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======================================================================== 
I. EXECUTIVE BRIEF 

Motion and Title: Staff recommends motion to: 

A) ratify the Mayor's signature on the Volunteer & Employee Criminal History System 
(VECHS) Application for Qualified Entities; 

B) approve the VECHS User Agreement and Florida Department of Law 
Enforcement (FDLE) Criminal Justice Information Services (CJIS) Agency Contact 
Form which authorizes the County's Department of Public Safety Division of Victim 
Services (PBCDVS) to process "Level 2" criminal history background checks on 
Victim Services applicants, staff and volunteers; 

C) approve the VECHS Handbook For Entities Participating in the Applicant 
Fingerprint & Notification Program, VECHS Handbook Acknowledgement Form, 
Florida's Integrated Criminal History System (FALCON) User Profile Registration 
Form-Palm Beach County Victim Services & Rape Crisis Center; 

D) authorize the Director of Public Safety to electronically sign and submit the 
VECHS User Agreement and Contact Form and the VECHS Handbook, 
Acknowledgement Form and FALCON Registration; and 

E) authorize the County Administrator or designee to sign future VECHS 
applications, user agreements, amendments and/or renewals for criminal history 
background checks on PBCDVS staff and volunteers with the FDLE. 

Summary: PBCDVS receives funding from Federal and State sources who mandate 
Level 2 criminal history background checks on PBCDVS staff and volunteers who work 
directly with crime victims. Since this requirement is not statutorily mandated, the County 
cannot perform these checks and must apply for them to be conducted through VECHS 
to screen out current and prospective staff and volunteers who are not suitable for contact 
with children, the elderly, or the disabled. On June 4, 2019, Mayor Mack Bernard signed 
a VECHS application which was submitted to (FDLE) to allow the PBCDVS to perform 
Level 2 background checks on employees and volunteers who work directly with crime 
victims. On July 18, 2019, the FDLE approved the application and requested the 
electronic signature of the Mayor on the associated VECHS User Agreement and 
associated documentation. Countywide (SF) 

Backg·round and Justification: Continued on Page 3 

Attachments: 
1) VE CHS Application for Qualified Entities 
2) VECHS User Agreement and FDLE CJIS Agency Contact Form- Palm Beach 

County-Victim Services & Rape Crisis Center 
3) VECHS Handbook, Acknowledgement Form, FALCON User Profile 

Registration Form-Palm Beach County Victim Services & Rape Crisis Center 

Approved By: /0- /-J 1 

County Administrator Date 
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II. FISCAL IMPACT ANALYSIS 

A. Five Year Summary of Fiscal Impact 

Fiscal Years 

Capital Expenditures 
Operating Costs 

External Revenues 
Program Income (County) 
In-Kind Match (County) 

Net Fiscal Impact 

# ADDITIONAL FTE 
POSITIONS (Cumulative) 

$2,234 

$2,234 

2021 

$824 $824 

$824 $824 

0 0 

Is Item Included In Current Budget? Yes X No __ 
Does this item include the use of federal funds? Yes No X 

$824 

$824 

Budget Account Exp No: Fund 0001 Department 660 Unit 3220 Object 3408 
Rev No: Fund _Department _Unit _Rev Source 

B. Recommended Sources of Funds/Summary of Fiscal Impact: 
Fund: General Fund 
Unit: Victim Services and Support 

$824 

$824 

* The fee for processing fingerprints for the Level 2 background check is $36.00 for 
employees and $28.75 for volunteers (interns). The fee to maintain an employee's or 
volunteer's fingerprints in the FALCON system is $6.00 per year which is invoiced monthly 
on the anniversary date of the submission of the employee's or volunteer's fingerprints to 
VECHS. The fee to re-submit an employee or volunteer's fingerprints, if original 
fingerprints are unable to be read, is $12.00 per employee or volunteer. The Palm Beach 
Sheriff's Office (PBSO) is equipped to take the fingerprints and submit to VECHS at no 
additional charge. The fiscal impact for FY20 is based on 54 employees ($1,944), 8 
volunteers ($230), and 5 resubmissions ($60.00). The fiscal impact for FY21 is based on 
7 new employees ($252), 8 volunteers 23 , retention fees for 47 employees ($282), 
and 5 resubmissions ($60). 

