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Licensing Specialist Access to Background Checks

Overview

This article describes how a Licensing Special and Supervisor can access the
Agency Hub to review Background Checks and Authorize them within the Ohio
Certification for Agencies and Families (OCAF) system.

For guidance on Navigating the OCAF Agency Hub, please refer to the following
User Guides. This article is focused on solely accessing Background Checks.

- OCAF Agency User Guide
- Accessing Agency Account and Staff Personnel Information

Navigating OCAF

After logging into the system, the tabs at the top will guide you through the
different work items in OCAF.

— Department of
Ohlo Job and Family Services

:::  Obhio Certification f... Home (V !

K S At Home
-E Individual Applications
. All of My Agency's A
yAg y | B Accounts
3+ items - Sorted by Application Numbi ations - Record Typi
| ] Contacts
Application Nu... 4 ' Applicatio... v
Individual Applications
1 |IA-0000000198 iz Adoption
2 IA-0000000190 Cases Adoption
3 IA-0000000184 (WE Reports Adoption
! 1
Home Tab

The Home page will be the initial screen presented each time you log into OCAF.
It will display:

The list of Child Placement Applications (commonly known as the JFS 01691)
submitted to your agency.
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https://jfskb.com/sacwis/index.php/ocaf/1177-ocaf-agency-user-guide
https://jfskb.com/sacwis/index.php/ocaf/1233-ocaf-accessing-agency-account-and-staff-personnel-information
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<1 Departmentof = —
j0r Job & Famil Search... v o9 A )
s s:rvke:m v ‘ Q se ‘ L‘ => ! $ o ®,

Ohio Certification f... s

Recent Records

j © [T

E Studies l Nev
. . New

All of My Agency's Applications

3+ items « Sorted by Study Number « Filtered by All studies - Status, Record T ‘7 o e

Type » Updated 41 minutes ago Q. Search this lst.. ‘ i H ¢ || o |

Study ... TV | Account... v | StudyF... v/ | Status Vv | MostRe... v | OCAFA... v | Created... v

S-00000... 1234 Eas... Adoption Withdrawn Adopt A... 11/1/202...

$-00000... 1234 Eas... Adoption Agency R... 12/14/20... 11/1/202...

Ol

$-00000... 128 Sout... Foster Ca... Agency R... 11/2/202... Specializ... 11/2/202...

Background Checks Tab

The Background Checks tab allows you to review Background Check requests for
New Contacts, New Employees within Any Agency.

1. From the Home dropdown menu, select Background Checks.

OhiO j':bp:m:'y Services

P
:::  Ohio Certification f... Home (v)
N
7§ Home
Individual Applications
All of My Agency's A
yAg y l Accounts
3+ items - Sorted by Application Numb: ations - Record Typi
Contacts
r Application Nu... 4% Applicatio... v
! /% Background Check:
1 IA-0000000198 SEIFMASIASES: § Iadoohon
2 IA-0000000190 Cases Adoption
3 |IA-0000000184 Adoption

Reports

8

The All Personnel Background Checks screen appears displaying all background
checks. Shown Below:
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Licensing Specialist Access to Background Checks

Background Checks
[OM | Background Checks W Printable View
All Personnel Background Checks v | ¥ ‘ - e ‘

15 items » Sorted by Background Check Number » Filtered by All background checks - Record Type » Updated a few seconds ago Q. Search this lst. H i H H ¢ || ol ‘EE‘

Ohio Certification f...

