HCRR Fingerprint Check Process FAQs
When does HCRR initiate fingerprint a check?
· Once the hire is made the FP check must be done.   
· Once a match is made for a pre-qualified worker the HCRRs will schedule an appointment with Morpho-Trust so that the IP will have the appt slip and correct OCA #.
When does the 120-day provisional hire start and where do we enter this in the database?
· The date the hire was authorized and entered into SSPS is the official start of the 120 count down. 
· However, for purposes of tracking via the Referral Registry, the date that the fingerprint appointment was set is the date that the HCRR Coordinator will be entered into the database in the background check screen.  
· This date will also start a 120-day count, with an activity list trigger for the HCRR Coordinator to follow-up with the IP at 45 days to assure that they have made it to their scheduled fingerprint appointment.  
· At 120 days the IP will be made inactive and another activity list item will require the HCRR Coordinator to  
Does the appointment form provide adequate documentation for the case manager to authorize the provider to work?  
· Yes.  A copy of the appointment form should be presented to the case manager (authorizing entity) as part of the Provider file.  
DDD is asking clients to sign a Provisional Hire Acknowledge.  Is this also the case for HCRR-based IPs?  
· [bookmark: _GoBack]Yes, until further notice, DDD requires the Client/Leg Rep to sign Provisional Hire Acknowledgement for Provisional Hires.  This means that DDD staff will have the client that chose an IP off of the Registry sign the document.
How can we find out if the IP already has a fingerprint OCA number or has already had prints on file at BCCU – (run through another entity)?   
· For HCRRs with access to the web-based system, Coordinators can enter the name and run a check.  This may not give results for all programs within ADSA.
· Send an email to bccuinquiry@dshs.wa.gov and inquire if prints are on file.  You will need the IPs full name and date of birth.  This option should be used sparingly so as to avoid inundating BCCU with daily requests for everyone.    

If an IP does have results available or is running prints outside of the HCRR process, how can we access those results? 
· Per BCCU, the fingerprint results are program-specific.  This means we can only access results that were run by someone within ADSA.  (For instance, we would not have access to prints run by Children’s Administration.)  If there are prints on file within ADSA programs, there will be a notation on the results letter that indicates the results were based on an FBI fingerprint check.  AAA-based HCRRs can request a copy of the fingerprint results from BCCU.  Non-AAA HCRRs can notify the HCRR/ADSA Program Manager that prints are on file and should be requested to complete the CC&S process.
Can an IP request a copy of his/her fingerprint results?  If so, can the IP share the results with the HCRR?
· Yes, an IP can request a copy of his/her own fingerprint results.  Have the IP fill out a Request for Background Check Information and mail or fax directly to BCCU.  Do not let the IP send in the request before MorphoTrust has had time to process the prints.  BCCU has been flooded with requests for information before they actually receive the fingerprint results.  
· Once an IP received his/her fingerprint results, they are the IP’s property to do whatever he/she wishes.  The IP can give a copy of the fingerprint results to a Registry Coordinator, even if that Coordinator resides in a Registry that is non-AAA based.
Can fingerprint results be shared with case managers?
· Yes, if the case manager resides within DSHS or an Area Agency on Aging.  Send the appropriate information (case manager’s name and AAA) to your HCRR/ADSA Program Manager who will send the results via secure email.  Case Managers residing within an AAA should already have access to fingerprint results.
Can a CC&S Assessment be RUSHED and how do I go about requesting that?
· Yes, Coordinators can request that an assessment be rushed if an IP has been matched and is being put to work immediately.  On the secure email or fax transmittal sheet, indicate that the assessment is a RUSH and give a brief description of why it needs to be rushed.  The HCRR/ADSA Program Manager will make every attempt to process your request ASAP and get the results back to you.  
