as of the day the Initial letter batch.

b. Must be licensed family, group or camp. Family providers who are dually regulated will be
picked if the licensed category meets the criteria below and no Initial FBI has been
conducted.

c. The facility must have an application in approved status. If there is a pending continuation
or relocation application, the facility does not receive the initial letter. The facility will be
scheduled later to be included in the rollout once the new category has been created.

d. Category begin date must be prior to 10/1/18.

e. For the initial monthly batch, the category expiration date must be 5 months into the
future from the January Initial notice batch. The 1/31/19 initial letter run will pick up non-
YS patrticipants with category expiration date of 6/30/19 or later.

Counts of letters generated — Initial Letter

The system is programmed so that the CBU can set the number of individuals be included in the monthly
rollout batch. The centers are included as follows:

1. Expiration date: Include all facilities with expiration date set for the batch. Example above:
Expiration date of 6/30/19 or later. If there are not enough programs expiring on 6/30/19, the
system will pick up centers expiring in July 2019.

2. The above group is prioritized by category type (GCC - FCC), then by provider/location number.

3. Because the actual number of staff for the centers is unknown, the system estimates the count of
individuals associated with each program by multiplying the Day Time Capacity by 0.17 for group
centers. If no Day Time Capacity exists, it uses the Night Capacity. If the program has multiple
rows of Hours of Operation with different capacities, it takes the highest. Family centers are set
at 3 individuals/location.

Below is an example of centers and how they are prioritized:

Provider No. |Loc |Name Category [Capacity [Individual [Cat Begin|Exp Date |YS participation
No. Count date

3800036813 |1 Johnson Early Care LGRP 60 10 9/1/2018 |6/30/19 Participation
ended 9/30/18.

8800039878 |1 ABC childcare LFAM 8 3 9/1/2018 |6/30/19 no, ended
9/30/18

2800040092 |3 Doris Dually Regulated [LFAM/ |8 3 9/1/2018 |6/30/19 no

REGC
6800039996 |1 Daihui day care center |LFAM 3 9/1/2018 |7/31/2019 |no
2800039442 |1 Rush hour camp LGRP 100 17 9/1/2018 |8/30/2019 |No, participation

ended 11/30/18.

2800039522 (3 Dashing kids LGRP 15 2 9/1/2018 |9/30/2019 |no

1800039431 |3 Sam's little rascals LFAM 3 9/1/2018 |10/31/2019 |no

8800039828 (1 Polly's part time kids LGRP 30 5 4/1/2018 |11/30/2019 [no

7800039417 |1 Sandy's childcare LFAM 3 4/1/2018 (1/31/2020 |no, participation
ended 10/31/18

7800039777 |1 Happy House LFAM 3 4/1/2018 |1/31/2020 [no

6800039416 (1 Happy Hour LFAM 3 4/1/2018 |2/28/2020 [no

In the example above, the individual count is set at 25 individuals for the January 31, 2019 batch. The
system chooses the programs as follows:

1. All programs with expiration date of 6/30/19. Then it takes into consideration all group centers
with that expiration date and calculates the individual count based on capacity. The total number
of individuals for June expirations is 16 (10+3+3) so it will check July 31%t expirations. Now 3 is
added to the count. Because the max of 25 is not met yet, it checks August expirations and adds
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the center with individual count of 17. The total number of individuals for January is 36 because
the last center included had an estimated number of individuals at 17.
2. The rest of the programs will be included in the following month'’s Initial letter batch.

Note: Programs that participated in the YS in the past but the YS participation was ended prior to the
Initial letter batch run, these programs are included even though it is possible that a FBI check was
conducted by DCF. These programs will receive the notices and should update the individual details and
BCRs for any individuals attached to their center so the 5-year FBI check can be processed.

Copies of the letters triggered to centers are found in the Batch Document section for the facility and also
posted in CCPP.

Reminder Letter

The last business day of the month, the system will generate a reminder letter to the group who received
the initial letter explained above.

Note that if the provider’s category was ended after the Initial letter and there is not pending application
(relocation or continuation), the provider will not receive a Reminder letter and/or the FP letter even if the
category end date is re-entered. In these scenarios, the fingerprint checks have to be manually triggered.

If a provider was a non-participant and received the Initial letter but then sends in the YS Contracts
shortly after receiving the letter, the provider will receive the Reminder notice and will be included in the
Phase 1 rollout.

Copies of the letters triggered to centers are found in the Batch Document section for the facility and also
posted in CCPP.
Fingerprint Instruction Letter

Last business day of the month, the system sends out the Fingerprint letter to facilities that received the
Initial letter 60 days earlier. The FP letter will include individuals with Employment/Residency Begin Date
prior to 10/1/18 who have not had an automated FBI check done within the last 5 years.

