Background Check Process for ATC’s

OPTION 1 – ATC mails the fingerprint card to Kentucky State Police (KSP)
1. OCTE Consultants will review applications for appropriate work experience or credential (e.g. Business Education).
2. ABO will be notified of the applicants meeting the work experience/credential requirement.
3. Principal will instruct approved applicants they want to interview to come to the ATC and pick up a fingerprint card and bring a check or money order for $36.50 payable to the Kentucky State Treasure.
4. When the applicant provides the check, give them the fingerprint card with the ATC Address on it.
5. ATC sends the check(s) and list of applicants to Lea Ann Lewis.
6. ATC instructs applicant to take the fingerprint card to local law enforcement to be fingerprinted. NOTE: ATC’s should contact local law enforcement to determine the appropriate contact to complete the fingerprint process.
7. The candidate returns the completed card to the ATC, which is then mailed to KSP Records Branch for processing (1266 Louisville Road, Frankfort, KY).  
8. ATC notifies ABO which candidates have been fingerprinted.
9. KSP runs the background check and request the FBI check.
10. Results are mailed directly to KDE Personnel, Angie Risk.
11. Angie forwards the results of the selected candidate to Vickie Staley to be attached to the CA-3.
12. When the CA-3 packet is complete, Vickie sends it to EPSB for teacher certification processing.
[bookmark: _GoBack]

OCTE July 2015
