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Overview of the Child Care Criminal Background Check (CCCBC)

Components of the Child Care Criminal Background Checks
Components of a CCCBC includes:

A fingerprint-based search of the La. Bureau’s criminal history record information (CHRI);
A fingerprint-based search of the FBI CHRI;

A search of the National Sex Offender Registry (NSOR);

A search of the La. Sex Offender Registry;

A request for a search of the La. Child Abuse and Neglect Registry; and

o v kA w N e

A name-based search of the following in each state in which the individual has resided in the past five years:
state criminal repository, state sex offender registry, and state child abuse and neglect registry.

Based on a review of these results, LDOE will determine whether an individual is eligible or ineligible for child care
purposes. The CCCBC eligibility determination will be good for 5 years unless LDOE receives notice from a verifiable

source of a prohibited offense.
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Welcome to the Online System
Getting Started:

The Child Care Civil Background Check System (CCCBC System) may be accessed at https://CCCBCLDOE.la.gov.

1. EXISTING PROVIDERS: LOGGING INTO THE SYSTEM
If you are an existing, licensed Child Care Provider seeking to obtain the new CCCBC for new and/or existing
employees, you will not have to request an account. A username and password will be issued to you prior to

the March 1%, 2018 go-live date. You may visit the https://CCCBCLDOE.la.gov website and enter the

provided username and password into the appropriate fields.
2. NEW OR EXISTING APPROVED ENTITIES AND NEW PROVIDERS: REQUESTING AN ACCOUNT
If you are a new or existing approved entity or a new Child Care Provider seeking to obtain the new CCCBC for new
and/or existing employees, you must first request an account by completing registration within the CCCBC

System. You may visit the https://CCCBCLDOE.la.gov website and select New Provider/Entity User Register

Here to begin the account request process.

Overview of account request process
Registration request must be processed and approved by LDOE. Upon acceptance of the request, LDOE’s system will

generate an email notification to the email address you provided in your registration information. Please be sure to

provide your business email address.

This notification contains your Username and a temporary password. You will also find a link to the login homepage
as well as your System ID #. The System ID # will be used as your center ID number and may be used to add Users to

your account.

Once the link in the email is clicked, the following screen will be opened. The provider will provide their
Email/Username and the Temporary Password. The system will automatically direct you to your user account to update

your password.
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Authorized CCCBC Applicants

The CCCBC System is a secure system and only authorized persons or entities may access its functions. The following
individuals/entities are authorized by law to request a user account. Should you have any questions, please contact

LDEchildcareCBC@Ia.gov.
Bulletin 137 expressly authorizes the following entities to apply for CCCBCs:

e Local public schools that provide services to children in early learning centers (ELC)

e Resource and referral agencies that are approved by BESE and under contract with the Department

e Entities approved by BESE and under contract with the Department to provide mental health consultations

e Teacher preparation programs approved by BESE, for their employees, contract employees and enrolled
students

® Accredited Louisiana universities for therapeutic program faculty and enrolled students that are required to
be in ELCs

® Lead agencies approved by BESE and under contract with the Department

e Louisiana Department of Health, which provides IDEA, Part C services for children in ELCs

e 3rd party contractors approved by BESE and under contract with the Department to provide services in ELCs

e Entities approved by the Department that provide services in early learning centers

e The Department, which provides services in ELCs, for its employees and contract employees

*Entities and contractors that are not listed here must have a provider or entity apply on their behalf.

Provider/Entity Registration Step 1: New Provider/Entity Registration

M Show Password
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Upon selecting the New Provider/Entity User option, you will be navigated to the User Information screen. You will

be required to provide the following information:

1. business email;

2. phone;

3. first and last name;
4, address;

5. entity type;

6.

entity name; and

7. provider #, EIN # or License #.
IMPORTANT NOTE: Use your business email address for setting up a Provider/Entity
Account. Use your personal email address for setting up your personal applicant portal

to obtain the CCCBC as an Owner, Operator or Director.
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Risiciioh | (Y CCCBCS

loulstars Balleves Child Care Civil Bazkground Chaeck System

User Information

ﬂ Wionts will e reaquiredd to uplood o copy of o Stote-haued Kentificobion Verificotion e, Drivers Linence), Proof of Fmployment (e, Certffication of fmplopmentl, and Proof of Mueneos
Regretration (Le. Arbickes of Ovgponisotronl. i applcoble. Mease start the Registration only if you hove off docaments to be uploaded ready.

angin Ermal Wierify Login £rmall Pl Al Phioe
ardywprovidanlyahoo com answprovidergliyahoo com (225) 222.2210 )

Lant Mama Firnt MNama Middls Namia Sulfix
Crffiimridad Mt |

Address

Erder the Street Address and then 210 Code t fook up City and Stote:

Streot Addrens; 100 We Luv Kuis Dr

ZIP Code: 71301 Parlsh/County: RAPIDES City: ALEXAMNDRIA Statar LA v
Are you the first User to register for your faclity? & Yes (N
Entity Type Lauskiana Child Cass Pravidar | Entlty Hama W Lurv Kada

Entar the fallowing identification Numbers if availabile:
Provider # EiM & Liconss &

001040

ﬂ Ty thie conle frov bhe imape. iage code of Bie BOrtam i mol Cise Semthe.

FYGUB v
[ == IS B e SR B RRE - e, L jeisa

**If you are the First person to register a facility**

- Are you the first User to register for your facility? ®yes ONo

Entity Type v Entity Name

Enter the following Identification Numbers if available:

Provider # License #

If you are the first person to request an account for your facility, you will answer YES to the question “Are you the

first User to register for your facility.” You will be prompted to provide the

1. provider #;
2. EIN #; (REQUIRED) and
3. License #.
This choice will navigate you to the Attachments Screen where you will be prompted to upload required verification

documentation.
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**If you are NOT the First person to register a facility**

- Are you the first User to register for your facility? Yes ® Ng
System [D # Re-enter System 1D #

Adding a User to Your Account:
If you are not the first person to request an account for the facility and/or you are seeking to add or be an additional

user for an existing facility’s account such as an additional Director or Director Designee, you will answer NO to the

guestion “Are you the first User to register for your facility”.
You will be prompted to enter the System ID # of the facility you wish to add a user to. (See above).

Next, you will need to enter the CAPTcha image and select Next.

6 Type the code from the image. Image code ot the bottom is not case sensitive.

9L5CX

Generate New Image

9L5CX

Next| | Cancel|
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Step 2: Uploading Required Attachments

After selecting next, the system will navigate you to the Attachments page. Entity accounts and new providers will

be required to complete this step. Such accounts must upload the required documents that are pre-populated in a

drop down list.

To view the options within the drop down list, select Document Type. The drop list will identify the required

documents that must be uploaded. These documents include:

1. stateissued identification verification document; (ID, Driver’s License);

2. letter of employment on official letterhead; and (Employment verification, W2, 1099 form); and

3. proof of incorporation or business registration. (Business License, Letter from Secretary of State).
0 System will only accept attachments of type .pdf, .tif, .png and .jpg with a maximum file size of 10MB.

Please upload the Documents listed below and click 'Register’ to send request to LDOE.

Document Type: | |+ Upload File: | Browse

Identification Verification Document Clear

Letter of Employment on Official Letterhead

Praof of Incorporation or Business Registration

Register CaLceI‘

To begin uploading, select a required document from the drop down list. To locate the appropriate document from

the device, select Browse. After choosing the appropriate document, select Upload.

***Helpful Uploading Hints***

1. If you do not have access to a scanner, you can take a picture of the document and email it to yourself from

your mobile device and save it to your computer.

2. Make sure the document is in the right format if you receive any error messages. The system can upload the
following file types: JPEG, PNG, PDF, and TIF.
After each instance of an uploaded document, the system will display a pop up box indicating the “File upload

completed.”

10
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Click OK to continue to add uploads.

Verifying Successful Uploads

Each successfully uploaded document will reflect in a grid. The grid will provide information such as

attachment description;

type of attachment;

1
2
3. who uploaded;
4. time and date stamp of upload; and
5

option to delete.
If an upload does not appear in the grid, then it was not a successful upload and you will need to perform the upload

process again.

To view a successfully uploaded attachment, you may double click on the desired attachment on the header entitled

Attachment within the grid.