[[] Backgroun... T\ | Personnel Name v | Agency Account Name v | Criminal Record Check Type \/ | Date of Back... v/ | Status v
1 [J BGc-0000 fred xcvxcv A New Leaf, Inc. BCI Only 1/1/2024 Pending |ZJ
2 [j BGC-0001 Scott Gall Choice Network, Inc. Both BCI and FBI 1/1/2024 Confirmed Non-Compliant |Z\
3 \] BGC-0002 fred xcvxcv A New Leaf, Inc. BCI Only 1/16/2024 Pending |Z\
4 [ BGc-0003 Ari Reese Caring for Kids, Inc. Both BCl and FBI 1/1/2024 Incomplete IZ\
5 [0 BGc-0004 fred xcvxev A New Leaf, Inc. Both BCl and FBI 1/23/2024 Compliant Iz\
& [] BGC-0005 Jeff Smith Buckeye Ranch, Inc. (The) Both BCI and FBI 1/2/2024 Non-Compliant IZ\
7 [ BGC-0006 Scott Gall Choice Network, Inc. Both BCl and FBI Confirmed Corrective Action |Zl
8 [ ecc-0007 Joe Johnson Choosing Hope Adoptions Rehabilitation Verification 2/26/2024 Pending |ZJ
9 [ BGc-0008 Jimmy Johns Adoption Circle Both BCl and FBI 1/29/2024 Non-Compliant IZ\
10 [ BGc-0009 Carl Jung Pressley Ridge F8I Only 2/25/2024 Routed for Review IZ\
1 [ ecc-0010 Carl Jung Pressley Ridge BCI Only 2/25/2024 Non-Compliant Iz\
12 [ BGC-0011 fred xcvxev A New Leaf, Inc. Both BCl and FBI 3/27/2024 Compliant Iz\
13 D BGC-0014 Stephanie Salesforce Happy Homes Both BCI and FBI 4/2/2024 Pending |Zl
14 [] BGC-0015 Tim Testing Happy Homes Both BCI and FBI 4/3/2024 Pending |ZJ
15 [0 BGc-0016 Susie Sacwis Happy Homes Both BCl and FBI 4/3/2024 Pending IZ\

Note: The Background Checks tab will default to All Personnel Background Checks

List View unless another List View is Pinned. To Pin a different List View, click the '
Icon.

2. To change the List View, click the All Personnel Background Checks
Dropdown button.

Background Checks

BAaICIk?’r:l:'::JC::\cekls Background Checks v | ¥ ‘ \JE"\"_ Pr\_r\tab\e‘ﬂew |
[e](<](e7]

Ohio Certification f...

‘ Q search this list.. H o -

15 items « Sorted by Background Check Number - Filtered by All background checks - Record Type « Updated a few seconds ago

The List View options are, All, All Personnel Background Checks, Pending &
Returned Background Checks, Recently Viewed and Supervisor Review
Background Checks.

Background Checks
All Personnel Background Checks v ¥
15 items] LIST VIEWS a0 Q Search this list
- A ~ | Criminal Record Check Type v | Date of Backgro... v/ | Status v

« All Personnel Background Checks (Pinned list) BCI Only 1/1/2024 Pending B
2 Pending & Retumed Background Checks Both BCI and FBI 1/1/2024 Confirmed Non-Compliant =)
C g /16/202: -
: Recently Viewed BCI Only 1/16/2024 Pending (=)
4 Both BCl and FBI 1/1/2024 Incomplete (+)
Supervisor Review Background Checks —
3 Both BCl and FBI 1/23/2024 Combliant [vl
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Licensing Specialist Access to Background Checks

Note: Even though Licensing Specialists can view All the Background Checks, their
most used List View will be the Pending & Returned Background Checks option.

3. Select, Pending & Returned Background Checks.

The Pending & Returned Background Checks screen appears.

Reviewing a Background Check

4. Click on the appropriate Background Check Number link for the Contact.

[3) Background Checks

Pending & Returned Background Checks v \E\

6 items « Sorted by Background Check Number « Filtered by All background checks - Status, Record Type « Updated & minute ago Q Search this list ‘ ‘L‘ ‘;Hi‘ ‘LH ey
["] | Background Ch... T +/ | Personnel Name v | Agency Account Name v | Criminal Record Check Type v | Date of Backgro... \ | Status v | Study Num... v

O A New Leaf, Inc. BCl Only 1/1/2024 Pending 53]

