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Forms

Policy

CWS Policy Manual

The following forms are referenced in this file:

e 04-30 Notification of Response

e BCIA 8016 Live Scan Application - Adoptions

e BCIA8016 Live Scan Application - Foster Care Mentor/Volunteer
e BCIA8016 Live Scan Application - Guardianship

e BCIA 8016 Live Scan Application - Licensing

e BCIA8016 Live Scan Application - RFA (Form to be generated and used by RFA
Staff Only)

e BCIA 8016 Live Scan Application - Sub-Arrest

Child Welfare Services (CWS) processes the Live Scan Application (BCIA 8016) through our
own certified Live Scan Operators (LSO) and the use of CWS owned Live Scan equipment. The
use of this equipment and certification of LSO is monitored and audited by the Department of
Justice (DOJ), Applicant Agency Compliance and Training Section.

If CWS denies a license, certificate, or employment based upon information received from the
DOJ that is not fingerprint verified, CWS must notify the applicant of its decision and that he
or she may challenge the identification. In that case, the applicant may appeal the decision of
CWS on the grounds that the applicant is not the person so identified.

For general Live Scan information, see Live Scan-Procedures, ID, Locations, and Results.

DOJ issues the mandates for Live Scanning. For more information, visit the DOJ website.

DO also issues periodic Information Bulletins.
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Live Scan application

Procedure

Acceptable
identification

CWS Policy Manual

Live Scan Applications (BCIA 8016) must include specific information related to the Type of
Application:

e Petition for Adoption

e Sub-Arrest

e Foster Family Home Licensing

e RFA

e Guardianship

e Foster Care Mentor/Volunteer.

An explanation of each form field can be found on the DOJ website.

Completion of the BCIA 8016 depends upon the Type of Application:

e Adoptions - completed by the applicant worker as a part of the interview process.

e Licensing - completed only for existing Foster Parents when necessary prior to
conversion to RFA.

e Foster Care Mentor/Volunteers - completed by the Volunteer Coordinator.

e Guardianship - completed by the Guardianship Unit.

e Relative Placement - completed only for existing relatives/NREFMs when necessary
prior to conversion to RFA, or a Tribally Approved Home (TAH).

e Sub-Arrest - individuals having significant contact with a foster child, any new adults
moving into an approved Relative/NREFM home.

e RFA - completed by RFA Unit.

The completed BCIA 8016 is given to the applicants to bring with them to their Live Scan
appointment.

NOTE: The LSO will check each BCIA 8016 for completeness and accuracy, prior to
transmission. by the LSO. The LSO will reject incomplete applications and will refer applicants
back to the requesting party.

A complete application includes ensuring that the line titled “your number” has:
1. the SW number or RFA worker number (if applicable)
2. the license number/OF number (if for licensing) and
3. the RFA number (if for RFA)
4. the associated case number (if applicable).

For information on acceptable ID and secondary forms of identification, see Live Scan-
Procedures, ID, Locations, and Results.
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Copy distribution

Corrections

Follow-up inquiries
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Distribute copies as follows:

e Original to Live Scan Operator

e First copy to Type of Application Coordinator (TAC)*
Petition for Adoption - Irene Bahena
Guardianship - Jessica Angeles
Licensing - Rosa Ybarra
Sub-Arrest - Joel Carino
RFA - Joel Carino

o Foster Care Mentor/Volunteer - Ross Ramos

e Second copy to SW
e Photocopy to the applicant.

O O O O O

*NOTE: Whenever a TAC changes, the CWS Policy Analyst listed at the end of this file must be
notified.

DOJ keeps the default address for the entire agency and is notified when program offices
move to ensure that Live Scan results are properly routed.

The CWS Policy Analyst listed at the end of this PM file notifies DOJ of the changes and
updates the PM and associated forms.

Live Scan applications that have been submitted with incorrect or insufficient information will
require applicants to fingerprint again as if it was the initial transaction.

When seeking Live Scan results, staff should first check with their regional Live Scan contact
person. Staff may check the status of the results by checking the DOJ’s Applicant Background
Check Status at https://applicantstatus.doj.ca.gov/. The client’s date of birth and ATI number
are required to perform the search. The ATl number is handwritten on the bottom of the Live
Scan request form after a Live Scan is completed.

For DOJ and FBI level results:

After checking with the regional local live scan results contact person, if the SW receives no
DOJ (AKA "California”) or FBI results within 30 calendar days of that transmittal, submit a
follow-up request to the Live Scan Policy Analyst (name at the end of this file) with copies of
the original BCIA 8016 and the BCIA 8043 attached.

For CACI:
After checking with the regional local live scan results contact person, and if no CACI results
have been received within 30 days, e-mail CACI at CACI-Inquiry@doj.ca.gov
The following information is required:
e client name and DOB
e live scan submission date
e ATl number.

With CACI, the results may be pending as the CACI office awaits a confirmation inquiry from
another agency. CACI gives the other agencies 30 days to confirm their match or no match.
Therefore, it can take a total of 45 days - 60 days to get the results back to the counties.
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Follow-up inquiries All Live Scan results

(cont.) In general, most Live Scan results will come to the SW through their region’s Live Scan
designated contact via e-mail. Occasionally, after a follow-up request, the results may come
directly to a SW or LSO. If a SW receives the actual results from any entity (FBI, DOJ or CACI),
the SW must inform the TAC (Type of Application Coordinators) to transpose the results to the
04-30 form. The NOR may be kept in the case file. The actual results documents must be
shredded.

Rejects Live Scans are sometimes rejected due to insufficient ridge detail or some other problem with
the prints. For information about reject notices and how to resubmit these, see Live Scan -
Reject Notices and Resubmission.

Live Scan log Each Type of Application Coordinator (TAC) is responsible for keeping the Live Scan
Transmission/Response Log. These logs are to be kept and tabbed monthly in an Excel
spreadsheet following this format. This format will insure the capacity for accurate
administrative review.

Upon receipt of the BCIA 8016, the TAC will enter the applicant name, DOB, ATl Number and
Date of transmission.

Upon receipt of results, the TAC will enter the appropriate information.
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