To delete the attachment, locate the red X icon in the grid on the far right side of the specific attachment you would
like to remove. The system will generate a pop up box that will appear which will allow you to either confirm or

cancel the deletion.
NOTE: The system will not allow users to register until all required documents have been uploaded.

Once all required docs are uploaded, you may then select Register to continue. Should you wish to return to the

home login screen, select Cancel. The system will not store the canceled registration request.

11
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Upon clicking Register, the system will display the following pop up notification. This notification informs you that
your request for registration has been sent to LDOE for review. You will receive an email about your registration

status when the review is completed.

Pleane wproad thie Dooumeens Insed Baioe: aned ol Regeder’ 6o s ©igueed in g DOH
Dupsrumand Types = | Upload File [—

Upload | | Clese |

B o s s

A TEST DOCPDF Letten of Ermghymmey P T =
Letterhead Wimst Ercpomet 1or regetradacen ha B 1amd bo AEOE Tor rrssey, Wow will
ATEST DOC PO Proof of Incorpoeat Bl recwin an armad bk yom mgelraton et sk Ha review i
- cerrpinied
Busivseis Regriral)
#, TEST DO _FDF Tt tmcn e g o=
Dresgurment
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Notification of New Account Approved
New and existing approved entities and new providers that complete a request for an account will have the

username, temporary password, and System ID Number generated for them and communicated to them via the

email notification entitled: Louisiana Child Care Civil Background Check System- Account Approved.

The creation of a new account must be approved by LDOE. New Users may expect to receive the Account Approved

Notification within 1-2 business days to the email they provided LDOE in their User Information form.

The notification will contain several pertinent pieces of information that enables the User to proceed within the

system:

1. username/email ID;
2. link to the CCCBC website;
3. temporary password; and

4. System Entity ID Number generated by the System for your specific entity/location.

NOTE: The system ID is important because it links additional Users to the Provider/Entity.

To view this notification, login to the business email address that you provided. If you completed the registration
process on the CCCBC System and did not receive the email notification containing the information within 2

business days, contact LDOE immediately at LDEchildcareCBC@Ia.gov.

13
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There are two options to access the new account from this point:

1.

Return to the CCCBC System login page via the link provided in the email; or

2. Return to the CCCBC System login page by typing in the URL into the search bar.
The URL is https://cccbcldoe.la.gov

Inbox (1)
Starred
Sent Mail
Drafts

More

[ ]
e

.

Baby

No recent chats
Start a new one

|o
2]
fad

LDOE Child Care Civil Background Check System - Account Approved inoox  x &
do_not_reply_LDOE_CBC@la.gov Mar 1 (3 days ago) -
to me =

To whom it may concern-
Your request to register as a Provider/Entity in the LDOE Child Care Civil Background Check System has been processed and is Approved

If you have questions or concerns please contact the Cniminal Background Check Unit by email at LDEchildcareCBC@la.gov or by phone at
(225)342-5311

Click here to go to LDOE Child Care Civil Background Check System

Login: barneyandfriends2002@gmail com

Temporary Password: Ks29QdLc5H

Systemn 1D # 001776

All Users whoao register for this Provider/Entity will be required to use this System |D

Please do not reply to this email as it is automatically generated

Click here to go to LDOE Child Care Civil Background Check System

14
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Updating Temporary Password to New Password
After entering your username and the temporary password on the CCCBC login page for the first time, the system

will automatically direct you to a page to immediately update your account with a new password. On this page, you

will enter:
Old password: This will be the temporary password you were given in the notification email.

New password: Here you choose a password. Password requirements may be found to the immediate right of the

screen. Passwords:

e Must be at least between 8 to 15 characters.
e Must contain at least one lower case letter, one upper case letter, one digit and one special
character, space is not allowed.

NOTE: Valid special characters: @#$%&+=-_.

You must then select Save Password.

If you wish to add or delete Entities/Providers to this account, please contact Customer Service at LDEchildcareCBC@la.gov

& Check here to Change Password

Enter Previous or Temporary § Password Requirements
Password: * Must be at least between 8 to 15 characters
Enter New Password: * Must contain at least one lower case letter, one upper case letter, one digit and

one special character, space is not allowed

Verify New Password: * Valid special characters are @#8%8+=;,-_

Save Password

You may then select 3 security questions from a drop down list and provide the corresponding answer to each. You

[J show Passwords

must then select Save Questions.

Once you have saved your password and/or security questions, please click the Home Button to go to your

applications. By clicking the Home Button, the system will navigate you to your provider dashboard.

m Check here to Change Password
m Check here to Change/Select Security Questions

1 What was your favorite teacher’s name? [v] Wiltz
2 Whatis the name of your childhood best friend?  [&] Ava
3 Whatis your father's middle name? [v] Ryan
Save Questions

Login Email Verify Login Email Phone Alt. Phone

lasttestprovider@yahoo.com lasttestprovider@yahoo.com (222) 222-2222 -
Last Name First Name Middle Name Suffix

HOPE HANNAH 2]
Address: 1 5

Enter the Street Address and then ZiP Code to look up City and State:
Street Address: 101 NEW HOPE LN

ZIP Code: 70791 Parish/County: EAST BATON ROUGE City: ZACHARY state: LA [v]

Save User Information j Home J
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The Provider Dashboard

Every instance proceeding the initial setup, upon entering the username and password, the system will then

navigate you to your dashboard. Features on the dashboard include:

Home Icon: Click this icon at any time to return to your homepage of your dashboard

Question Icon: Click this icon for Help topics regarding functions of the system and Q&As regarding the CCBC

process
X Icon: Click this icon to exit the CCCBC System

System Generated ID Number:

Entity: BOWLING BALLS ACADEMY - 00181 3'1_

Click here to view Fingerprint locations
The System generated Entity Number is located in the top right corner. In this box, the name of your center and the

System ID number is viewable. Providers that have additional centers may click the drop down tab to view their

additional locations.

16



o [\
EDUGATION —

louisiana Believes

Action Tabs:

My Account == Notifications ! Outstanding Invoices New Application Check for Eligibility Case Log | Licensing Report

My Account Tab:

To view or update the Provider/Entity information, password or security questions, select the My Account tab. Here

you will select or update three (3) security questions, update your password, and update any contact information.
Notifications Tab:

To view or search received notifications from the system, select the Notifications tab. Here you will be able to enter
a date range into the field boxes for any date. The system will return results of any notifications sent within that

date range in a grid. These notifications may be viewed as a PDF by clicking the letter icon.
Outstanding Invoices Tab:

To view any outstanding balances, select the Outstanding Invoices tab. Here you will find any unpaid applications as
well as any additional fees that were required by LDE (i.e. the applicant was later found to have lived outside of the

state). Payments may be made per application or by batch.
New Application Tab:

To begin a New Application for a new or existing hire, select the New Application tab. By selecting the New
Applications tab, the system will direct you to a new page which will begin the application process. **SEE APPLYING
FOR A NEW APPLICATION SECTION.**

Check for Eligibility Tab

To search for an existing CCCBC for an individual, select the Check for Eligibility tab. Here you will be able to provide
information for the system to simply locate and return a result as to whether this individual is eligible or provisional
for child care purposes. You will not be able to “add a new hire with a CCCBC Eligibility” from here. **SEE ADD A
NEW HIRE WITH A CCCBC ELIGIBILITY SECTON. **

You will need to provide information in the required fields to locate an individual that already has an eligibility

determination. All fields are required.

17
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You will need to input the following information:

last name;
first name;

1

2

3. Date of Birth
4. type of ID issued; and
5

ID Number.
NOTE: The type of ID provided by the applicant when their CCCBC was initially requested MUST match the type of
ID being used to search for the applicant. For example, if a Social security Number was used, a social security

number must be used to search for the individual.

Check Eligibility Audit Log
Check Eligibility

Check eligibility for Entity BROCHARD'S CHILD CARE CENTER - 001786
Date of Birth (MM/DD/YYYY) ID Type ID Number Last Name First Name
Ty APPLICATION ID E sne Smith John

Searchl Clear‘ Dashboard

[Jshow Identifying Information

Case Log Tab:

To view payment or transaction history, select Case Log. Here this function will allow you to input a date range and

the system will generate history within a grid.