2 O A New Leaf, Inc BCI Only 1/16/2024 Pending ]

3 O Choosing Hope Adoptions Rehabilitation Verification 2/26/2024 Pending )

4 O Happy Homes Both BC! and FBI 4/2/2024 Pending +

5 O Happy Homes Both BCl and FBI 4/3/2024 Pending \Z\

6 (] Happy Homes Both BCl and FBI 4/3/2024 Pending \E\

| New | Printable

View

The Background Check Details screen appears. This Tab displays the information
entered by the agency, such as: Criminal Record Check Type, Date of Background
Check, Receipt and Personnel Name. All these fields with the Edit Icon next to them

are Editable.

Details

Background Check History

s Background Check Details

Criminal Record Check Type Status
BCI Only Pending 4
Check Non-Compliant Reason
4
e Comments
/8f 4
/5
Review D Routed for Review Reason
rd
Background Check Number Study Number
BGC-0017 ’
s System Information
Personnel Name Created By

Frank Sinatra

B Scott Gall AA, 4/8/2024 10:22 AM
Last Medified By

B Scott Gall AA, 4/8/202410:23 AM
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Licensing Specialist Access to Background Checks

Here is where the Licensing Specialist and/or Supervisor will review the Received
Background Check. They can review the Files Received related to the Background
Check. See Below:

sec0017 e | romaneven |

Details Background Check History l Files cannot be added ta an existing Background Check

+ Background Check Details 0 sites 1y

sutus = OCAF Helphi Links
Pending s Aorf 200+ 1568 + wex

5. The Specialist or Supervisor needs to fill the following fields: Review Date and
Status.

Compliant Background Checks

[EM Background Check
= BGC-0014
Related | Details |
Background Check Number Criminal Record Check Type
BGC-0014 Both BCl and FBI 4
Status Date of Background Check
Pending s 4/2/2024 s
Non-Compliant Reason Routed for Review Reason
4 4
Comments Study Number
rd s
Receipt Da
.'.
F 4
Agency Account Name
Happy Homes
Record Type Created By
Background Check for Children & Youth & P4 Lisa Oliver, 4/2/2024 1:24 PM
Personnel Name Last Modified By
Stephanie Salesforce #3 Lisa Oliver, 4/2/2024 1:24 PM

6. Select Compliant from the Status dropdown menu.
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- e
T ) [comeien .
—
L
 Corgiinet
STt LI e AT
] g e
a erect =
—_— -
o gty
Lz
fwerrg
e Gy Eem Inarrnn B
Zryr i TErEE Ak
Background Onck Nusbe Crmunyl Recerd Check Type
8GC-0014 Both 8C1 o FE v
Status 9 Oate of Background Check
Compiant - &22024 & |
None ~ Aouted for Revew Mapion
~None-- v
I v Complant |||
‘ Study Soumbes

Corfirmad Cotrectne ALen
Condrmed Non-Complant |

Cotrective Actice

Duplcate l

cemplete

Non-Comphant '
1 r

Pending

Return 10 Speciakst

Routed for Review =) it
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Licensing Specialist Access to Background Checks
Non- Compliant Background Checks

1. Select Non-Compliant from the Status dropdown menu.

E I:E{-IEIIT

| Drlalls

2. Select the Non-Compliant reason from the dropdown.

l Dwtiails

3. Enter Comments as required for the Non-Compliant status.
4. If Non-Compliant and going to be used in a Complaint Study, a Study Number

can be entered.
5. Click Save. Background Check is Routed to Supervisor for Final Approval.

% Department of
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Licensing Specialist Access to Background Checks

Details Background Check History

~w Background Check Details

*Criminal Record Check Type *Status S
BCI Only v ] [ Non-Compliant - l
Date of Background Check MNon-Compliant Reason
4172024 [ Nome— - l
Receipt Date
Comments
4/8/2024
Review Date B
27972024 & l =
Routed for Review Reason
Background Check Number
--Mone-- -
BGC-0017
Study Number

Note: If the Background Check is found to be Non-Compliant these will be Routed to
a Supervisor. Steps to complete this are on page 9.

