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Forms 
 
 

 
• BCIA 8372             Application for Certification 
• BC 8016FP            Request for Live Scan Services 

  
 
Introduction 

 
All individuals who roll fingerprints manually or electronically for licensures, certification 
and/or employment purposes are required to be certified by the Department of Justice (DOJ)  
per Penal Code Section 11102.1.  
 
A certified fingerprint roller or Live Scan Operator (LSO) inputs an applicant’s personal 
information, captures the applicant’s fingerprints electronically and transmits the data to the 
DOJ.   
 

 
Policy 

 
CWS staff are certified as Live Scan Operators (LSO) conduct fingerprinting for the purpose of 
criminal history clearances for the following CWS programs: 
 

• Adoption 
• Guardianship 
• Foster Care Mentor/Volunteer 
• Resource Family Approval (RFA) 
• Subarrest 
• Respite Care 
• Tribal Home 
• Polinsky Children’s Center (PCC) - Employment or Volunteer 

 
LSO certifications are funded by the requesting Region/Program using the following 
corresponding billing codes: 
 

Program/Region Billing Code 

Adoption 130168 

Guardianship 130168 

Foster Care Mentor/Volunteer 144039 

  
  

https://oag.ca.gov/sites/all/files/agweb/pdfs/fingerprints/bcia.pdf
https://oag.ca.gov/sites/all/files/agweb/pdfs/fingerprints/forms/BCIA_8016FP.pdf
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Policy (cont.) 

 

Program/Region Billing Code 

Resource Family Approval (RFA) 144818 

Subarrest 144818 

Respite Care 120225 

Tribal Home  120225 

PCC (Employment or Volunteer) 145898 

  
 
Procedure 

 
The following table describes the steps to become certified as a LSO: 
 

Step Who What 

1 Senior 
OA/PSS 

Inform the potential LSO of the certified rolling certification 
requirements that include: 
 
• The review of the California Department of Justice (DOJ) 

Fingerprint Rolling Certification Program Reference 
Handbook and the California DOJ Guidelines for 
Submitting Applicant Live Scan Transactions 

• Completion of the BCIA 8372 
• Live scan requirement  

2 Potential 
LSO 

• Review the California DOJ Fingerprint Rolling 
Certification Program Handbook and the California DOJ 
Guidelines for Submitting Applicant Live Scan 
Transactions 

• Complete the Application for Certification (BCIA 837) 
• Complete the Request for Live Scan Service (BCIA 

8016FP) 
o Enter designated Region/Program billing 

number in Billing Number (Agency Billing 
Number) section 

  
  

https://oag.ca.gov/sites/all/files/agweb/pdfs/fingerprints/handbook.pdf?
https://oag.ca.gov/sites/all/files/agweb/pdfs/fingerprints/handbook.pdf?
https://oag.ca.gov/sites/all/files/agweb/pdfs/fingerprints/handbook.pdf?
https://sdcountycagov.sharepoint.com/sites/CWS/GaR/Shared%20Documents/Resources/Tip%20Sheets%20and%20Guides/DOJGuidelinesLiveScanTransactions.pdf
https://sdcountycagov.sharepoint.com/sites/CWS/GaR/Shared%20Documents/Resources/Tip%20Sheets%20and%20Guides/DOJGuidelinesLiveScanTransactions.pdf
https://oag.ca.gov/sites/all/files/agweb/pdfs/fingerprints/handbook.pdf?
https://oag.ca.gov/sites/all/files/agweb/pdfs/fingerprints/handbook.pdf?
https://sdcountycagov.sharepoint.com/sites/CWS/GaR/Shared%20Documents/Resources/Tip%20Sheets%20and%20Guides/DOJGuidelinesLiveScanTransactions.pdf
https://sdcountycagov.sharepoint.com/sites/CWS/GaR/Shared%20Documents/Resources/Tip%20Sheets%20and%20Guides/DOJGuidelinesLiveScanTransactions.pdf
https://sdcountycagov.sharepoint.com/sites/CWS/GaR/Shared%20Documents/Resources/Tip%20Sheets%20and%20Guides/DOJGuidelinesLiveScanTransactions.pdf


CWS Policy Manual Cross Program Procedures –Live Scan Operator Certification Page 3 of 4 

 
Procedure (cont.) 

 

Step Who What 

2 
(cont.) 

Potential 
LSO 

Program/Region Billing Number 

Adoption 130168 

Guardianship 130168 

Foster Care 
Mentor/Volunteer 

144039 

RFA 144818 

Subarrest 144818 

Respite Care 120225 

Tribal Home 120225 

PCC (Employment 
or Volunteer) 

145898 

 
Schedule a Live Scan Appointment at any CWS office 

3 Potential 
LSO 

Email the Live Scan Application (BCIA 8016) and the 
Application for Certification (BCIA 8372) to the Live Scan 
Policy Analyst name at the end of this file for review and 
processing. 

4 Live Scan 
Policy 

Analyst 

• Review applications for accuracy and completeness 
• Submit to DOJ via certified mail at: 

DOJ: Fingerprint Rolling Certification, 
 PO Box 903387, 
 Sacramento, CA 94203-3870 
 

NOTE: A request for a status update on a Fingerprint Roller 
Certification application may be requested 4 weeks after 
mailing the application. 

5 Certified 
LSO 

After the successful completion of the application review and 
background by the DOJ, the following will be received via U.S. 
mail to the LSO’s residence: 

• Letter of approval  
• Fingerprint Rolling Certificate  

 
Send a copy of their Fingerprint Rolling Certificate via email to 
the Live Scan Policy Analyst. 
 
NOTE: LSO will display fingerprint certificate at live scan 
location in plain view. 
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Duplicate Fingerprint 
Roller Certificate 
Requests 

 
An LSO may request a duplicate copy of their Fingerprint Roller Certificate and the letter 
containing their assigned fingerprint roller number from the DOJ by sending a written request 
to: 
 

Department of Justice 
Fingerprint Rolling Certification Program 

P.O. Box 903387 
Sacramento, CA 94203 

 
The following is required in the written request: 
 

• Name, signature (it will be sent back if it is not signed) 
• Social security number 
• Residential address 
• $5.00 check or money order for processing payable to the DOJ 

 
 
Alignment with SET 

 
This policy supports SET Value 2, which ensures that the safety, permanency, and the well-
being of children is at the forefront. In addition, it assists kinship and resource families 
understand the social worker’s role and child welfare laws.  
 
This policy also support SET Value 5, and the guiding principle of collaborating with the legal 
system to ensure the safety and effective coordination  of services and always maintaining 
children’s best interest as the primary focus.   
  

 
 

https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure
https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure

