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Why re mprehensive Background
Checks Required?

Unit 1




Comprehensive Background Checks

Comprehensive Background Checks are broader in scope than Criminal Records Checks,
ensuring more thorough vetting to uncover past criminal, sexual, abuse, or neglect offenses.

Comprehensive Background Check Searches Criminal Records Check Searches

* National fingerprint-based criminal files * National fingerprint-based criminal files
* Georgia fingerprint-based criminal files

* Georgia child abuse and neglect registry

* Georgia sex offender registry

* National sex offender registry

* Criminal files in states not included in the National crime
databases for individuals who have lived outside of
Georgia during the past five years.

* Child abuse and neglect registries in states not included in
national registries for individuals who have lived outside
of Georgia during the past five years

* Georgia fingerprint-based criminal files



Comprehensive Background Checks

Why The Law Requires Them Interstate Identification Index (lll)
National Fingerprint File (NFF)
 The map on the right shows that Georgia éﬂ\ fevisedNareh 31,2016
and 19 other states & territories s

participate in all national criminal
information indexes, fingerprint files,
databases, & registries.

But 30 states, District of Columbia,
territories, commonwealth, and Tribal
Lands do not.

To ensure that no one slips through that
gap, Federal Law now requires additional
criminal records and background checks
for applicants who have lived outside

% — AM

s

Il Partici Only - 31 Il Non-Pa -5 IIUNFF Participation- 20 I

Georgia during the past 5 years in a state,
terrltor}], Commonwealth’ 0) & Trlbal Land. https://www.fbi.gov/file-repository/interstate-identification-index-

iii-national-fingerprint-file-nff.pdf/view



https://www.fbi.gov/file-repository/interstate-identification-index-iii-national-fingerprint-file-nff.pdf/view

Comprehensive Background Checks

What The Law Requires

* Any applicant who has lived in one of the
30 states and District of Columbia colored
in green or the 5 territories colored in blue
on the map in the past 5 years, must pass a
background check from that state or
territory.

* Any applicant who has lived in any state
other than Georgia in the past 5 years must
get a child abuse and neglect clearance
letter from the states or territories.

Interstate Identification Index (lll)
National Fingerprint File (NFF)

Revised March 31, 2016

IIl Participation Only - 31 | IIl Non-Participants - §

://www.fbi.gov /file-repository/interstate-identification-index-

iii-national-fingerprint-file-nff.pdf/view



https://www.fbi.gov/file-repository/interstate-identification-index-iii-national-fingerprint-file-nff.pdf/view

Comprehensive Background Checks

Who Gets Checked

Anyone who works or volunteers in a
child care facility and has unsupervised
access to children, regardless of age,
must undergo a background check.

* All current employees

* All contractors

* All volunteers who visit more than
once in a 90-day period




Comprehensive Background Checks

CASA

Court Appointed Specia vocates

Exemptions

The only people allowed into a child care
facility without a background check are:

* Employees of Georgia Court Appointed Special
Advocates (CASA)
* Employees of Georgia Division of Family &
Children Services (DFCS)
* Georgia Dept. of Education Therapists
(only through 7/31/2019)

Georgia Department of Education

Richard Woods, Georgia's School Superintendent
“Educating Georgla's Future™







Conducting Out of State Background Checks

DECAL website provides links to instructions and the proper forms
=

Georgia Department of f v &5 B © in

4
BRI(JL%T‘/R;, Ear'y Care and Leaming s2arch 02cal.ga.gov

# Agency Programs Famifies Teachers Providers ContactUs

STEP 1*

Go to:
http: //www.decal.ga.gov/

wnmie v
W

- . < — N e

Jain Commiceioner Amy M. Jaoobe for thic webinar on how DECAL will spend the §82 million In dicorstionary

Select the —

Criminal Records Chec

Georgia Child Care Programs

box in the righthand column ity s

Oct 09, 2018

DECAL announces Two-
Generation Innovation Grant
. . (TGIG) Funding Opportunity
*Internet Explorer required for this search Octot, 2018

GEEARS and State Partners
Launch Build My Brain

1
Oct 01,2018 O
DECAL to Cover Cost of
Comprehensive Records
Checks



http://www.decal.ga.gov/

Conducting Out of State Background Checks

DECAL website provides links to instructions and the proper forms

,l!';; ‘Georgls Dopariment of f ¥ 2 B 2 in
fivwane. . Early Care and Learning pp———
L. 3 Agency Programs Families Teachers Provaders Contact LUs

ik CRIMINAL RECORDS CHECK
At Lokl Cre Serveces
Eul bt Ve
* R FREE BACKGROUND CHECK S BEGINMIN
L o Dvammratg
= 3 For the next b
2 =

Criminal Records Check Page e

Scroll down to the
Out of State Contacts Section and
follow the Click here prompt.