Search Function

Application ID Last Name First Name Search‘ dear‘
The search function is located beneath the action tabs. To perform a search, you may enter information into any of
the available fields:

1. application ID (found in the email notification)
2. lLastname

3. First name

18
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You may enter any one or combination of these items of information and select Search. The system will populate

results with the Summary grid on the homepage of your dashboard.

Status Bar:

Status Records

INCOMPLETE 1
PENDING PAYMENT 1
IN PROGRESS 3
AWAITING FINGERPRINTS 0
CORRECTIONS REQUESTED 2
INDETERMINABLE 1
ELIGIBLE FOR CHILD CARE 0
PURPOSES

INELIGIBLE FOR CHILD 5
CARE PURPOSES

EXPIRED 0

In the far left corner of the provider dashboard is the Status Bar. Here you are able to see all of the possible statuses
of your applications. To view applications found in any of the statuses, click on the particular status. Any applications

currently assigned to that status by the system will be viewable in the summary grid on the dashboard.
Descriptions of the statuses are as follows:
Incomplete: Application has begun, but not yet completed. The application will be available in edit mode.

Pending Submission: Application form is complete, but User has not submitted. You will no longer be able to edit

the application. Any edits must be performed via a Corrections Request by the LDOE

Pending Payment: User has not paid for application yet. You will no longer be able to edit the application. Any edits

must be performed via a Corrections Request by the LDOE

In Progress: Application has been submitted and all fees have been paid. This queue will contain applications that

LDE is currently performing the search on.

Awaiting Fingerprints: Application has been submitted and fees have been paid, however the applicant has not

submitted fingerprints yet.

19
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Corrections Requested: User may select application to update with correct information. To request a correction to

an application, you must contact the LDOE at LDEchildcareCBC@]Ia.gov.
Indeterminable: The applicant never submitted fingerprints and has not completed the CCCBC process.

Eligible: This queue will contain both Eligible and Provisional employees. You will be able to view and print

determination letters in PDF format from this list.

Ineligible: This queue will contain applicants that were determined ineligible. You will be able to view and print

determination letters in PDF format from this list.

Expired: This queue will contain employees whose CCCBC has expired. A renew button will be available for this

individual.

New Application
Beginning a New Application:
This function serves 2 purposes:

1. Apply for a new hire
2. Add a new hire that has an existing CCCBC to the User Eligible Roster.

Applying For a New Hire:
Step 1:

A. To begin a new application for a new hire, select New Application.

New Application |

The system will navigate you to the New Applicant screen. Here you will have two options of information to provide:

1. Social Security Number; or
2. Applicant has no social security number
If the applicant has a social security number, you will enter the Social Security Number once and then again for

verification purposes. You will then select Next.

20
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New Applicant

[1show Identifying Information
Enter SSN: (Numbers Only)

sessssses Re-Enter SSN: (Numbers Only) s [J Applicant has no SSN issued

Next ] Géarl Cancel l

If the applicant does not have a social security number, you will select Applicant Has no Social Security Number.
The system will automatically populate additional fields in which you must provide the following information:

1. identification type selected from the Drop down box.

2. issued by selected from the Drop down box. You will need to choose the applicable state.

3. identification # (Number). You will need to enter a current, valid number.

New Applicant

[ show Identifying Information

Enter SSN: (Numbers Only) Re-Enter SSN: (Numbers Only) Eﬁ\ppli(ant has no SSN issued
Select Identification Type: | sTATE ISSUED ID [v] Issued By COLORADO [v]
Identification # —— Re-Enter Identification # sasasese

Next | Clear | Cancel |
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B. Complete Applicant Contact Information Form
You will need to complete the Applicant Contact Information Form fields. You will need to fill out the form in its
entirety. Should you omit a required field, the system will alert you with a red icon beside the field requiring

attention. An application form with all the required fields is available here.

You will need to select the Arrow button to proceed.

Eﬁh‘ﬂ | L} [: E D Welcome, SECON

Selleves

Applicant Contact Information

Applicant Type: Applicant’s Desired Fosition: Date of Birth
Naw Hirg | Employas ~| 0
Last Name First Name Middle Name Suffix
DAY JESSICA NEW v
Alias, Nickname or Tribal Names (All Names must be listed including all names resuiting from previous marriagesk
Last Narme First Name
Add Alias

Email Address Verify Email Address Telephone Number Alternate Phone Number
ANOTHERTESTEMAIL@YAHOO COM ANOTHERTESTEMAIL@YAHOO COM (225) 222-2229 (]

Physical Address:
Enter the Street Address and then ZIP Code to look up City ond State: || out of Country
Street Address: 100 HEY GIRL AVE

ZIP Code: TO302 Parish/County: EAST BATON ROUGE City: BATON ROUGE

State: LA ||
Is Mailing Address same as Physical Address? J¥es @ No
Mailing Address:
Enter the Street Address and then ZIP Code to look up City and State: ] out of Country
Street Address: PO Box 123
ZIP Code: TO802 Parish/County: EAST BATON ROUGE City: BATON ROUGE State: M|
Flada af BT (Siy) Slale Citizgenahip Marital Status
Morwos LOLUIEIARS us Ringle |
Tarm Halgii Wakght (ib5.) Malider Maine
FEMALE | » 3 Fuai | Inchas Lal)
idanification Typs B urmimr Insumed By Innification Expiration Date
DRAVERS LICEMAE |» 11333333 LOILII S A,
wace Halr € oo Ly Corling
WHITE | R CWH | L UF w|
i yioni Fave anyg Lalloos, sdars andhor distingulshilng marks? L ves '@ Ma

if s, descrilee

| Pt
s


https://www.louisianabelieves.com/early-childhood/early-childhood-programs/criminal-background-checks
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Upon selecting Next, the system will navigate you to the Applicant Residence History screen. Here, you will need to

provide the last 5 years of residence history for the applicant.

You may select Copy Current Address to have the system auto-populate the residency information previously

entered. You will need to add the Date From (MM/YYYY) and the Date To (MM/YYYY) information in the

appropriate fields. Once you have entered all required information, select Save. Select Clear to clear the fields.

\EDUCATION | L? cCoCoBCS

Louisiana Believes

Child Care Civil Background Check Sy

Welcome, SECOMNDARY

Name: DAY, JES
Entity: OMLY A

Prine | Exit | Abandon |

Application 1D: 45

Applicant Residence History

Residential Addresses in the Past Five (5) Years

] Copy Current Addrass Date From (MMAYYYY)  0L/2012 Date To (MMAYYYY) 0L2018
Rusidonce Address:

Enter the Street Address and then ZIP Code to ook up Cily and Stote: out of Country

Straet Address: 100 HEY GIRL AVE
ZIP Code: 70802 Parish/County: EAST BATON ROUGE

City: BATON ROUGE State: LA | w|

Address

Period of Re

(R

The system will populate this address into a grid. The grid will reflect the Address, Period of Residence, an Edit
button, and a Delete button.

If you would like to edit the information, select Edit.
If you would like to delete the entry, select Delete.

You may repeat these steps to continue add additional addresses. Below is an example of multiple addresses
entered for an applicant:

\EDUCATION L? CCCBOCS _ ; .

loulslams Belleves

Child Care Civil Background Check System

Welcome, SECONDARY

Print | Exit | Abandon |
EST DAYCARE - 001809 Application ID: 45

Applicant Residence History

Residential Addresies in the Past Five (3) Years
Copy Current Address

Date From (MMATYY) Date To (MMAYYYY) 5

Residence Address:

Eriter th Street Address and then ZIP Code (0 leok up ity nd State: Out of Country
Strest Address:

ZIP Code: Parish/County:

City: State: |
Save | Clear

Address

Paeriod of Residence

100 HEY GIRL AVE, BATOM ROUGE, LA TORD2 From 01/2012 Te 01/2018

101 NEXT DOOR DR., MONROE, LA 71202 From 02/1990 To 01/2012

o
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Attaching Required Documents
You will need to attach required documents to the application from this page. You will first need to print the

Applicant’s Consent Form (See below). You must have the applicant sign this consent form and upload the signed

document to the system.

NOTE: The system will only accept attachment types of only .jpeg, .pdf, or .tif. If you are having trouble getting a

document to upload, check to see that the file is one of these types.
Required documents to attach for an application include:

1. applicant’s Consent Form (Signed);

2. state issued identification; and

3. possibly forms required by other states, depending on the applicant’s residential history.