Ill. REVIEW COMMENTS 

B Fiscal and/or Contract Dev. and Control C 

q )JJ h<1 

B. Legal Sufficiency: 

Assistant County Attorney 

C. Other Department Review: 

Department Director 

This summary is not to be used as a basis for payment. 
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Background and Justification: Through the VECHS program, FDLE and the Federal 
Bureau of Investigation (FBI) provide state and national criminal history record information 
on applicants, employees, and volunteers to qualified organizations in Florida. Since the 
associated VECHS forms are only available for electronic submission, delegation of 
authority is needed for the Director of Public Safety to submit online. 
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VE CHS 
Volunteer & Employee Criminal History System 

A lication for Qualified Entities 
Florida Department of Law Enforcement 
User SeNices Bureau 
Phone: (850) 410-8161 PublicRecords_ VECHS@fdle.state.fl.us 

The National Child Protection Act of 1993, as amended, and Section 943.0542, Florida Statutes allows for 
the creation of the VECHS program. Through this program, FDLE and the Federal Bureau of 
Investigation (FBI) provide state and national criminal history record information on applicants, 
employees, and volunteers to qualified organizations in Florida. With thls criminal history information, the 
organizations can more effectively screen out current and prospective volunteers and employees who are 
not suitable for contact with children, the elderly, or the disabled. 

To be qualified to participate in the VECHS program, an organization (public, private, profit, or non-profit) 
must provide "care" or "care placement services" to children, the elderly, or the disabled. 

Entity Information 
Entity Name: 

Palm Beach County Board of County Commissioners 
Mailing Address: 

205 North Dixie Hwy. Suite 5.1100 
Street Address Unit# 

West Palm Beach FL 33401 Palm Beach 
City State Zip County 

Physical Operating 
205 North Dixie Hwy. Suite 5.1100 Address: 

Street Address Unit# 

West Palm Beach FL 33401 Palm Beach 
City State Zip County 

Contact Information 

Contact Person: Nicole Bishop 

Phone: 561-355-1723 Ext: 1723 

E-mail Address: nbishop@pbcgov.org Fax: 561-355-3097 
Entity Head: Mack Bernard E-mail Address: mbernard@pbcgov.org (Please Print) 

Page 1of4 

FDLE Form NCPA-1 pursuanl to Rule 11C·6.004 References: Title 42 U.S.C. Ch.67, Sub. Ch.VI, §5119(a) VECHS Application Revised 5/2017 Effective 6/2017 



VE CHS 
Volunteer & Employee Criminal History System 

~pplication for Qualified Entities 
Florida Department of Law Enforcement 
User Services Bureau 
Phone: (850) 410-8161 PublicRecords_ VECHS@fdle.state.fl.us 

Summary of Services 

Legal Type of Entity: I./ I Governmental (Public) D Private, Non-Profit D Private, For-Profit 

Are you designated as 501(c)(3) with the United States Internal Revenue Service? OYes I /"I No 

Please check all that apply to the service(s) that your entity exclusiyely provides to children, the 
elderly, or the disabled: 

Vulnerable 
Care or 

Education, 
Care Population 

Treatment 
Training, or Supervision Recreation 

Placement Served Instruction 

Children .( 
Elderly .( 

Disabled .( 

Please describe in detail the services your entity will provide and how those services will 
exclusively and directly impact children, the elderly, or the disabled (continue on a separate 
page, if necessary}: 

Palm Beach County Division of Victim Services & Certified Rape Crisis Center provides 
care and treatment to victims/survivors (and their families) of serious crime such as 
sexual assault, domestic violence, general violent crime and homicide. Services include 
emotional support and crisis counseling, accompaniment to sexual assault 
examinations and medical appointments} legal advocacy and information and referrals. 
Children, the elderly and deaf and disabled individuals are individuals we serve ori a 
regular basis. Our funding specifies that we conduct specific outreach and provide 
specialized services for children and disabled individuals as marginalized populations, 
who unfortunately have higher rates of victimization. As Palm Beach County's Certified 
Rape Crisis Center, Level II background checks must be conducted on employees and 
volunteers as part of our ongoing certification through the Florida Council Against 
Sexual Violence. 