The daily FP letter batch was initially set at 200 individuals but was increased to 500 late April 2019.
When the monthly FP batch runs, the system prioritizes any new/prospective employee over the current
individuals. If 500 is exceeded the last business day of the month, the remainder is sent out the following
day.

Rollout — Phase 2 — April 2019 - Certification

The second phase of rollout for existing providers is certified operators. Operators, household members
and any other individuals associated with the certified program received the initial letter early April and the
FP letter will go out early June 2019.

Rollout — Phase 3 — April 2019 - Licensed Programs Participating in
YoungStar

The third phase of rollout for existing providers is licensed providers currently participating in YoungStar.
Initial letters went out in April 2019 and were completed in September 2019.

Rollout — Phase 4 — September 2019 — Public School Programs

The final phase of rollout for existing providers is public school programs. Initial letters went out in
September 2019.

Notices

Preliminary Decision notices are suppressed for current employees with Employment/Residency Begin
Date prior to 10/1/18. The Final Eligibility letters are identical to Prospective/New individuals.
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Security

The background check screens are only updatable by the Childcare Background Unit staff. Below is a
table that explains the security in more detail.

. - . . CCAP
Override - Individual / Assign View FBI
User type Annual gvgr;gﬁ: Ecgate Fieldprint Multiple / NSOR BCAS IE:/IZtSches I\S/Igt?:hes S
CBC Fee P P Discrepancies | Tasks Results
cBU- d d d d d d d d d ==
Supervisor Update Update Update Update Update Update Update Update Update
No No No Update
CBU-Staff update update update Update No Update Update Update Update
i i i View
Licensing No No No Can'’t access No Yes View No No
staff update update update summary
Certification | No No No Can't access No No View No No
staff update update update summary
DCF-P-5293 (R. 02/2020) 55




	Background
	Process – Fingerprint Checks
	Fingerprint Letter
	Background Checks
	Fingerprint Check
	Background Check Levels by Roles
	Minor Employees
	Episode/Background Check Determination
	Initial FBI
	Initial DOJ
	Annual Name-Based (DOJ)
	Individuals Residing in Wisconsin:
	Results:
	Transactions
	One Background Check per Calendar Year
	Initial FBI – 5-Year FBI
	Annual FBI – Out-of-State (OOS)
	WI Resident moves Out-of-State
	Out-of-State Resident moves to WI

	Ad hoc
	5-Year FBI
	Summary of Background Check Types
	Background Check Results


	Episode Screens in WISCCRS
	Initial FBI and 5-Year FBI
	Consolidated Court Automation Programs (CCAP) Check
	National Sex Offender Registry (NSOR) Check
	Accessing the NSOR Results

	Checks Required for each Episode Type
	Background Check Analysis Summary
	Add Incident
	Analysis Section
	Summary
	Printing the Summary Page

	Making Final Determination
	Tags
	Episode History
	Redetermination

	Appeal
	Accessing the Appeal Module
	Add an Appeal
	Modify an Appeal
	Delete an Appeal Record
	Appeal Documents
	Evaluate in different Role

	Annual Checks (FBI-OOS, DOJ) and Ad hoc

	Notices
	Fingerprint Instruction Letter
	Decision Letters
	Background Check Quarterly Notice
	Child Protective Service (CPS) Matching
	Ewisacwis Data Retrieval
	New Individuals – Initial checks
	Monthly matches
	Matching Algorithm
	List of Individuals with Potential Matches:
	Security

	Sex Offender Registry (SOR) Matching
	SOR Data Retrieval
	Individual Match: New Individuals – Initial checks
	Monthly Matches
	Matching Algorithm
	List of Individuals with Potential Matches:
	Security

	Consolidated Court Automation Program (CCAP) Matching
	CCAP Data Retrieval
	Individual Match: New Individuals – Initial checks
	Monthly Matches
	Security


	Rollout
	New Individuals, License/Certification Applicants – 10/1/18 or later.
	Current Licensed Centers
	Individuals – FBI check conducted by DCF in the past
	Individuals – No FBI check in WISCCRS

	Rollout – Phase 1 – January 2019 - Licensed Providers Not Participating in YoungStar
	Rollout Logic – Licensed Programs
	Counts of letters generated – Initial Letter
	Reminder Letter
	Fingerprint Instruction Letter

	Rollout – Phase 2 – April 2019 - Certification
	Rollout – Phase 3 – April 2019 - Licensed Programs Participating in YoungStar
	Rollout – Phase 4 – September 2019 – Public School Programs
	Notices

	Security

