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EFFECTIVE DATE: JUNE 7, 2019

PURPOSE: The purpose of this memo is to notify certification workers of background
check requirements that will impact certified child care operators, household members,
child care providers/caregivers and noncaregiver employees, residing or working in
certified child care programs prior to 10/1/18. This memo also outlines new background
check policy and procedure changes for certification workers.

BACKGROUND: Wis. Stats. 848.686 was enacted on September 21, 2017 and went
into effect October 1, 2018. Effective October 1, 2018 the department began
conducting background checks on all new applicants for certification, new household
members and other new individuals subject to background check requirements, in
accordance with Wis. Stats. 848.686. Operations Memo 18-41 and BECR Provider
Memos 2019-02 and 2018-21 state that DCF would begin conducting background
checks on existing certified operators and existing individuals associated with a certified
child care program starting in the summer of 2019.

DCF has mailed 60 and 30 day background check notices to existing certified operators
informing the operator when they are required to comply with the new background
check requirements. If a certified operator does not comply with the new requirements
by the date in the background check notice, the operator is subject to an enforcement
action to be taken by the certification agency. The background check notices are


https://www.dhs.wisconsin.gov/dhcaa/memos/18-41.pdf
https://www.dhs.wisconsin.gov/dhcaa/memos/18-41.pdf
https://dcf.wisconsin.gov/ccregulation/memos
https://dcf.wisconsin.gov/ccregulation/memos
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viewable to certification workers in WISCCRS under Batch Documents and viewable to
operators in the Child Care Provider Portal (CCPP).

POLICY AND AUTOMATION:

Certified operators are now required to submit Background Check Requests (BCR) for each
individual age 10 and older who has not yet undergone a DCF-conducted background check.
The BCR is due on or before the date indicated in the operator’s background check notice. The
operator may submit BCRs using either of the options listed below:

Option 1 (preferred): Submittal of BCRs using the Child Care Provider Portal (CCPP)

Operators may log on to the CCPP to update Individual Details, Employment Residency Details
and complete and submit the BCR for each individual age 10+ associated with their child care
program. When the Individual Details page is updated and the BCR submitted, WISCCRS wiill
automatically generate and mail to the operator a fingerprint instruction letter on the date
indicated in the operator’s background check notice for anyone age 18 or older. Once the
instruction letter is generated/mailed, the letter will then be viewable to the operator in the
CCPP.

CCPP Individual Details:

Home J
Facility 1D 1123290
FIS Provider ID
Address
Contact Mame Laura
Phone
® . = T4
Financial Facitity Details Communications Manage Facility Individuals
Individuals
Indiviguals at this location E
Mame Oalede) Empinymant Derine €
Kirsten Cock Teacher . Assistant. Administrater 0401718 Detaits | B |
Yirnrvwy § Lo Loe adtities Staff, Dilve 01018 Dwtails ’ |
LBurs L Lake ApplicaniLicensee 040118 Denis | p '
Historv 3
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Add Individual Details

Individual

Fret Nama Tamws
Midale Initial 1
Last Nama Teacher
Subfic

Address *  125Main St

Address Line 2

iy Amylown

Hate *  wisconsin
Ziplode ' pannn

County/Tribe * Lo County

Primary Phane Mumbar * 9y nz 102

Secordary Phone Nurber

Secondary Phone Type mm[mlcou Caneet
Email Address TAITArS AT ANLLOM
Date of Birth /11081
SSM 00K 6333
Gender ) pamte |® Pemate
Race
Langusge *  Englisa

If the operator does not complete all required fields the system will not generate a fingerprint

instruction letter.

Background Check Request Form:
W Child Carc Provider Portal

Welcome, Kandy

Background Check Request Form Details
Military

1. Have you been discharged in the last three years from a @
pranch of the U.S, Armed Forces. Including any reserves duty?

Military Discharge Date

Comments

Uplaad

The operator must answer every question and click submit or the system will not generate a

fingerprint instruction letter.

When the operator updates the Individual Details, Employment/ Residency Details and BCR
using the CCPP, the information is also viewable to the certification worker in WISCCRS.

Option 2: Submittal of paper BCR forms to the certification agency.

