CRIMINAL BACKGROUND CHECKS
 

Policy
Illinois law requires schools to conduct background checks for all employees or persons working in schools.  Schools in Illinois have recently begun requesting fingerprint background checks, conducted by the Illinois state police to include students coming into their schools for observations, practicum or internships

Process for requesting a background check
· Contact the Illinois State Police electronically (www.isp.state.il.us/crime/uciahome.cfm) or by phone at 815-740-5160 and request an application (Form ISP6-404B) for a fingerprint-based record search of the Illinois State Police Criminal history information files.  Specify that it is for working in schools.  You will be sent a form in the mail.

· When you receive the form fill it out with your name as the requester.  The results must come from you to the University.  Please note that if you indicate National-Louis University anywhere on the form, the original results may be sent to the University.  Therefore please do not indicate NLU anywhere on the form so that the original results will be returned to your home address.

· Mail the completed form with a check or money order for $20.00 made payable to the Illinois State Police to the address provided on the form.  Always record the Transaction Control Number which is located on the right-hand corner of the form.  This number is used in tracking the status of the request.

· In about 3-6 weeks you will receive one cop of your results (in a white envelope marked Confidential).  A copy of the results must be included with your application fro any type of clinical placement (Practicum – Internship).  Keep the original to show, upon request, to schools in which you are doing any type of observation.  While not all schools are currently requesting to see the back-ground checks, the number of schools wanting verification that a person has passed the background check is growing.  So keep yours with you if it is needed.

NCE has also initiated the following policies and procedures to assist you:

· Most courses requiring observations are noted in the schedules in the Quarterly.  Any courses tied to Practica in the School Psychology program require being in a school.

· Students applying for Practicum II will be required to include a copy of their criminal background checks with their application for placement.

Please note that these checks are valid for one year.  If you have not yet requested your background check, call the Illinois State Police at 815-740-5160.  DO IT NOW!

TB (Mantoux) Test:
Official results of a TB (Mantoux) Test must be on file with the Clinical Placement Office of the National College of Education prior to Practicum II.  TB (Mantoux) Test results are valid for a one year period. 
