DHHS — CRIMINAL RECORD CHECK UNIT Rev. 11/08

GREEN SHEET

CRIMINAL RECORD BACKGROUND CHECK
SUPPLEMENTAL INSTRUCTIONS

FOR POTENTIAL OWNER/OPERATOR
OF A LICENSED CHILD CARE FACILITY

(This supplement is to be used in addition to the Criminal Record Background Check Basic Instructions.)

POTENTIAL OPERATORS/OWNERS OF A LICENSED CHILD CARE
FACILITY (Refer to additional information in Criminal Record Background Check Basic Instructions.)

e As a potential operator/owner of a licensed child care facility you are required to complete this
process and meet the requirements of a criminal record background check before a permanent
license can be obtained.

e The owner/operator of a potential child care program must obtain a local criminal history check from the
Clerk of Court’s office in all counties of residence during the prior 12 months, including the counties in
which the operator lived in another state. Remember that you need to keep copies of your local history
check(s) to give to your child care consultant along with your other application forms.

e Your child care consultant must provide you with a facility ID # for your program before you submit the
criminal record check packets to the Division. You should also be given an initial supply of the
Identifying Information Form (DHHS-004) sheets.
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