*Internet Explorer required for this search

aaaaaaaaaaaaaaaaa
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Conducting Out of State Background Checks

DECAL website provides links to instructions and the proper forms

fy @@ P in

search decal.ga.gov

£ GeorgiaDepartment of

Step 3
State Contacts Page

* Follow the Please select prompt to reveal
the drop-down menu.

* Click on the state(s) that must be checked.

* Each state page contains links and
instructions for submitting requests for
criminal records and abuse/neglect registry
checks, as well as official reports based on
those searches.

Bmammfr Early Care and Learning

# Agency Programs

Families  Teachers

Providers  Contact Us

Child Care Services
About Child Care Services
Bulletins/Webinars
Change of Ownership
Child Care Locatin!arch
Child Care Resource & Referral
System

- Choosing and Searching for a
Program

Contact Child Care Services

= Criminal Records Check

= |/ Child Care Services / Criminal Records Check / Out of State Contacts

Out of 5tate Contacts

CRIMINAL RECORDS CHECK - STATE CONTACTS

For individuals that lived outside of Georgia within the last five years, you must obtain criminal history and
child abuse registry information from each of those states. Use the state/territory drop down menu below fo
obtain instructions on how to receive out of state criminal or child abuse registry information.

Please select — v
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Conducting Out of State Background Checks

DECAL website provides links to instructions and the proper forms

Step 4
Participating State Pages

* Here’s what a participating state page looks like.

* The instructions will tell users that “no steps need to be taken
by the applicant to obtain this criminal history information at
this time from this specific state.” This means no criminal
record check is needed from this state.

* The page also explains how to request a child abuse/neglect
registry search, required documents, the cost, payment
procedures, and contact information.

* Always read the instructions! Following this procedure will
ensure the timely delivery of required documents.

« REMINDER: Internet Explorer is required to download or print
the state’s request form by clicking on the blue page icon on the
bottom of the page.

—

—

I Florida

Criminal Records Check

Agency Name:
Contact Name:
Address:

Primary Phone:
Secondary Phone:
Fax:

Email:

Website:

Fee:

Instructions:

Child Abuse Registry

Agency Name:
Contact Name:
Address:

Primary Phone:

Secondary Phone: (3

Fax:

Email:
Website:
Fee:
Instructions:

Department of Children and Families
Florida Department of Law Enforcement
PO Box 1489, Tallahassee, FL - 32302
(850) 410-8161

(850) 410-8138

hitps:ficchinet fdle state fl usfsearch/app/default?1
§0.00

Due to new Federal guidelines defined on 08/14/2017, no steps need to be taken by they
[applicant to obtain this criminal history information at this time from this specific state.

)

Department of Children and Families
Kaycee Marshal
1317 Winewood Boulevard Building 6, 4th Floor, Tallahasses, Florida - 32399

HQW.CWR.Employment. Requests@myfifamilies.com

hitp:iiwww myfifamilies com/

§0.00

Complete attached form. The requesting agency is the child care center.

Once the form is completed e-mail a PDF version to:

HQW.CWR.Employment. Requests@miyfifamilies.com

Type the name of the applicant in the body of the e-mail that is being sent.

If you call 838-352-2849 number identify yourself as being an out of state resident working
n childcare




Conducting Out of State Background Checks

DECAL website provides links to instructions and the proper forms

BRIGHT FROM THE START

Georgia Department of Early Care and Learning

Ve r i fy T h e Re C O r d S Re q u e S t 2 Martin Luther King Jr. Drive, S](E&u)nﬁeszggsE;st Tower, Atlanta, Georgia 30334

rian P. Kemp Amy M. Jacebs
OR COMMISSIONER

Verification of Request for Out of State Background Check

Information

Those who request Out of State Background
Check documents must sign an affidavit ‘
Verifying the re queSt- By completing this venification, I affirm that I have followed the mstructions contained on the Bright from the Start: Georgia

Department of Early care website to request information from
(state(s)) requesting a search of each applicable