Are you a private school? D Yes I/" I No 

If yes, are you receiving scholarship funds? OYes IZJ No 

Page 2 of 4 
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VE CHS 
Volunteer & Employee Criminal History System 

A~12lication for Qualified Entities 
Florida Department of Law Enforcement 
User Services Bureau 
Phone: (850) 410-8161 PublicRecords_VECHS@fdle.state.fl.us 

Summary of Services (continued) 

Please provide a list of each position/persons that you would request a state and national 
criminal history record check on through the VECHS Program. Please include the duties for 
each (continue on a separate page, if necessary): 

Title/Classification/Position Job Duties/Description 

Program Coordinator See Attached 

Team Supervisor See Attached 

Victim Advocate See Attached 

Therapist See Attached 

Advocate/Therapy Interns See Attached 

Do you understand that current or prospective employees, volunteers, contractors or vendors 
that are otherwise statutorily required to receive a state and national (Level 2) criminal history 
record check are not eljqjb!e for the VECHS Program? 

[l] Yes D No 

Do you plan to request state and national criminal history record checks through the VECHS 
Program on employees, volunteers, contractors, or vendors orsire of the stiLr Florida? If 
yes, please explain (continue on a separate page, if necessary): Yes f No 

Are you currently required by ~to obtain state and national (Level 2) criminal history record 
checks on any of your current or prospective employees, volunteers, contractors or vendors? 

OYes [Z] No 

If yes, what state agency monitors your entity and requires these criminal history record 
checks? Please check all that apply: 

Florida Department of Children and Families (DCF) 

Florida Department of Education (DOE) 

Florida Agency for Healthcare Administration (AHCA) 

F'9rida Department of Elder Affairs (DOEA) 

(, 'if Other(s), please explain below: 

fw,ccch ~(!a 41:tl11s·-I- )ex.v~ u;J le/I(!_)_ 

Page 3 of 4 
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VE CHS 
Volunteer & Employee Criminal History System 

A lication for Qualified Entities 
Florida Department of Law Enforcement 
User Services Bureau 
Phone: (850) 410-8161 PublicRecords_ VECHS@fdle.state.fl.us 

It is your responsibility to determine if your entity is otherwise statutorily required to complete criminal 
history record checks on current or prospective employees 1 volunteers, contractors or vendors. Please 
verify your statutory requirements for record checks with one of the above agencies or Florida Statutes 
before submitting your application. If you have contacted these agencies and still have questions 
regarding eligibility, please contact the FDLE VECHS Program at (850) 410-8161 or at 
PublicRecords_ VECHS@fdle.state.fl.us. 

Approved qualified entities must first complete and submit a Civil Workflow Control System (CWCS) 
Registration Form to FDLE for processing. Once your CWCS Registration Form has been received and 
approved by FDLE, you will receive an email confirmation stating your entity is authorized to submit 
fingerprints electronically. Livescan devices allow for the electronic submission of fingerprints and 
descriptive data to FDLE for processing. A list of approved service providers and Livescan vendors can 
be found on FDLE's website. 

Please submit your completed application and the CWCS Registration Form to FDLE using the 
information below. Applications may be submitted by regular mail, e-mail 1 or fax. 