If the operator submits paper BCR forms to the certification agency, the certification worker

must do the following:

1. Update the Individual Details and Employment/Residency Details page in WISCCRS,
including the individual’'s spoken language, mailing address, etc. and click the “save”
button at bottom of the screen. Access the Individual Details page by clicking on the

pencil icon for each individual, then enter information in the required fields.

2. Enter the BCR for each individual using the Request Form link in the Individual Module.
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Individuals Module:

Documents.

Location Details
JLocation

Applicants/Licensees

fican ]
i Add Applicant/Licensee

JPels
Otner Licenses
JSTransporations.

Ef

Employment
Date of Birth Period

Period

flective Role(s)

. 11/20/1956 12/02/2011

Jinsurances

sComments
Allernate Addresses

JTransactions

JCollections

1

ground Check | Fingerpont

ng | Documents | G

2/02/2011

Applicant/Licensee

Jocuments | DOR Request | D

Request | Tagks

Jindividuals
Location Tasks

Add New Individual Select Individuals from other Locations

Registry Detaits
Registry Stan
MOﬂI[OﬂIK} Plans
J51e Visits
sMonitoring Resulls
Health & Safety Results
JComplainsincidents
JEnforcements.
Documents.

Ll configentia pocuments

Employment
Date of Birth Period

Sam Son 05/01/2000 07/07/2011

Elance B Wife

ining | Doqums

08/06/1972

12/03/2018

Request Form

es | Backgr

Check | Fing

Period

s | Confidential Document:

Effective Role(s)

05/06/2019 Household Member

10/23/2018

fidential Documents |

%

Updating Individual Details:

Location Details

Hodify Individual Detalls

JLocasion

First Name *
Subsidy Details

JPets
Other Licenses
STransportations
Jinsurances
sComments
Allemate Addresses
JTransactions

John
Middle Initial

Last Name *

Bowman

JCollecsons 55N XHH-XX-1123 Show SSH
Jndividuals -

Hodify Dot orpis 11/20/1956 B
Individual Race v
Locaon Tasks
Registry Details Language * | gnglah v
Regisiry Staff
Moniloring Plans usu—alo 12/2/2011 (]

5ite Visits - -
Moniloring Results Enter mailing address. Eri=aryPhanas (636) 465-4836
Health & Satety Results This is the address the imary Phone Type *
sComplaints/incidents
JEnforcements ba:kgrourld :h‘.:k Secondary Phones (634) E46-4665
Documents Bllg.ﬂﬂll‘ty notice will be Secondary Phone Type

Confidential Documents
List Al Documents
Batch Documents.

mailed to.

oo oo [

B fbovmani23ggmail.ne

0 of 500 characters.

CBC Fee Deduction Home Address
2',&:’:?:&,0”"] Address Linel * 55 cperry 1,
Apphcations Address Line2
Gity * [ pnvtown
State * | wisconsin -
L e ——
County/Tribe * | adams County A
Employment/Residency Details
Effective Begin Date 12/2/2011
Primary Role * | sqplicant/Licenses A
Secondary Role v . :
Do not modify the role
Employment/Residency Status * | ¢, .0 v for Oparatofs - Leave
Employment/Residency Begin Date * [ role as
12/2/2011 & Appli :
pplicant/Licensee
Employment/Residency End Date ]
Relationship 1 :
Contact With Children * [Oxes [Ono |
Apply engoing background check fee to this location No
Comments
A

Save
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Enterlng the BCR:

Background Check Request Form List

Add Background Check Request Fﬂ‘ﬂn

Effective Military ~ Out Of Rehabilitate Criminal Minor Sex Offender T eatication License
Period Discharge State Review Record Delinquent Registry ? Restriction

List
Loc No Background Check Request Form

Add Background Check Request Form
Effective Periods/21/2019
1. Have you been discharged in the last three years from a branch of the U.S. Armed Forces, includirS OvesOno
any reserves duty?
2. Do you currently reside or have you in the last five years resided outside of Wisconsin? OvesONo
<k Have you ever requested a rehabilitation review with the Wisconsin Department of Health Services
or the Department Children and Families, a county department, a private child placing agency, OvesOno
school board or tribe?
4. Do you have any pending criminal charges or were you convicted of any crime? Include all offensds OvesOno
in federal, state, county, local, military and tribal courts.
~ Were you ever adjudicated deling t by a court of law or tribal court when you were aged 10 to vesONo
17 years old? Include all offenses in federal, state, county, local, military and tribal courts.
6. Are you currently or have you ever been required to be registered on a national, state or tribal sex WesOno
offender registry?
7. .are you currently the subject of an investigation or has there ever been a finding against you for
glect or misappropriation (theft) of property of a child, adult or elderly person? s
8. Do you have a government issued credential or license that is not current or is limited so as to vesONo
restrict you from providing care to clients?