Download and Upload the Consent Form
You will first need to print the Applicant’s Consent Form (See below). You must have the applicant sign this consent

form and upload the sighed document to the system.

To view and print the PDF of the Consent Form for your applicant to sign, click on the link next to the PDF icon

entitled Click her to print the Consent Form.

Active X must be enabled on your computer to print any documents from the site. Steps to enable ActiveX controls

in Internet Explorer:

1. Select Tools --> Internet Options menu from the Internet Explorer.

2. Select the Security tab from the Internet Options dialog.

3. Select the appropriate Web content zone and click Custom Level.

4. Make the following options available under ActiveX controls and plug-ins to either enable or prompt:
1. Download signed ActiveX controls
2. Run ActiveX controls and plug-ins
3. Script ActiveX controls marked safe for scripting

5. Click Ok to save the security settings.

6. Click OK to save and close the Internet Options dialog.

Note: It is recommended to add the Desktop Central server URL under trusted site zone of Internet explorer.
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A
Click here to Print the Consent Form

Then select the print icon on the application.

LY

Y

9 APPLICANT CONSENT FORM x

14 4 |1 of2 b Pl @ | 100% [v] Find | Next bl - @ & o

-

C

LOUISIANA DEPARTMENT OF EDUCAT ON

INDIVIDUAL AUTHORIZATION AND CONSENT FORM
for
CHILD CARE CRIMINAL BACKGROUND CHECK-BASED
DETERMINATION OF ELIGIBILITY FOR CHILD CARE PURPOSES

Full Legal Name of Individual (print) ~ CONTRACTOR SPEECH
(Last Name) (First Namas) (Middle Name)

Name of Child Care Provider or §1809 Entity BOWLING BALLS ACADEMY

BY SIGNING BELOW:

1 CONTRACTOR, SPEECH (Legal Name of Individual). give my consent for and authorize

BOWLING BALLS ACADEMY (Full Name of Child Care Provider or §1809 Entity)

to submit a request to the Louisiana Department of Education (LDOE) for a Child Care Criminal
Background Check (CCCBC)-based determination of eligibility for child care purposes on my behalf,
and I agree to provide all information necessary for LDOE to make said determunation of eligibility.

2. Igive my consent for and authorize LDOE to request and receive any background information about me
as part of my CCCBC, and based on the information requested and received, to determine whether I am
eligible for child care purposes based on the requirements set forth in 45 CF.R 98:43, R.S. 17:407 .42,
R.8. 17:407.71, BESE Bulletin 137-Louisiana Early Learning Center Licensing Regulations, §1803
and BESE Bulletin 139-Louisiana Child Care Development Fund Programs, §309.

Have applicant sign his/her legal name on the consent form. Upload the document onto your computer and upload it

into the applicant’s required documents.

To upload documents, you may select from the drop down list provided in Document Type. To upload the

appropriate file from your personal device, click Browse. Find the appropriate attachment and select Upload.

After each instance of an uploaded document, the system will display a pop up box indicating the “File upload

completed.” Click OK to continue to add uploads.

Applicant Attachments

Click here to Print the Consent Form

@) Marriage Certificate, Divorce Decree and, Miscellaneous attachments are optional.
System will only accept attachments of type .pdf, .tif, .png and jpg with a maximum file size of 10MB.
Upload Documentation from the Document Type list below

Document Type: Upload File: | Browse |

Received ‘new applicant add oG

Attachments Type Mecca

=l Uploaded On Delete
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Verifying Successful Uploads

Each successfully uploaded document will reflect in a grid. The grid will provide information such as:
Attachment description

Type of attachment

Who uploaded

Time and date stamp of upload

vk W e

Option to delete
If an upload does not appear in the grid, then it was not a successful upload and you will need to perform the upload

process again.

To view successfully uploaded attachments, you may double click on the desired attachment on the header entitled

Attachment within the grid.

To delete the attachment, locate the red X icon in the grid on the far right side of the specific attachment you would
like to remove. The system will generate a pop up box that will appear which will allow you to either confirm or

cancel the deletion.

Name: FREE. BONNIE SSN: XOOC-XX-1117 . .
Entity: NEW HOPE DAYCARE - 001821 Application ID: 73 M ﬂ] M
Applicant Attachments

Click here to Print the Consent Form

@) Marriage Certificate, Divorce Decree and, Mi are optional.
System will only accept attachments of type .pdf, .tif. png and jpg with a maximum file size of 10MB.
Upload Documentation from the Document Type list below

Document Type: || Upload File: | Browse |
Upload Clear
Received ‘a test doc pdf-
Attachments Type Uploaded By Uploaded On Delete
A TEST DOC.PDFE Applicant’s Driver's License or other HOPE, HANNAH 2/15/2018 11:19:00 PM (%]

Approved forms of Identification

A TEST DOC.PDF Applicant’s Consent and Disclosure Form HOPE, HANNAH 2/15/2018 11:18:00 PM [>]
for Initial CCCBC

Do you want to open or save A TEST DOC.PDF from cecbeldoetest la.gov? Open Save | v || Cancel x
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Out of State Applications and Required Documents

Name: TRAVELER, BETTY
Entity: FELLOWSHIP DAY CARE - 001795

SSN: XXX-XX-1616

Application ID: 245 Print ﬂl
Applicant Attachments

0 Marriage Certificate, Divorce Decree and, Miscellaneous attachments are optional. .
= POF
System will only accept attachments of type .pdf, .tif, .png, .jpeg and .jpg with a maximum file size of 10MB. Elickhore b FHOE LR Consaert Farm

Upload Documentation from the Document Type list below

Document Type:

|=f Upload File: | Browse |
Upload | Clear |
Attachments Type Uploaded By Uploaded On
DESERT.JPG Applicant’s Driver's License or other Approved forms OWNER, OLLIE 3/14/2019 3:08:00 PM
of Identification
PENGUINS.JPG Applicant’s Consent and Disclosure Form for Initial OWNER, OLLIE 3/14/2019 3:06:00 PM
CCCBC

6 You will also be required to upload the forms shown below for the Out of State residences. Click the corresponding State form link to download the form and print it. Complete the form and
then upload the scanned form using the Browse and Upload buttons shown below for the form.

Out of State Forms

Click here to Download and Print the CHRI form for the state of ALASKA Browse

e NEE | Upload ALASKA CHRI

B0 Upload ALASKA CAN
lufowe | Upload NEW YORK CAN

You must follow the specific LDOE instructions for the state of NEW YORK. Click here to download and print instructions specified.

Click here to Download and Print the CAN form for the state of ALASKA

You must follow the specific LDOE instructions for the state of ALASKA. Click here to download and print instructions specified.
Click here to Download and Print the CAN form for the state of NEW YORK
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Applicant Attachments
o Marriage Certificate, Divorce Decree and, Miscellaneous attachments are optional.

c em R
System will only accept attachments of type .pdf, .tif, .png, .jpeg and .jpg with a maximum file size of 10MB. Slickhmrs i Fxinkthe Consent Form
Please upload at least one attachment for Document Type CHRI for Residence in the State of ALASKA.
Please upload at least one attachment for Document Type CAN for Residence in the State of ALASKA.
Please upload at least one attachment for Document Type CAN for Residence in the State of NEW YORK.
Upload Documentation from the Document Type list below
Document Type:

[ Upload File: | EBrowse

Upload | Clear

Uploaded By Uploaded On
Applicant’s Driver's License or other Approved forms OWNER, OLLIE
of Identification

Attachments Type Delete
DESERT.JPG 3/14/2019 3:08:00 PM
PENGUINS.JPG Applicant’s Consent and Disclosure Form for Initial OWNER, OLLIE

3/14/2019 3:06:00 PM
CCCBC

o You will also be required to upload the forms shown below for the Out of State resid Click the corresp
then upload the scanned form using the Browse and Upload buttons shown below for the form.

ding State form link to download the form and print it. Complete the form and

Qut of State Forms

Click here to Download and Print the CHRI form for th

tate of ALASKA

etz | Upload ALASKA CHRI
[wsgiowse ) Upload ALASKA CAN

lwfoeey) Upload NEW YORK CAN

Click here to Download and Print the CAN form for the state of ALASKA

You must follow the specific LDOE instructions for the st

ALASKA. Click here to download and print instructions specified

Click here to Dow: and Print the CAN form for the state o

You must follow the specific LDOE instructions for the state of NEW YORK. Click here to download and print instructions specified.