° G et th e affi daVit fo rm at : ;t;a;]e};sczlf:czl;:ultﬂ;njn;eglecl registry/crinunal records on (date) as required by the Department of

http: //www.decal.ga.gov/documents/attachments,/Ver P b et crtns O G- 1020 s vk i s il e
lfl Catl on O fRe que StFO I"O uto fState B aCkgI'O un d C h e Ckl nfo penalty of up to a $1000 fine and up to five years imprisonment per violation.
rmation.pdf or ppptame
i CRC App].l ation Number
L1 se Number
hty Name

* Complete, sign, and email it to the CRC unit:

) " -
C RC @ d e C al . ga . gOV . ‘ Signature of Applicant Printed Name of Applicant

If you no longer work in childcare please let us know mmediately.
The aﬂ'davltma}be -mailed to CRC{@decal.g
Questions? Contact the CRCHelpDesk@dec .lga gov or call 1-855-884-7444.



http://www.decal.ga.gov/documents/attachments/VerificationOfRequestForOutOfStateBackgroundCheckInformation.pdf
mailto:CRC@decal.ga.gov

Conducting Out of State Background Checks

DECAL website provides links to instructions and the proper forms

Step 6

Submit the Documents

* Send the Out of State Background
Check documents you receive to
DECAL's CRC Unit at
CRC@decal.ga.gov .

* After review, you will receive a
Comprehensive Determination
Letter.



mailto:CRC@decal.ga.gov




Using DECAL KOALA

This Unit will explain how to use DECAL KOALA to:
KUALA

Sort Columns Hide Employees Filter & Search Y



Using DECAL KOALA

Step 1
Go to DECAL KOALA

www.decalkoala.com

This is the same online
site where providers pay
their center’s annual
licensing fee.



http://www.decalkoala.com/

Using DECAL KOALA

Step 2
Sign In to DECAL KOALA

e Provider Name = User Name

e Enter Password or click Need
Help With Login? to set or
reset Password.




Using DECAL KOALA

Step 3
Inside DECAL KOALA

On the center’s main page click on

Background Chec

header in the green banner
at the top of page.

SUPP-39357 | Mary Mae Mosley «

#  FaciityUpdate Registration Background Check  Required Reporting
Y

Anything Child Care (DO NOT USE) SUPP-39357
123 Daycare Lane 123 Daycare Lane Testing Oct 26, 2016
Aflanta GA 30345 Aflanta, GA 30345

County: Fuiton

Contact Information

Director/Admin Name:
Mary Mae Mosley

Website:
decal ga.gov

Facility Phone Facility Fax:
(404) 555-0555 x.123 (404) 555-5336




Using DECAL KOALA

Sorting Columns

Background Check Page KUALA
e (Click on a black column header Comprehensive Background Check

Anything Child Care (DO NOT USE)

to list names in alphabetical
order or dates in chronological
order.

 (lick aname or date header
twice to sort from Z to A or the
oldest date to the most recent.

21



Using DECAL KOALA

Hiding Employees

KUALA

Step 1 .
B da Ckgro un d Ch e Ck P a ge Comprehensive Background Check

Anything Child Care (D0 NOT USE) SUPP-35TY
groursd Check Und Helplng Comprehanide Background Check Uinik Emal

The records of people who no longer work
at the center must be hidden.

Check the box in the hide column next
to the name.

A window will pop up.




Using DECAL KOALA

Hiding Employees

Step 2 K AL A

[T R SR T .

POp-Up Window
Comprehensive Background Check
+ Apromptasks: “Is this person no
longer working at the facility?” e ——— S
e C(lick “Yes” and save. _ -
O Add Appiication - '-: © Add Portabilty Rsquest
 No exit date is needed. e e =n - ¥ Stxfien

B view Acpioauon

* Refresh the Background Check Page to R |
see that the names no longer appear. : :

23




Using DECAL KOALA

Unhiding Employees

To unhide an employee:

Click the box “Show hidden
applications”.

Click button to show all hidden
applications.

Uncheck the application to be
unhidden.

Click the button again.

KUALA

Com prehensive Background Check
Asyising Child Care (0 NOT USE)

......
DD B3a-Tad

IIIIII

' EI P Sl
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Using DECAL KOALA

Filtering & Searching

KUALA

T Sy

# Facity Updste  Repistration  Background Chech  Required Reporting

Comprehensive Background Check

Anything Child Care (D0 NOT USE) SUPP-35TY
— Chaek Linit Helphng Comprehansive Background Chack Unk Emad

Step 1

Click on
Show Filters

in the middle of the page

O A Applcaton

Facility Comprehensive Background Check Applications

on the right side.