Once the certification worker updates the Individual Details page (completing all required fields)
and the BCR is completed (using the Request Form link) WISCCRS will generate and mail a
fingerprint instruction letter on the date indicated in the operator’s background check notice.
Once the instruction letter is generated/mailed, the fingerprint instruction letter will then be
viewable to the certification worker under the Batch Documents link in WISCCRS.

Fingerprint instruction letters will include the names of all individuals age 18+ who have not yet
undergone a DCF-conducted fingerprint-based background check. Each name will be assigned
both a Fieldprint code and a unique reference code that each individual will need to use when
scheduling their Fieldprint appointment online. If a fingerprint instruction letter is not generated
and viewable under Batch Documents, or in the CCPP, by the date referenced in the operator’s
background check natice, it is likely due to one or more of the following:

1. The Individual Details were updated but the BCR was not entered or only partially
completed.
The BCR was entered/submitted but the Individual Details were not updated.
The Individual Details and the BCR were not entered.
An Employment/Residency End Date was mistakenly entered for an individual.
The BCR was entered but the Individual Details is missing the individual’'s mailing
address.

arwn

TIMELINE:

After June 1, 2019, but prior to July 10, 2019, certification workers should check the Batch
Documents in WISCCRS to verify that 60 and 30 day background check notices and fingerprint
instruction letters were mailed to their certified operators. If a certified operator has not yet
undergone a DCF-conducted background check and there is not a background check notice in
Batch Documents please notify Jolene.lbeling@wisconsin.gov, including the provider
number(s). If the background check notice was mailed but the operator has not yet submitted a
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BCR for an individual age 10+, the certification worker shall issue a Non-compliance Statement
and Imposed Plan of Correction using the following citation and description:

Citation: DCF 202.08(1)(e)1. Comply with all local and state laws governing the certified
child care program and its operation and ensure that all employees and volunteers comply

with these laws.

Description: Operator has not submitted to the department or the certification agency a
background check request for any individual(s) age 10 and older, as required under Wis.

Stats., 48.686(2)(a) through (am).

Imposed Plan of Correction: By June 30, 2019 submit to the certification agency or the
department, using the Child Care Provider Portal, a Background Check Request for each

individual age 10 and older.

Entering Violations and Imposed Plan of Correction in WISCCRS:

New Site Visit

Visit Date * | 6/14/2019 B
Primary Visit Reason * | No Site Visit
Secondary Visit Reason
Next Visit Date | 10/2/2019 &
Next Visit Reason Annual Visit
visit Action
Licensor/Certifier * Cbu, Praveena

Licensor/Certifier

Compliance/Non Compliance Issue Date | 5/28/2019 ]
Correction Plan Due Date 6/21/2019 =
Correction Plan Received Date =

Visit Type * Uannounced Ulnannounced /A
Children Present *es|_No ®Unknown

Licensor/Certifier Time of Arrival [C]

Licensor/Certifier Time of Departure [c]

DCF 202 Provider Qualifications
@

RPN R SEGA G TOEEE SRR R CITIERRRELNS EEERY W LIRS THNSLS G LY AR TR R SRS

202.08(1)c)&. The operator shall report to the cemification agency as soon as possible
but no later than the certification agency’s next working day any changes in...

202.08(1)c)9. The operator shall report to the cemification agency as soon as possible
but na later than the certification agency's next working day any the hiring

202.08(1)d) A substitute, employee, or volunteer for a Level 1 or 11 child care operator
shall be approved by the certification agency before employment or volunt_..

202.08(1)}e)1. Administration. A certified child care operator shall comply with all local
and state laws governing the certified child care program and its operati...