Please upload at least one attachment for Decument Type CHRI for Residence in the State of ALASKA.
Please upload at least one attachment for Document Type CAN for Residence in the State of ALASKA.
Please upload at least one attachment for Document Type CAN for Residence in the State of NEW YORK.

Ce

Submission of Application:

Once you select next, the system will navigate you to the Application Submission Page. Here you may review a PDF

of the current Applicant Information on the left of the screen.

At the top of the screen you may review the accuracy of the Applicant’s information

1. Social Security Number, if provided;

2. date of Birth; and
3. state issued identification information

You may choose to take the following actions:

Go Back to the Application.

4

5. Proceed to Payment.
6. Delete Application.
7

Return to Dashboard.
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ACTIONS YOU MAY TAKE BEFORE PAYMENT:

If you have discovered an inaccuracy in the applicant’s information and want to continue to edit the application,

select Go Back to the Application
If you would like to completely remove the existence of the application, select Delete Application

If you would like to leave the application as is and continue with other actions within the system, without continuing

to pay, select Return to Dashboard. The application status will be viewable on your dashboard as Incomplete.

ticitiol  (YCCCBOCS

Welcome, BARBARA

louisiana Believes Child Care Civil Background Check System

o Please check the accuracy of the application and review the Affidavit, then check the 'l Agree’ box below if you agree to the Affidavit and click 'Proceed to Payment’ to make a payment if
applicable and send the Application for Processing,
SSN: XXX-XX-3222 Date of Birth: 8/9/1969 Identification: LOUISIANA DRIVERS LICENSE #8778998 EXP: 09/09/2020

Amount Due: $15
Go Back to Application | Proceed to Payment | Delete Application | Return to Dashboard

14 4 |1 of1 b Bl & 100% =] Find [Next B~ @ &
DEPARTMENT of Child Care Civil Background Check System
WeEDUCATION g y

Touisians Belleves Louisiana Department of Education

1201 N 3rd St
Baton Rouge, LA 70802

(225) 342-5311 (225) 342-5311 Fax () -

| CERTIFY that | am either a licensed early learning center or a §1809 entity pursuant to BESE Bulletin 137 - Louisiana Early
Learning Center Licensing Regulations, or a home-base child care provider eligible to participate in the Child Care Assistance
Program (CCAP) pursuant to Bulletin 139 - Louisiana Child Care And Development Fund Programs; and

| FURTHER CERTIFY that | am requesting this Child Care Criminal Background Check (CCCBC)-based determination of eligibility
for child care purpose for and with the consent of the above-listed individual, who is required by State or federal law or
regulation to obtain this determination prior to being present in either a licensed early learning center or the residence of a
home-based child care provider eligible to participate in CCAP; and

| FURTHER CERTIFY that all of the information | provided on this form is true and complete and the information that was
provided to me by the above-listed individual is truthfully and accurately reported as it was provided to me; and

| FURTHER CERTIFY that | will remove the name of the above-listed individual from my list of eligible individuals when s/he is no
longer a staff member or present or providing services in my center or home.

Ll Agree

Please verify the SSN entered at the time of creating the application: = - -
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Payment Process:
PROCEEDING TO PAYMENT:

If you would like to submit and pay for the application, you must first read the text box entitled Affidavit. This
section of information indicates that you, as a provider or entity, have read and understand the legal obligations and
consequences of submitting this application.

Select | agree.

NOTE: Should you choose not to agree to the language of the Affidavit, the application will not continue to be
submitted and you will be navigated back to your dashboard. The status of the application will remain Incomplete.
Once you have selected I agree, you may click on the Proceed to Payment Button.

Paying for the CCCBC: 4 Step Process
Step 1: Pay Now or Pay Later

You may pay for applications one at a time or in batches.
The system grants the option to either 1. Pay Now or 2. Exit and Pay Later.

If you would like to pay for several applications at a time, choose to Exit and Pay Later. The application will go into

the queue.

If you would like to pay for each application individually, choose to Pay Now.

Step 1 of 4 Complete

e for pertial payment of this spplication. Click “Fay” Lo Steps for & complets COCBC submission:
Deparmment of Education (LDOE]. Click “EXit & Fay Latar”

Step 1 of the application process is complewe. Delow i= an in
procead te paymant and submit your application to the Louisi

s il Lhe application and return later For payrmernl ke 7 s A

2. Payfoos ta lDOF
Invoice Number: DD0032 3. Payfees to Fingerprinting Cntity
Amount Due: $15.00 1. send Applicant for fingerprinting

Pay Lril & Pay Laler

o1 b Bl & aoow =1 mine | Mest B - B

14
DEPARTMENT af

Child Care Civil Background Check System

'-Lsnucanux 9 Y

s Louisisns Department of Education
1201 N ord 2t
o Rouge, | A ZTRDZ

(223 757-5030 (£90) DC0-0000 Max (2251 757-3020

|aon0sz [Inweire Matn |1r|1.r;!n "
= [P [ rermmn
A FEEICA NEW

T AT 1T

BATON ROAISF 1A THRNZ
B

ey

Amnant oaln
retunas

a0 o0
]

Criqinnl Amannt M
Aciusiments

Upon selecting to Pay Now, the system will generate a pop up box verifying that you wish to proceed with the

option selected.
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Step 1 of 4 Complete

Step 1 of the application process is complete. Below is an invoice for partial payment of this application. Click "Pay” to  Steps for a complete CCCBC submission:
proceed to payment and submit your application to the Louisiana Department of Education (LDOE). Click “Exit & Pay Later”
to exit the application and return later for payment.

= 1. Application (complete)
- Message from webpage 2] 2. Pay fees to LDOE
Invoice Number: 000052 2 Pay;ee_s trﬁngfe‘]m;iinﬁng Entity
4. se icant inti
Amount Due: $15.00 e nd Applicant for fingerprinting
@) Are you sure you wish to proceed with the option selected?

4 4|1 oft b Pl 4 | 100% [>] @
DEPARTMENTOf - child Care Civil Background Check System
WeEoicATION g y
“louistana Belleves Louisiana Department of Education

1201 N 3rd St
Baton Rouge, LA 70802

(225) 342-5311 (225) 342-5311 Fax () -

Invoice # 000052 [invoice Date [21512018

Step 2: Payment

The system will direct you to a third party vendor’s secure payment site. Here you will pay the LDOE fees.

You will select a Method of payment. The CCCBC system currently only accepts credit card. You may use either
1. Visa;

2. MasterCard;

3. American Express; or

4. Discover.

Select Next to continue to the next page.

i .
PayPcint ()

Background Check

Payment Method

Indicatzs required field

Your Information

" Applicantfl ntity Name: 51 CONDARY PRUVID]
* Reecipt Number: 42
*Amwounl. 15.00

* lnvwive Counl. 1

Choose method of payment

® Pay by credlt card

Ivisa [

[Back Jex: JfFi
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You will need to provide the third party with the following:
1. Business Name
2. Streetlinel
3. Streetline 2
4. City
5. Phone

6. Email

You will also need to identify the payment method information:

Name on the card

Card Number

1

2

3. Expiration Month
4. Expiration Year
5

Captcha Image

Once you have entered all of this information, you will select Next.

8o

Eariy Chilihed.

Billing Address

Use Business Name

“Business Name: |New Hope Daycare

“Street Line 1: [101 New Hope Ln

Street Line 2: |

*City: \Zachary

*State: ‘ Louisiana

*Zip: 70791
O

E-Mail: |

Payment Details

*Payment Amount: 15.00 USD

Payment Method

*Name on Card: |Hannah Hope
“Card Number: |5555555655554444

* Month
*Expiration Date:
“Year| 2020 Vv
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louisiana Believes

A Payment Review page will now be viewable by you to verify that your payment information is correct.

Select Pay Now to submit and pay LDOE fees.

Select Cancel to avoid continuing in the payment process, this application will go in your dashboard on your

summary.

Select Back if you need to make an edit to your payment information before submitting payment.