The Background Check is now Completed. You can find the Completed Background
Check in the All Personnel Background Check List View.

Ohio Certification f... Background Checks v ’

Background Checks ‘ P ‘ — ‘
New rintadle View
4 All Personnel Background Checks v ¥ L N

[e](~ )] 7]

15 items - Sorted by Background Check Number - Filtered by All background checks - Record Type = Updated 2

f minutes sgo Q Search this list... ‘ ‘: v )
\j Backgro... T v | Personnel Name v | Agency Account Name v | Criminal Record Check T... v | Dateof B... ‘v | Status v
1 \:] BGC-0000 fred xcvxev A New Leaf, Inc, BCI Only 1/1/2024 Pending
2 [J BGC-0001 Scott Gall Choice Network, Inc. Both BCl and FBI 1/1/2024 Confirmed Non-Compliant
3 \:] BGC-0002 fred xcvxcv A New Leaf, Inc. BCl Only 1/16/2024 Pending
4 \:l BGC-0003 Ari Reese Caring for Kids, Inc. Both BCl and FBI 1/1/2024 Incomplete
5 \:l BGC-0004 fred xcvxcv A New Leaf, Inc. Both BCl and FBI 1/23/2024 Compliant
6 \:I BGC-0005 Jeff Smith Buckeye Ranch, Inc. (The) Both BCl and FBI 1/2/2024 Non-Compliant
7 [J BGC-0006 Scott Gall Choice Network. Inc. Both BCl and FBI Confirmed Corrective Action
8 \:| BGC-0007 Joe Johnson Choosing Hope Adoptions Rehabilitation Verification 2/26/2024 Pending
9 \:l BGC-0008 Jimmy Johns Adoption Circle Both BCl and FBI 1/29/2024 Non-Compliant
10 \:I BGC-0009 Carl Jung Pressley Ridge FBI Only 2/25/2024 Routed for Review
1 \:I BGC-0010 Carl Jung Pressley Ridge BCI Only 2/25/2024 Non-Compliant
12 [J BGC-0011 fred xcvxcv A New Leaf, Inc. Both BCl and FBI 3/27/2024 Compliant
13 \:] BGC-0014 Stephanie Salesforce Happy Homes Both BCl and FBI 47242024 Compliant
14 \j BGC-0015 Tim Testing Happy Homes Both BCl and FBI 4/3/2024 Pending
15 [] BGC-0016 Susie Sacwis Happy Homes Both BCl and FBI 4/3/2024 Pending

‘Bﬁlﬂ' I Department of
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Licensing Specialist Access to Background Checks

Corrective Action Background Checks

1. Select Corrective Action from the Status dropdown menu.

B secoarr

Dwtiails

2. Type in any Comments as needed.
3. Click Save. Background Check is Routed to Supervisor for Final Approval.

Routed For review Background Checks

If a Licensing Specialist reviews the Background Check and is not sure what action
needs to be taken, it can be routed to a Supervisor. Below are instructions on how

send the Background Check to a Supervisor.

1. Select Routed for Review from the Status dropdown menu.

[ oeen

2. Click Save.

% Department of
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Licensing Specialist Access to Background Checks

Supervisor Review Background Checks

If a Background Check is found to be Non-Compliant, Needs further Review or a
Corrective Action needs taken, the Supervisor will review these Background
Checks.

1. From the Background Checks Tab, select Supervisor Review Background
Checks from the List View.

222 Ohio Certification f... Background Checks v ’

Background Checks - ‘ N ‘ PrriablaN '
H 1, New rintable View
4 Supervisor Review Background Checks v |[#| -
e]v]

5 items « Sorted by Background Check Number « Filtered by All background checks - Status, Record Type + ‘ Q_ Search tt : ‘ ‘ H — ‘ H 7’ ’
| Updated 9 minutes ago Dearchithizliet - L g ‘i )

The Supervisor Review Background Check List View appears, displaying all the
Background Checks marked as Non-Compliant, Corrective Action or Routed for
Review.