Signature of Entity Head: 

FDLE Use Only 
Application Status: 
(Approved, Pending, Denied) 

Qualified Entity ORI: 

FDLE Form NCPA-1 pursuant to Rule 11C-6.004 

Florida Department of Law Enforcement 
User Services Bureau 

ATTN:VECHS 
P.O. Box 1489 

Tallahassee, FL 32302-1489 

PublicRecords_ VECHS@fdle.state.fl.us 
Fax: 850-488-4424 

Date (,) A-1 l 'J 

Date: 

Date: 

APPROVED AS TO FORM 
A LEGA SUFFICIENCY 

VECHS Application Revised 5/2017 Effective 6/2017 



VECHS Application Summary of Services 

Program Manager- An employee in this position is on stand-by after-hours on a rotational basis 
and may have to respond in the field co victims of violent crime. Provides crisis intervention and 
short-term supportive counseling and advocacy. This employee while on stand-by supervises 
staff who frequently respond to cases ·wherein the victim is a child, the elderly, deaf or disabled. 

Program Coordinator: An employe:~ in this position is on stand-by after-hours on a rotational 
basis and may have to respond in the field to victims of violent crime. Provides crisis 
intervention and short-term st:1pporti\· e counseling and advocacy. This employee while on stand­
by supervise;:. staff -vvho frequently re-;pond to cases wherein the victim is a child: the elderly, 
deaf or disabled. 

Team Supervison~: .An employee in t!1is position supervises victim advocates who provide dfrect 
services to victims of violent crime including children, elderly, deaf or disabled on a regular 
basis. An employee allocated to this class is responsible for providing direct client services. 
Team Supervisors are on stand-by afi.er-hours on a rotational basis and may have to respond in 
the field to provide services to victims of violent crime including children, the elderly, deaf or 
disabled. 

Victim Advocate: Work includes cri.;is itvervention and follow-through services on a 24-hour 
rotation basis for sexual assault victims; short-term counseling and advocacy for 
all crime victims including domestic assault, general felony crimes, homicide and 
DUI fatalities. Victim Advocates pro·ride ~\ervices to children, the elderly~ deaf and disabled 
individuals on a reglllar basis. Prnvidi:::s legal, social and medical referrals; a:ssists with 
filing crimes cor.npensation~ provides transportation for court related functions 
when possible. Acts as a liaison for v:_ctims 'With assistant state attorneys, law 
enforcement ofiicers, social and ·welfare agencies. 

Therapnst: mental health therapy anc.l counseling \Vork treatment for crime victims and their 
families who are experiencing; emotfonal cmd/or behavior difficulties as a result of the trauma 
experienced by the exposure to crime. Therapis1s provide services to children, the elderly, deaf 
and disabled individuals on a regular basis. An employee in a position allocated to this class is 
expected to provide an independent r rnfoss·;ona1 level of individual, family and group therapy 
services for adult and child crime vicdms in a variety of c:cisis and non~crisi~: situations. 

Vnctim Adivotafo Interlt1l: While und ~r the supervision of a Licensed Clinical Social Worker or 
MSW, and Inte1·':1 in this position pro -rides crisis jntervention, advocacy for 
all crime victims inciuding domestic ;;.ssault., general felony crimes. Provides legal~ social and 
medical referrals~ assists with filing crime~; compensation. Victim Advocate Interns provide 
services to children, the elderly, deaf and disabli:xl individuals on a regular basis 

Therapy lnt·ern: \Vhik under t\1e Slnervi~:ion of a Licensed Therapist~ an Intern in this position 
is expected to provide f:1.n inclepe:nden'. professio.n.al level of individual, iarnily and group therapy 
services for adult and child crime vic 1.ims in a variety of crisis and non-crisis situations. Therapy 
Interns provide: sen-ice~; to chi Idre;:-1, the elderly. dea:::· and disabled jndiYiduals on a regular basis 



Sexual Assmdt Nmrse Exami[ner~ \/\.'ork i.nvol·ves performing forensic sexual assault exams at 
Palm Beach County's dedicated sexual a.s.sault forensic exam facility, Butterfly House or at 
hospital emergency rooms \Vithin Palm Beach County. Provides timely, thorough, victim­
centered, medically focused assessnwnt and col.iection of forensic evidence of sexual assault 
viciims. On a reguia.r basis performs torensic exams on children 14 and over~ the elderly, deaf 
and disabled individuals. Performs pr tient assessment~ risk evaluations., management, and 
discharge planning of the sexua!. a.ssa.1lt vj :-:tim. 