\EDUCATION | u CCCBCGCS

Loutsiana Believes Child Care Civil Background Check System

Background Check

Payment Review

Address

Billing Address:
New Hope Daycare
101 New Hope Ln
Zachary, LA70791

Payment Method

Credit Card B
Hannah Hope
x4444 01120

Payment Amount
Amount: 15.00 USD
Total: 15.00 USD

[ack [ Pay Now JfExic

By selecting Pay Now, the system will redirect you to the Payment Confirmation page.
Select Print to print this page for your records.
Select Home to return to your home screen.

You will then be ready to proceed to Step 3.

DEPARTMENT of

EDUCATION

CCCBCS

louisiana Believes

Payment Confirmation Step 2 of 4 Complete

Payment Processed:

Child Care Civil Background Check System

1! Payment Successful 11

Welcome, HANNAH

Steps for a complete CCCBC submission:

Confirmation Number:  18021604448947
Invoice Amount Paid:  $15.00 1. Application (complete)
Payment Submission 2/16/2018 £t ees InLDOE (commplete)
e 3. Pay fees to Fingerprinting Entity. _
& (Click on In Progress to go back to your queue and use the fingerprint icon & to pay
Authorization Code: 157808 for each individual applicant). Note: the payment to the Fingerprint Entity must be
B = dene individually for each applicant.
Invoice No. Application ID Name Amount 4. send Applicant for fingerprinting.
000052 7= FREE, BONNIE $15.00 Click to view Fingerprint Locations

Total Amount Paid: $15.00

Print | Home
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Step 3: Paying Fingerprinting Fees
Step 3 of the 4 steps to complete the CCCBC request is paying the fees to the fingerprinting entity via the CCCBC

System. Unlike the application fees that may be paid to LDOE either by single transaction or in a batch, the

fingerprinting fee must be paid separately for each individual by choosing the fingerprint Icon (see below).

After selecting HOME on the payment confirmation page of Step 2, the system will navigate you back to your
provider dashboard. You will find a snapshot of the applicant’s status information a grid on the homepage. For
applications that: (1) have been submitted, (2) the application fees have been paid, and (3)their status is IN

PROGRESS, the system will populate a Fingerprint Icon to the far right.

Choose this icon to continue to pay for the fingerprinting fees. You will be redirected to a third party vendor site.

Follow the instructions on the site to complete the payment process.

ID Name Position Status Date Submitted Date Issued Expiration Date

CONTRACTOR, SPEECH CONTRACTOR INCOMPLETE

P
57 GECRGIA, ATLANTA EMPLOVEE PENDING PAYNMENT
69  TEST, THOMASINA EMPLOYEE IN PROGRESS ,'I &\
68 TEST, JOSEPH THOMAS EMPLOYEE 8 I &
52 SMITH, NANNIE BOOBOO DIRECTOR DESIGNEE 2/5/2018 | ® |
4 TEST, JOSEPH THOMA 2/8/2018 | &)

D

S

FINGERPRINTING AND THE TCN

During the completion of paying the fingerprinting fees, the vendor will generate a Transaction Control Number

(TCN) for the specific applicant. The TCN links the applicant to the fingerprinting location.
This TCN must be given to the fingerprint location.

There are several places that this TCN number will be available. However, it will be emailed to the User and it will be

emailed to the Applicant.

et astration [nformation

TCN: LA123456 Name JANE CARETAKER

Transaction Fee: $48

= Felds with che yellow backgrownd colar are regired. 88 Important notice regarding faled pavments and google toolbar

Credht Card Information Riling Address
Credit Card Type | SE——m Strest Address
Wisa = | VISA 1 56 Second St
Card Mumber City Stata
405501 11711111101 weffersan oy Lousians » 34
Card Verification Gode (CVV2) Zip Code
456 65101
Expiratian Date Daytime Phone Number
L] | 205 ~ (3147568 |- [7896 Ext
Marme As L Appeaars On Card Email Addrass

SANDY SMITH |
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TOTAL FEES FOR THE CCCBC:

The $15 fee charge by the Department will contribute to an effort to make the process as efficient and user-friendly

to the providers as possible.
Fees Collected by the Department on the System (Step 2) include

e $15 LDOE administrative fee;

® $25 DCFS fee for search of State Central Registry for Child Abuse and Neglect (on or after July 2018); and

e $15 (if applicable) fee per state for record searches in any other state in which the person has resided during
the past five years (to be sent to other state agencies). This will only be charged if the person lived in
another state in the last 5 years.

Fees Collected by Fingerprint Vendor (Step 3) include

e $26 fee for Louisiana Bureau for Louisiana criminal history record information;
e $13.25 fee for FBI for federal criminal history record; and

e 510 fee from fingerprint vendor

Step 4: Send Applicant for Fingerprinting
CONFIRMATION: SEND APPLICANT FOR FINGERPRINTS

Once you have completed the payment process on the vendor’s site, you will be redirected back to the CCCBC portal

to a Payment Confirmation page.

You may now send your applicant to the fingerprinting location to submit their fingerprints. It is not necessary to

schedule an appointment, however hours of operation may vary depending on the location.
If you would like to print the confirmation page, select the Print button.
Fingerprint locations are available on the Provider Dashboard Page here.

If you would like to return to your portal homepage, select the Home button.

Payment Confirmation Step 2 of 4 Complete

Payment Processed: 11 Payment Successful 1! Steps for a complete CCCEC submission:
Confirmation Number: 180131043921 23 1. Application (complets)
s15.00 2. Pay fees to LDOE (complate]
n Date: 173122018 Bayio et
4. Send Applicant for fingerprinting
591182

Invoice No. Application ID Name Amount
000032 a5 DAY, JESSICA NEW 15.00

Total Amount Paid: $15.00

Print ‘ Home
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Notifications:

When an application has been submitted, the system will generate an email notification entitled: LDOE Child Care
Civil Background Check System Application Submission to the applicant’s email that was provided on the
application. This email will notify the applicant that an application has been submitted on their behalf. It will also

notify them that there are additional payment processing steps that must occur before completion.

O EMAIL x

To whom 1t may concern: A

The Child Care Criminal Background Check (CCCBC) that your Center and/or authorized Entity have requested through the
Louisiana Department of Education (LDOE) Child Care Civil Background Check System is now ready to view. You can monitor the
status of the request by logging into the secure online system using the link provided below:

Click here to go to LDOE Child Care Civil Backeround Check System

There will be additional steps and payment prior to the completion of the CCCBC request.

The applicant must bring their Transaction Control Number (TCN) with them to the fingerprint location.
Applicant TCN: LA000173

The outstanding fees required before fingerprint submaission are as follows:

* Fee for Louisiana Bureau for Lowisiana criminal history record information;

* Fee for FBI for federal criminal history record information; and

» Fee for the fingerprint submission

Please do not reply to this email as 1t 1s automatically generated. If vou have questions or concerns please contact the Criminal

Background Check Unit by email at LDEchildcareCBC(@la.gov or by phone at (877) 453-2721.

If you did not authorize this request contact LDOE IMMEDIATELY at LDEchildcareCBC@la.gov. v

Providers/Entities will receive an email notification entitled: LDOE Child Care Civil Background Check System
Application was submitted. This email notifies you that the application was successfully submitted and the status
may be monitored via the provider dashboard. This email serves to remind you that there are additional fees and

actions that must be taken regarding fingerprints before the process is complete.

36



o [\
EDUGATION —

0 EMAIL x

To whom it may concern:

The Child Care Crimninal Background Check (CCCBC) that your Center and/or authornized Entity have requested through the
Louisiana Department of Education (LDOE) Child Care Civil Background Check System 1s now ready to view. You can monitor the
status of the request by logging into the secure online system using the link provided below:

Click here to go to LDOE Child Care Civil Background Check System

There will be additional steps and payment prior to the completion of the CCCBC request.

The applicant must bring their Transaction Control Number (TCN) with them to the fingerprint location.
Applicant TCN: LA000170

The outstanding fees required before fingerprint submission are as follows:

» Fee for Louisiana Bureau for Louisiana criminal history record information;
+ Fee for FBI for federal criminal history record information; and
+ Fee for the fingerprint submission

Please do not reply to this email as 1t 1s automatically generated. If you have questions or concerns please contact the Criminal
Background Check Unit by email at LDEchildcareCBC(@la.gov or by phone at (877) 453-2721.