B vew Aogiceon

= Port Comprahariom Backgrourd Chacs Latr

B Aporoe ADpLad0n

B Comerwanii Autorzation Raguoed

25



Using DECAL KOALA

Filtering & Searching

Step 2

Facility Comprehensive Background Check Applications

Last Name: S5SN: Application Status: Submission Date Range:

The Filter Window lets users v

First Name Determination: [ Show Hidden Applications

search by last name, first name, :
SSN, determination, application — — N R

&= Frint Comprehensive Background Check Letier A mmmmmmm sive Authorizstion Required (@ Application is expiring within 00 days

status, and submission date.

26






Maintaining Your KOALA Database

Have you seen the Netflix show “Tidying Up With Marie Kondo”?

=]
..-_-.---
»

Your DECAL KOALA Background Check Account should “spark joy” when you
are declared 100% compliant on your Background Checks audit! 28



Maintaining Your KOALA Database

Tidying Up Your KOALA Account

Step 1

Go to the background check tab in
your account.

Ensure that the contact information

for every licensed CCLC is up to date.

Accurate phone numbers & email
addresses are critical; DECAL
primarily communicates via email.

—
—

kia Crbina Adrisiniratva Licsnaing Apslicaticn I

# FaoliyUpdsts  Registration  Bsekground Chesk  Raquined Reporting

Anything Child Care (DO NOT USE) SUPP-39357

123 Dayeare Lane 123 Daycare Lane Testig (et 26, 2016
Al GA 30545 Altnts, GA 30345
County. Fullzn

29




Maintaining Your KOALA Database

Tidying Up Your KOALA Account

Step 2 KCALA

W Faclify Updats  Raeglcbsfion Machground Check  Faguirsd Reporting

° Anyone Working 1n your facﬂlty’ Comreheusiveckgrmmd Check
regardless of age, must undergo a
comprehensive background check.

Comprenansive Sackmiound Check LN Fspane COMprenenshe SacHgrtund Chack LUnt Smal
55, BE4-Tadd = = =

CRCreipTesfderal g3 gon

* Your account should include the
names of all current employees,

S P CHmEASAE £S RN SRR La R A Sempranangns B mpmEnen Returer L T LT e —————

i f——
-y o ] Nptone CRAT 1012018 107122018 02030 WIIICTE  Eodaoty F=1
== iy

contractors, or volunteers who enter ‘ = R S
your facility and have unsupervised e T om0

access to children.

30



Maintaining Your KOALA Database

Tidying Up Your KOALA Account

KUALA

W shes Seenaliahies  dets

~ -
#  facity Updste Registraton  Background Check  Required Reporting

Ste p 3 Comprehensive Background Check

Hide the files of people
who are no longer
associated with your
facility.

31



Maintaining Your KOALA Database

Tidying Up Your KOALA Account

Step 4_ , ,, ................. —
° AH paper Determination Letter'S in your Comreensive Background Check Portability Request
. .
files must now be electronic documents.
* You must port the Determination Letter -
to your KOALA account. Please enter all the fields below to initiate the Portability Request
e Failure to do so will warrant a citation S ————
as of July 1, 2019. " .
=N -

32



Contacting DECAL's
Criminal Records Check (CRC) Unit




Contacting DECAL's Criminal Records Check Unit

Main Number

1 (855) 884-7444

* Phones Answered
Monday — Friday 8 am. — 5 p.m.
Except State Holidays

 After-Hours Callers Will Hear
Instructions For Leaving A Message

* Follow the Options Menu & Prompts




Contacting DECAL's Criminal Records Check Unit

Options Menu & Prompts
After Dialing the Main Number

Press 1 - If You Know The Extension You Want

Press 2 - Incomplete Files or Unsatisfactory Notices
* Firstletter of the Applicant's Last Name
* Press1-A-L
* Press2-M-Z

Press 3 - Portability Requests
Press 4 - Child Abuse Registry
Press 5 - Out of State Background Checks

Press 6 - Center Directors, Employees, or Student Applications Status
* Firstletter of the Applicant's Last Name
e Press1-A-D
* Press2-E-K
* Press3-L-R
* Press4-S-Z

Press 7 - Support Center Help, Technical Support, Training Requests
Press 8 - DECAL Employees or DECAL Contractors

Press 9 - All Other Callers and Reasons







Questions

If you have any questions please contact:

DECAL's Criminal Records Check Unit

Phone: (855) 884-7444
Email: CRCHelpdesk@decal.ga.gov

Glen Clardy

Phone: (404) 232-1838
Email: Glen.Clardy@decal.ga.gov

37
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