202.08(10e)2 Administration. A certified child care operator shall comply with all
requirements in this section,

o

o

w

w

1720

Operator has not submitted to the department or the certificabion
agency a background check request for an indnnduasl(s) age 10
and cldes, as required wnder Wis. Stats., 48.686(2){a) through
{am)]

0 of 600 characters
FTION

Administration. A certified child care operator shall
comply with all local and state laws governing the
certified child care program and its eperation and
ensure that all employees and volunteers comply
with these laws.
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Rule Description Administration. A Certified Child Care Operator Sha
Program And Its Operation And Ensure That All Emyl
Serious N/A
Repeated No
Detection Date

Detection Method * v
Correction Verification Date =
Monitoring Results = | |nmet v

Alleged Violation [
Related Visit No Site Visit (

Description  Attention: Information entered below into Descripti
Non-compliance Statement and to the Public Web S|

Operator has not submitted to the
department or the certification agency a
background check request for an
individual(s) age 10 and older, as
required under Wis. Stats., 48.686(2)(a)
through (am).

196 of 600 characters.
Comments

\ 0 of 300 characters.

Imposed Plan of Correction By June 30, 2019 submit to the

certification agency or the department,
using the Child Care Provider Portal, a
Background Check Request for each
individual age 10 and older.

After July 1, 2019 the department will send a reminder letter to any operator who has been
issued a fingerprint instruction letter but has not yet complied with completing the fingerprint-
based background check requirements.

If after 15 days from the reminder letter an operator has not yet complied with the fingerprint-
based background check requirements, the certification agency will be notified by the
department. The certification agency shall issue a Non-compliance Statement with an Imposed
Plan of Correction using the following citation and description:

Citation: DCF 202.08(1)(e)1. Comply with all local and state laws governing the certified
child care program and its operation and ensure that all employees and volunteers comply
with these laws.

Description: Operator has not ensured all individual(s) age 18 or older have completed a
fingerprint-based background check, as required under Wis. Stats., 48.686(2)(ag).

Imposed Plan of Correction: By (DATE) complete a fingerprint-based background check for
each individual age 18+ associated with the child care program.

If after 15 days from the date of the Non-compliance Statement an operator has not yet
complied with the fingerprint-based background check requirements, the certification agency will
be notified by the department. The certification agency shall issue a Warning letter notifying the
operator that an enforcement action, ranging from suspension to revocation, will be issued for
noncompliance.

If after 15 days from the date of the Warning letter an operator has not yet complied with the
fingerprint-based background check requirements, the certification may be suspended or
revoked.
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If an operator’s certification expires during the enforcement timeline listed above (warning letter
to revocation), it is appropriate for the renewal application to be denied.

In accordance with DCF 202.06(4), if a certification agency suspends or revokes or refuses to
renew certification, the agency shall notify the child care applicant / operator in writing. This
action is reviewable pursuant to ch. 68, Stats., which provides for an administrative review of the
decisions of local agencies. Requirements for appeals to the department (Milwaukee
Certification) are outlined ch. 227.

SYSTEM ENHANCEMENTS:

At the end of June, the department’s Child Care Background Check Unit (CBU) will no longer be
uploading the Guide to Relevancy form as a PDF under Individual Documents in WISCCRS.
There will be a new WISCCRS screen called the Background Check Analysis Summary
(BCAS). Certification workers will be able to view the BCAS screen to view the details of the
CBU'’s analysis for background checks conducted after June.

WISCCRS Individuals User Guide: https://dcf.wisconsin.gov/files/publications/pdf/5292.pdf
Background Check Request Form: https://dcf.wisconsin.gov/files/forms/doc/5296.docx
Child Care Provider Portal Information: https://dcf.wisconsin.gov/childcare/provider-portal/info

CONTACTS:

For Child Care Certification policy questions outside of Milwaukee County, contact your Bureau
of Regional Operations (BRO), Child Care Coordinators at
BROCCPaolicyHelpDesk@wisconsin.gov.

DCF/DECE/BECR/JRI


https://dcf.wisconsin.gov/files/publications/pdf/5292.pdf
https://dcf.wisconsin.gov/files/forms/doc/5296.docx
https://dcf.wisconsin.gov/childcare/provider-portal/info
mailto:BROCCPolicyHelpDesk@wisconsin.gov
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