If you did not authorize this request contact LDOE IMMEDIATELY at LDEchildcareCBC@la.gov. v

Notifications: Eligible and Ineligible Notifications
Notices of Eligibility/Ineligibility

When LDOE has made a determination on an applicant, the system will automatically generate two separate notices:

1. Notice of Eligibility or Notice of Ineligibility to the Provider/Entity
2. Notice of Eligibility or Ineligibility to the Applicant
The content of these notices sent to the provider will be different than the content of the notice sent to the

applicant.
You, the provider/entity, will receive a notification entitled: Child Care Criminal Background Check Status Change.

This notification will notify you that a status change has occurred to a specific application. The body of the
notification will contain the application Number and a link to the CCCBC System. You will need to login to your
provider dashboard and conduct a search using the Application Number. The system will populate the applicant
summary in the review grid. To view the determination letter, select the Letter Icon on the far right. A PDF version of

the determination may viewed in a pop screen.
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O EMAIL

SUBJECT: Child Care Criminal Background Check Status Change

EMAIL BODY/CONTENT:

To whom 1t may concern:

This notice 1s to inform vou that there has been a change of status for the Child Care Criminal Background Check (CCCBC)-based
eligibility determination for the individual with the following Application ID:

Application ID: 36.

You can view the status of the request and any determination letters that may have been issued by logging into the secure online
system using the link provided below:

Click here to go to LDOE Child Care Civil Background Check Svstem

You may search for the Applicant Name to view the new status. If there has been a determination letter issued due to the change in
status, click on the View Determination Letter icon on the Applicant's record.

Please do not reply to this email as 1t 1s automatically generated. If vou have questions or concerns please contact the Criminal

Background Check Unit by email at LDEchildcareCBC@la.gov or by phone at (877) 453-2721.
Sincerely,

Valerie Black

Senior Program Manager
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When a determination has been issued, whether eligible or ineligible, the system will then create a portal for that
applicant. The applicant shall receive an email notification to the email provided in the application notifying them
that an account has been created on their behalf. This notification will include a username and temporary password
for the applicant. Once the applicant logs in using this information, they will be able to see the results of their CCCBC

along with the determination letter. You will not have access to this personal account.

= EMAIL x
SUBJECT: LDOE Child Care Civil Background Check System - Account Created A
EMAIL BODY/CONTENT:

To whom it may concern:

An account has been created for you to log mn to the LDOE Child Care Civil Background Check System. Your Login Email is
ADOREMEEKTEST@GMAIL COM and temporary Password 1s S$i2k6QDe.

Click here to go to LDOE Child Care Civil Background Check System

Once you've logged in you will see vour Applications with all Providers who have applied on your behalf’

Please do not reply to this email as it is automatically generated. If you have questions or concerns please contact the Criminal
Background Check Umt by email at LDEchildcareCBC(@la.gov or by phone at (225) 342-3311.

If you did not authorize this request contact LDOE IMMEDIATELY at LDEchildcareCBC(@la.gov.
Sincerely,

Valerie "Testing" Black

Senior Program Manager

Child Care Criminal Background Check Unit

LDOE, Office of Early Childhood v

How to View “My Roster” of Eligible Employees:

You may view your current “roster” of eligible employees by selecting Eligible for Child Care Purposes located under
the Status bar. A grid will populate with the employees of the center that have been determined Eligible or

Provisional for child care purposes.
Information that is summarized in the grid include:

Application ID: You may use the ID to search for the employee within the system

Name

Status

Date of Submission (This date reflects the date that the application was submitted and paid.)
Issue Date (This date reflects the date LDOE issued the employee’s eligibility determination.)

Expiration Date (This date reflects the date that the current CCCBC will expire.)

N o u r w N

Fingerprint Payment Icon (Click here to pay fingerprinting fees.)

You may view a PDF of the employee’s applicant information by clicking on the individual row.
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If you would like to view the determination letter, click on the Determination Icon.

If you would like to remove the employee from your roster, click on the Delete Icon.

eoucarion | LMY CCCBGS

Louisiana Believes Child Care Civil Background Check System

Welcome, JUSTINA

My Account Outstanding Invoices | New Application || Check for Eligibility Entity:  ONLY A TEST DAYCARE - 001803[v]

Click here to view Fingerprint locations

Application ID Last Name First Name Search | Clear

Date Date Expiration
Status Records ID Name Position Status : 4
Submitted Issued Date

INCOMPLETE 1
PENDING PAYMENT 1
EMPLOYEE 1/79/2018 AR e Delete
IN PROGRESS 1 EMPLOY 1/29/2018 1/30/2018 1/30/2023 -
AWAITING FINGERPRINTS 0
CORRECTIONS REQUESTED 0 DOE, JANE /1772018 1/19/2018  1/19/202
INDETERMINABLE 0
ELIGIBLE FOR CHILD CARE 5
PURPQSES
INELIGIBLE FOR CHILD :
CARE PURPOSES v

Checking Eligibility of Contractors/Potential employees
To check eligibility of a contractor or a potential employee, login to your provider dashboard.
Select the Check Eligibility tab.

The system will navigate you to the next screen where you can provide information required to locate the individual

within the system. You will need

1. last name;
2. first name;
3. date of birth;
4. ID type; and
a. NOTE: The ID type you select must match the ID type given at the initial application. These must
match in order to locate the individual in the system.
b. Ex:Jane Doe used her Driver’s License to apply. You will select Driver’s License as the ID type.
5. ID Number.

Select Search.
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TIP: If you are unable to locate the individual using the ID type and number they have provided, continue to try with
the other available options of ID Types and the corresponding ID Numbers. For example, if you provided the Social

Security Number, but the system does not locate them, try using the Driver’s License instead.

[TV Check Eligibility Audit Log

Check eligibility for Entity

Check Eligibility
FELLOWSHIP DAY CARE - D0179

Date of Birth (MM/DD/YYYY) 1D Type 1D Number Last Name First Name

]

Searchl Clear | | Dashboard |

[Ishow Identifying Information

Check Eligibility Log

Check Hligibility e« @S0 TN R A KT

Search for @ all Applicants  Eligible Applicants Only
Date Range 03/03/2018 B TO | 03/15/2019 ]
View | Clear
4 4|1 of1 b Ml 4 100% [¥] Find | Next B~ @& &
Child Care Civil Background Check System
Louisiana Department of Education
1201 N 3rd St
Baton Rouge, LA 70802
Check Eligibility Audit
Date Searched During 3/3/2018 to 3/15/2019
Searched Results Date Searched Searched By Provider Name System Entity 1D
LAST NAME: BUSH, MO RECORD FOUND 2/27/2019 OWNER, OLLIE BROCHARD'S CHILD | D01788
FIRST NAME: BELLA CARE GENTER
LAST NAME: CEASER, |ELIGIBLE FOR CHILD 242712019 OWNER, OLLIE BROCHARD'S CHILD | DO1788
FIRST NAME: DONALD | CARE PURPOSES CARE CENTER
LAST NAME: KNOPE, NO RECORD FOUND 2/27/2018 OWNER, OLLIE BROCHARD'S CHILD | D01788
FIRST NAME: LESLIE CARE CENTER
LAST NAME: SHADY, ELIGIELE FOR CHILD 2/27/2019 OWNER, OLLIE BROCHARD'S CHILD | D01786




B o
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Child Care Civil Background Check System
Louisiana Department of Education

1201 N 3rd St
Baton Rouge, LA 70802

Check Eligibility Audit
Date Searched Durina 12/3/2018 to 3/29/2019

Searched Results Date Searched Searched By Provider Name System Entity ID
LAST NAME: JUNGLE, NO RECORD FOUND 3/8/2019 OWNER, OLLIE OLLIE'S PLACE 001820
FIRST NAME: GEORGE

LAST NAME: LUE, FIRST |ELIGIBLE FOR CHILD 3/8/2019 OWNER, OLLIE OLLIE'S PLACE 001820
MNAME: MARY CARE PURPOSES

LAST NAME: MAMMOTH, |NO RECORD FOUND 3/8/2019 OWNER, OLLIE OLLIE'S PLACE 001820
FIRST NAME: WOOLEY

LAST NAME: TIGERS, PROVISIONAL FOR CHILD |3/8/2019 OWNER, OLLIE OLLIE'S PLACE 001820
FIRST NAME: GEAUX CARE PURPOSES

LAST NAME: HAPPY, NO RECORD FOUND IN22019 OWNER, OLLIE OLLIE'S PLACE 001820
FIRST NAME: FINGERS

Adding New Hires with an Existing CCCBC Determination:

New Hires with an Existing CCCBC Determination may be added via the provider dashboard.