2. Click on the appropriate Background Check Number link for the Contact.

Background Checks o ‘ 5 ‘ Bl S ‘
= . ew rintable View
4 Supervisor Review Background Checks v | #]
5 items « Sorted by Background Check Number « Filtered by All background checks - Status, Record Type « s = N =
| Updated 14 minutes ago Q. Search this list.. H & - H =T H ¢ H o H c|Y ‘
\:1 Backgroun... T\ | Personnel Name v | Agency Account Name v | Criminal Record C... v | Date of Bac... v | Status Vv | Study.. v
1 \:l BGC-0005 Jeff Smith Buckeye Ranch, Inc. (The) Both BCl and FBI 1/2/2024 Non-Compliant \ZI
2 \:1 BGC-0008 Jimmy Johns Adoption Circle Both BCl and FBI 1/29/2024 Non-Compliant \:|
\:| BGC-0009 Carl Jung Pressley Ridge FBI Only 2/25/2024 Routed for Review \:]
4 (] BGC-0010 Carl Jung Pressley Ridge BCI Only 2/25/2024 Non-Compliant EI
5 (] | BGCc-0015 Tim Testing Happy Homes Both BCl and FBI 4/3/2024 Non-Compliant \ZI

The Background Check screen appears, Defaulting to the Details Tab. This Tab
displays the Status, Non-Compliant Reason, Comments and Routed for Review
Reason. All these fields are Editable.

Details Background Check History

s Background Check Details

Criminal Record Check Type Status
BCI Only rd Non-Compliant rd
Date of Background Check Non-Compliant Reason
2/25/2024 Hired with Prohibited Offense s
Receipt Date Comments
2/25/2024 4
Review Date Routed for Review Reason

4 4
Background Check Number Study Number
BGC-0010 4

(B'_Zl/‘lb, Department of
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Licensing Specialist Access to Background Checks

3. From the Details Tab, click the Edit Icon for the Status.
4. Make a selection from the Status dropdown menu.
5. Click the Save button.

Related Details

Background Check Number

Criminal Record Check Type

* = Required Information

BGC-0015 ‘ Both BCI and FBI v ‘
Status \5} Date of Background Check
| Confirmed Non-Compliant v ’ ‘ 4/3/2024 & ‘
Non-Compliant Reason Routed for Review Reason
| BCI completed more than 4 years from prior BCI v ’ ‘ Non-Compliant v ‘
Comments Study Number
Test Narrative ‘
4
Receipt Date
| 4/3/2024 @ |
Review Date
| 4/4/2024 = ’

Agency Account Name
Happy Homes

This field is calculated upon save

The Completed Background Check can be found on the All Personnel Background
Checks List View.

Background Checks

All Personnel Background Checks v ¥ ‘ New | Printable View ‘
15 items » Sorted by Background Check Number » Filtered by All background checks - Record Type » Updated a few seconds ago Q. search this lst.. ‘ ‘L li lil ‘;‘ EZW
[:l Backgroun... T v | Personnel Name v | Agency Account Name v | Criminal Record Check Type ‘v~ | Date of Back... v | Status v
1 [ saGc-0000 fred xcvxev A New Leaf, Inc. BCI Only 1/1/2024 Pending IZ\
2 [J BGC-0001 Scott Gall Choice Network, Inc. Both BCI and FBI 1/1/2024 Confirmed Non-Compliant |Z\
3 [J BGC-0002 fred xcvxev A New Leaf, Inc. BCI Only 1/16/2024 Pending |ZI
4 D BGC-0003 Ari Reese Caring for Kids, Inc. Both BCl and FBI 1/1/2024 Incomplete E]
5 (J BGc-0004 fred xcvxev A New Leaf, Inc. Both BCI and F&I 1/23/2024 Compliant E\
6 [ BGc-0005 Jeff Smith Buckeye Ranch, Inc. (The) Both BCI and FBI 1/2/2024 Non-Compliant IZ\
7 [ B8Gc-0006 Scott Gall Choice Network, Inc. Both BCI and FBI Confirmed Corrective Action L‘
8 [0 BGc-0007 Joe Johnson Choosing Hope Adoptions Rehabilitation Verification 2/26/2024 Pending |z\
9 [] BGc-o008 Jimmy Johns Adoption Circle Both BCI and FBI 1/29/2024 Non-Compliant |Z\
10 [J BGC-0009 Carl Jung Pressley Ridge F2l Only 2/25/2024 Routed for Review E]
1 [] BGc-0010 Carl Jung Pressley Ridge BCI Only 2/25/2024 Non-Compliant IZ\
12 (J BGc-0011 fred xcvxev A New Leaf, Inc. Both BCi and FBI 3/27/2024 Compliant |Z\
13 [J BGc-0014 Stephanie Salesforce Happy Homes Both BCl and FBI 4/2/2024 Compliant |ZJ

