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Background Check: Procedure and Instructions

What?  The Illinois Department of Children & Family Services Authorization for Background Check Form (CFS718-E) authorizes DCFS to confirm that you are not in the database of sex offenders or the Child Abuse & Neglect Tracking System (CANTS).  This background check includes fingerprinting. 

Why? We ask all employees, volunteers, interns and work study students to assist us in conducting a background check in compliance with Outreach’s policies and procedures within the first two weeks of employment/volunteer service. The background check protects you as an employee/volunteer, the agency and the clients with whom we work. If an employee/volunteer refuses to give authorization for the background check, OCM reserves the right to terminate employment/volunteer relationship.

How?  

Step 1:   
Complete and sign the DCFS Authorization for Background Check (CFS 718E) form 
Step 2:
Request a Letter of Authorization from LaTanya Gatewood by providing your full name, birth date and last 4 digits of Social Security Number.

Step 3:
Take the form, letter and a picture ID (driver’s license) to a walk-in fingerprinting location. You do not need an appointment. There is no fee. Refer to www.accuratebiometrics.com to find a location that is convenient for you. The one closest to OCM is:
Location:
Accurate Biometrics



1805 Mill St, Suite D



Naperville, IL 60540

Schedule:

Mondays, Tuesdays and Thursdays, 9 a.m.-12:30 p.m. & 1:30-5 p.m.
Every other Saturday, 9 a.m.-1 p.m. 
(Schedule may vary, check website before going)

Step 4:  You will receive a receipt as notification you have completed the requirement. Send to:

Mail:
LaTanya Gatewood, Director of Volunteer Services
c/o Outreach Community Ministries
122 W Liberty Dr, Wheaton, IL 60187
Email:
lgatewood@outreachcommin.org 
Fax:
630-682-3094
Thank you for taking an active part in ensuring the quality of services that are provided through the ministry of Outreach Community Ministries. If you have any further questions, please contact LaTanya Gatewood at (630) 682-1910.