Criminal Justice Information Services 
User Services Bureau 

VECHS USER AGREEMENT 
Volunteer & Employee Criminal History System (VECHS) for 
Criminal History Record Checks by a Qualified Entity under the 

National Child Protection Act of 1993, as amended, and 
Section 943.0542, Florida Statutes 

I. Parties to Agreement 

This Agreement, entered into by the Florida Department of Law Enforcement (hereinafter 
referred to as FDLE), an agency of the state of Florida, with headquarters in Tallahassee, 
Florida, and PALM BEACH COUNTY COMMISSION - VICTIM SERVICES & RAPE CRISIS CENTER 
with entity number: E50020021N50020021 (hereinafter referred to as User), located at 
205 NORTH DIXIE HIGHWAY SUITE 5.1100 WEST PALM BEACH, FL 33401 

1s intended to set forth the terms and cond1bons under which criminal history record checks 
authorized by the National Child Protection Act of 1993, as amended, (hereafter referred to as 
the NCPA), and as implemented by Section 943.0542, Florida Statutes (F.S.), shall be 
conducted. 

A. FDLE has· established and maintains intrastate systems for the collection, compilation, and 
dissemination of state criminal history records and information in accordance with 
Subsection 943.05(2), F.S., and, additionally, is authorized and does participate in similar 
multi-state and federal criminal history records systems pursuant to Subsection 943.05(2), 
F.S. 

B. FDLE and its user agencies are subject to and must comply with pertinent state and federal 
laws relating to the receipt, use, and dissemination of records and record information 
derived from the systems of FDLE and the U.S. Department of Justice (DOJ) (Chapter 943, 
F.S., Chapter 11 C-6, F.A.C., 28 C.F.R. Part 20). 

C. User is a business or organization, whether public, private, operated for profit, operated for 
not for profit, or voluntary entity operating within the state of Florida, which provides care or 
care placement services, or licenses or certifies others to provide care or care placement 
services. As such, the User is authorized to submit fingerprints and review resultant 
criminal history records as part of the screening process for its current and/or prospective 
employees and volunteers (which classes of persons shall be understood for purposes of 
this Agreement to include contractors and vendors who have or may have unsupervised 
access to the children, disabled, or elderly persons for whom User provides care), pursuant 
to Section 943.0542, F.S., and the NCPA, and forms the legal basis for User's access to 
criminal history record information derived from the systems of the DOJ. 



Criminal Justice Information Services 
Volunteer & Employee Criminal History System (VECHS) 
User Agreement for Criminal History Record Checks 
Page 2 

D. If the User is a governmental entity (e.g., city or county) with more than one functional unit 
(e.g., department, division, bureau, or office), the User will not be treated as a single 
qualified entity for purposes of participation in the VECHS program. Rather, each functional 
unit will be assigned its own account and corresponding Originating Agency Identifier (ORI) 
and will be treated as a separate and distinct qualified entity. Accordingly, fingerprints 
submitted on current or prospective employees and volunteers must be identified as coming 
from the functional unit with which the employee or volunteer is or will be associated (e.g., 
Parks and Recreation). The VECHS account assigned to one functional unit within the 
governmental entity cannot be used to submit fingerprints for other functional units within the 
same governmental entity. 

E. The National Crime Prevention and Privacy Compact (Compact) Act of 1998 established an 
infrastructure by which states can exchange criminal records for non-criminal justice 
purposes according to laws of the requesting state and provide reciprocity among the states 
to share records without charging each other for the information. The Compact also 
established a Council to monitor the effective use of the Interstate Identification Index (Ill) 
system for Federal-State exchange to ensure rules and procedures for effective and proper 
operations for Non-Criminal Justices purposes. The Council requires each state to adhere to 
national standards concerning record dissemination, use, system security, and other duly 
established standards, including those that enhance the accuracy and privacy of such 
records. The Federal Bureau of Investigation (FBI) shall conduct a triennial audit of each 
state to ensure compliance with Compact policies. Failure to remain compliant with Compact 
policies by each state could result in sanctions levied by the Council or ultimately loss of 
access to criminal history information contributed by other states through the Ill. 