14 [ BGc-0015 Tim Testing Happy Homes Both BCl and FBI 4/2/2024 Confirmed Non-Compliant |
15 [ BGc-0016 Susie Sacwis Happy Homes Both BCI and FBI 4/3/2024 Pending ()
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Licensing Specialist Access to Background Checks

6. You can Edit a Background Check not only by clicking the Background Check
Number link but also by clicking the Dropdown button at the end of the grid.

(OM Background Checks
All Personnel Background Checks v | ¥

15 items « Sorted by Background Check Number - Filtered by All background checks - Record Type « Updated 5 minutes ago Q Search this list. HL
[[] Backgroun... T/ | Personnel Name v | Agency Account Name v | Criminal Record Check Type v | Date of Back... \ | Status v

1 [J sGc-0000 fred xcvxcv A New Leaf, Inc. BCI Only 1/1/2024 Pending \Zl
2 [:[ BGC-0001 Scott Gall Choice Network, Inc. Both BCl and FBI 1/1/2024 Confirmed Non-Compliant \Z|
3 [] BGC-0002 fred xcvxcv A New Leaf, Inc. BCI Only 1/16/2024 Pending \Z|
4 [J BGc-0003 Ari Reese Caring for Kids, Inc. Both BCl and FBI 1/1/2024 Incomplete \z|
5 [J BsGc-0004 fred xcvxcv A New Leaf, Inc. Both BCl and FBI 1/23/2024 Compliant EI
6 [] BGC-0005 Jeff Smith Buckeye Ranch, Inc. (The) Both BCl and FBI 1/2/2024 Non-Compliant \Z|
7 [ BGc-0006 Scott Gall Choice Network, Inc. Both BCl and FBI Confirmed Corrective Action \Z|
8 [ BGc-0007 Joe Johnson Choosing Hope Adoptions Rehabilitation Verification 2/26/2024 Pending \Z|
9 [ ecc-o008 Jimmy Johns Adoption Circle Both BCI and FBI 1/29/2024 Non-Compliant El
10 [] BGC-0009 Carl Jung Pressley Ridge FBI Only 2/25/2024 Routed for Review \Z|
1 [] BGC-0010 Carl Jung Pressley Ridge BCI Only 2/25/2024 Non-Compliant \Z|
12 [J BGc-0011 fred xcvxev A New Leaf, Inc. Both BCI and FBI 3/27/2024 Compliant z
13 [ BsGc-0014 Stephanie Szalesforce Happy Homes Both BCI and FBI 4/2/2024 Compliant
14 [] BGC-0015 Tim Testing Happy Homes Both BCl and FBI 4/3/2024 Confirmed Non-Compliar] £d
15 [] BGC-0016 Susie Sacwis Happy Homes Both BCI and FBI 4/3/2024 Pending S

If you need additional information or assistance, please contact the JFS DCY Customer
Care Center at https://odjfs2.my.site.com/CustomerCareCenter .
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