To add a new hire with an existing CCCBC, login to your provider dashboard and click on the New Application tab.

The system will navigate you to the New Applicant Page.

Riicil | (YCCCBCS

Louisiana Believes

Child Care Civil Background Check System

Welcome, OLLIE

Outstanding Invoices |~ New Application | Check for Eligibility Licensing Report RN ONLY ATEST DAVCARE - 001603 [9]

Click here to view Fingerprint locations

From the New Applicant Page, you will be able to locate the applicant in two ways:

1. By entering the SSN or
2. By selecting Applicant has no SSN issued, if the individual does not have a SSN.
By entering the SSN:

On the New Applicant page, you will enter in the applicant’s SSN and once again for verification purposes. If the

applicant used a SSN the first time their CCCBC was applied for, the system will match the SSN to the existing record.
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ana Believes a Child Care Civil Background Check System

Welcome, LINDSEY

New Applicant

Enter S5N: 123 45 5789 Rec Emter SSM: 125 45 Gog: % [l applicant has no SSM issucd

Nut| Ciuarl Cancel

By selecting Applicant has no SSN issued:

New Applicant

[ show Identifying Information
Enter SSN: (Numbers Only) Re-Enter SSN: (Numbers Only) EAppli(ant has no SSN issued

Select Identification Type: | sTATE ISSUED ID ﬂ Issued By COLORADOQ i]

Identification # Re-Enter Identification #

Next | Clear | Cancel |

If using the SSN returns no results, then select Applicant has no SSN issued. The system will generate optional fields
in which you can provide information. For example, if you provided the SSN, but the system does not locate the
individual, try using the driver’s license instead.
Click on Select Identification Type and choose from the following options in the drop down list:

1. driver’s license

2. stateissued ID
You’ll need to provide information in the fields:

1. issued by (state)

2. identification #

3. re-enter identification #

Select Next to initiate the search.
If the applicant was found in the system, the system will generate a message verifying whether the applicant
information it has found matches the applicant in which you are searching for. The system will display the

applicant’s name and address.
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The message will ask you to click on the Consent Form. Print this consent form and have the applicant sign. See

screenshot below.

NOTE: Remember to activate Active X in order to print. See page 51 in the Troubleshooting guide on how to

activate.
To view and print this form, select document type and click on Applicant Consent Form.

To upload the signed consent form from your device, click Browse. Select the appropriate document and click

Upload. If the upload is successful, the system will reflect the upload in a grid.

You may view the upload by clicking on the attachment within the grid. You may also delete the attachment by

clicking on the red X icon if you wish to remove it.

Review the screen to ensure that you have identified the individual as the person you seek to add to your list of

eligible and that you have successfully uploaded the Consent Form.

Select Confirm to continue.

New Applicant

Enter SSM: R e Re-Enter 55N e Clagplizan: has ne 55 lssued

IF thes Individual bedow i the person you're searching lor, Please upload the Consent farm and click *Confirm

DAY, JESSICA NEW
100 HEY GIRL AVE, EAION ROUGE, LA 70802

nts of type pdf. 4. .ong and jpg with a maximum file size of LOMB.

= wpload File: | Feoas |

Uplosd | Clear |

B y Uplouded By
01 21 2018 KOALA IPG Applicant’s Consent Form DUPREE, LINDSEY PAUL. 1/21/2018 10:28:00 AM Q

Counfinm | Clear | Cancel

After selecting Confirm, the system will generate the following message:
This Applicant is added to your ELIGIBLE FOR CHILD CARE PURPOSES Roster.

NOTE: It may instead indicate that the person has been added to your Provisional for Child Care Purposes Roster

as well since these statuses are both managed in the Eligible list.

The process of adding the new hire to your roster is now complete. To return to your dashboard, select View Roster.

The system will navigate you back to your dashboard and will reflect the new addition in the grid.
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Adding a Center to Your Account:

To add an additional Center to your account, you will need to contact LDOE Customer Services at

LDEchildcareCBC@Ia.gov.

Troubleshooting Guide

e | need my password reset. What do | do?
o Click Forgot password under the log in
o Make sure to set up your security questions
o You will receive an email with a temporary
password. Enter that password to login and
update your password.

e | can’t find my applicant? How do | find them?
o Using the search tool, on the provider dashboard, you may search by application ID, last name, or
first name.

|
Application 1D Last Name First Name Search ‘ Clear

e Enabling Active X Controls - your device must have active x controls to print documents from the system.
You may follow the prompts from your computer for enabling it or follow these steps:

o Select Tools --> Internet Options menu from the Internet Explorer.

o Select the Security tab from the Internet Options dialog.

o Select the appropriate Web content zone and click Custom Level.

Make the following options available under ActiveX controls and plug-ins to either enable or Prompt:
1. Download signed ActiveX controls
2. Run ActiveX controls and plug-ins
3. Script ActiveX controls marked safe for scripting

o Click Ok to save the security settings.

o Click OK to save and close the Internet Options dialog.

o ltisrecommended to add the Desktop Central server URL under trusted site zone of Internet

explorer.
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e | need to print my applicant consent form, but the print icon is not available.
o If you are using Chrome or Firefox, the print icon will not appear. The print icon is only supported in
IE. You may open the document as an adobe pdf, word document or excel document by clicking on
the disk symbol and print the document from the open file. PDF is recommended.

4 41 of2 b M@ 100%  [v] Find | Next [, -] @) @& Q

Excel

i PDF_|

LOUISIANA DEPARTMEL "2 JEDUCAT ON

INDIVIDUAL AUTHORIZATION AND CONSENT FORM
for
CHILD CARE CRIMINAL BACKGROUND CHECK-BASED
DETERMINATION OF ELIGIBILITY FOR CHILD CARE PURPOSES

Do you want to open or save Applicant Consent Report_2_20_2018 10_30_02 AM.pdf from cccbeldoetest.la.gov? QOpen Save |¥ Cancel

Open the downloaded file and print from the new document.

e | did not receive my notification email regarding my applicant’s change in status. What can | do?

® Check your notifications log to view all sent messages. You may click "
under to see the reenralnotification that was sent.

If you have any additional questions regarding the system or have issues that are not addressed here, please email
Idechildcarecbc@la.gov .
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Appendix

Required documents for Provider/Entity registration:

1. state issued identification verification document; (ID, Driver’s License);
2. letter of employment on official letterhead; and (Employment verification, W2, 1099 form); and

3. proof of incorporation or business registration. (Business License, Letter from Secretary of State).

Required documents to attach for an application include:

1. Initial Consent and Disclosure Form for the Applicant (Signed, LDOE generated); and
2. State Issued Identification (i.e. ID, Driver’s License).

Important Links:

1. Louisiana Believes Website

Criminal Background Check Section

Child Care Civil Background Check System (Website)

Fingerprint Locations

List of Prohibited Offenses

Initial Consent and Disclosure Form for the Applicant (CBC Download List)
Louisiana CCCBC Initial Request Form (CBC Download List)

NoukwnN
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http://www.louisianabelieves.com/
http://www.cccbcldoe.la.gov/
https://www.louisianabelieves.com/docs/default-source/early-childhood/fingerprint-locations-for-child-care-cbcs.pdf?sfvrsn=2https://www.louisianabelieves.com/docs/default-source/early-childhood/fingerprint-locations-for-child-care-cbcs.pdf?sfvrsn=2
https://www.louisianabelieves.com/docs/default-source/links-for-newsletters/prohibited-criminal-offenses-in-r-s-15_587-1(c)-12-1-15.docx?sfvrsn=2
https://www.louisianabelieves.com/early-childhood/early-childhood-programs/criminal-background-checks
https://www.louisianabelieves.com/early-childhood/early-childhood-programs/criminal-background-checks