F. User is desirous of obtaining and FDLE is required and willing to provide such services so 
long as proper reimbursement is made and all applicable federal and state laws, rules, and 
regulations are strictly complied with. 

II. Now, therefore, in light of the foregoing representations and the promises, conditions, and terms, 
more fully set forth hereinafter or incorporated by reference and made a part hereof, FDLE and 
User agree as follows: 

A. FDLE agrees to: 

1. Assist User concerning the privacy and security requirements imposed by state and 
federal laws; provide User with copies of all relevant laws, rules, and/or regulations as 
well as updates as they occur; offer periodic training for User's personnel. 

2. Provide User with such state criminal history records and information as reported to, 
processed, and contained in its systems and legally available to the User. 

3. Act as an intermediary between User and the DOJ, securing for the use and benefit of 
User such federal and multi-state criminal history records or information as may be 
available to User under federal laws and regulations. 

Revised 3/14/2018 



Criminal Justice Information Services 
Volunteer & Employee Criminal History System (VECHS) 
User Agreement for Criminal History Record Checks 
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B. User agrees to: 

1. Provide FDLE with properly executed applicant fingerprint submissions. 

2. Submit requests to FDLE for criminal history record checks pursuant to this agreement 
only for User's current and prospective Florida employees and volunteers, for whom 
User is not already required to obtain state and national (Level 2) criminal history 
record checks under any other state or federal statutory provision. User shall continue 
to comply with all other such statutory provisions for all applicable persons. 

3. Determine whether the current or prospective employee or volunteer has been 
convicted of, or is under pending indictment for, a crime that bears upon his or her 
fitness to have access to or contact with children, the elderly, or individuals with 
disabilities or to have to have responsibility for their safety and well-being. 

4. Obtain a completed and signed Waiver Agreement and Statement form from every 
current or prospective employee and volunteer, for whom User submits a request for a 
criminal history record check to FDLE. FDLE will provide the Waiver Agreement and 
Statement form to the User for dissemination. (The signed Waiver Agreement and 
Statement allows the release of state and national criminal history record information 
to the qualified entity.) The Waiver Agreement and Statement must include the 
following: (a) the person's name, address, and date of birth that appear on a valid 
identification document (as defined at 18 U.S.C. § 1028); (b) an indication of whether 
the person has or has not been convicted of a crime, and, if convicted, a description of 
the crime and the particulars of the conviction; (c) a notification to the person that User 
may request a criminal history record check on the person as authorized by Section 
943.0542, F.S., and the NCPA; (d) a notification to the person of his or her rights as 
explained in paragraphs 12-16 below; and (e) a notification to the person that, prior to 
the completion of the criminal history record check, User may choose to deny him or 
her unsupervised access to a person to whom User provides care. User shall retain 
the original of every Waiver Agreement and Statement form and make available to 
FDLE upon request. 

5. **IF USER IS PRIVATE, FOR PROFIT OR NOT FOR PROFIT** - Pay for services 
provided by FDLE and the FBI in accordance with Rule 11 C-6.004, F.A.C., with the 
submission of fingerprints. 

6. **IF USER IS A GOVERNMENTAL AGENCY** - If User has set up a billing account 
with FDLE for services requested pursuant to this agreement, User will reimburse 
FDLE, in a timely fashion, in accordance with Rule 11 C-6.004(3), F.A.C., upon proper 
presentation of billing for state services rendered and reimburse the FBI, in a timely 
fashion via FDLE, upon proper presentation of billing for federal services rendered. If 
User is not on a billing account, User shall pay for services provided by FDLE and the 
FBI in accordance with Rule 11 C-6.004, F.A.C., with the submission of requests for 
criminal history record checks. 

Revised 3/14/2018 
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7. **IF USER IS A GOVERNMENTAL AGENCY** - Maintain adequate records, and 
monitor and allocate funds for payment of services under this agreement 

8. Ensure that User personnel authorized to receive and handle criminal history 
information are made aware of the requirements outlined in this agreement 

9. Promptly advise FDLE of any violations of this agreement. 

10. Maintain an updated Agency Contact Form with FDLE and provide upon request. 

11. Share criminal history information with other qualified entities only after confirming with 
FDLE that the requesting entity has been designated a qualified entity and has signed 
a user agreement, and only after verifying that the current prospective employee or 
volunteer has authorized the release of his or her criminal history records, if any, to 
other qualified entities by a statement on his or her signed waiver. User will respond 
that it is unable to provide any information to the requesting entity if the current or 
prospective employee or volunteer has requested that his or her criminal history 
record (s) not be released to any other qualified entity. 

12. Provide to the applicant written notice that his/her fingerprints will be used to check the 
criminal history records of FDLE and the FBI. 

13. When a determination of the applicant's suitability for the job, license, or other benefit is 
based solely on the FDLE or FBI criminal history, provide the applicant the opportunity 
to complete or challenge the accuracy of the information in the record. 

14. Advise the applicant that procedures for obtaining a change, correction, or updating of 
an FDLE or FBI criminal history are set forth in F.S. 943.056 and Title 28, Code of 
Federal Regulations (CFR), § 16.34. The User may provide a copy of the applicant's 
criminal history to the applicant for their review and possible challenge. 

15. Afford the applicant a reasonable time to correct or complete the record, unless the 
applicant has declined to do so, before denying a job, license, or other benefit based on 
information in the FDLE or FBI criminal history. 

16. Establish and document the process/procedure it utilizes for how/when it gives the 
applicant notice, what constitutes "a reasonable time" for the applicant to correct the 
record, and any applicant appeal process that is afforded the applicant. 

Ill. Retention of Applicant Fingerprints For Applicant Fingerprint Retention and Notification Program 
(AFRNP) Participating Users 

A. User officially requests, and FDLE agrees, to enter and retain in the Biometric Identification 
System (BIS) the applicant fingerprints submitted for state and national criminal history 
record checks, by Users having specific statutory authorization, to participate in the AFRNP 

Revised 3/14/2018 
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for current and prospective employees, contractors, volunteers, and persons seeking to be 
licensed or certified. 

B. User acknowledges that, pursuant to Section 943.05(3), F.S., retained fingerprints will be 
available for all purposes and uses authorized for arrest fingerprint submissions entered into 
BIS pursuant to Section 943.051, F.S. 

C. Upon User's submission of such applicant fingerprints in a digitized format acceptable to 
FDLE for entry into BIS, FDLE agrees that the fingerprints will be retained. 

D. Users submitting applicant fingerprints in accordance with Sections 943.05(g)-(h) and 
943.0542, F.S., shall notify each person fingerprinted that his or her fingerprints will be 
retained for participation in the AFRNP and that the applicant's fingerprints will be retained by 
FDLE. 

E. FDLE agrees to search all arrest fingerprint submissions received under Section 943.051, 
F.S., against the fingerprints retained in BIS. When the subject of fingerprints submitted for 
retention under this program is identified with fingerprints from an incoming Florida arrest, as 
confirmed by fingerprint comparison, FDLE shall advise the User which submitted the 
applicant fingerprints of the arrest in writing (or other manner prescribed by FDLE). User 
acknowledges that arrests made in other states or by the federal government will not result in 
notification by FDLE, as User's access to these arrests is restricted by federal law. The 
information on arrests for these applicants in other states and by the federal government is 
available only upon a fingerprint submission to FDLE which will be forwarded to the FBI. User 
further acknowledges that, while it is not expected to be a frequent occurrence, if the 
submitted fingerprints for an applicant are of sub-standard quality or if the fingerprints 
submitted on an arrested individual were of sub-standard quality, the identification of these 
persons as the same may not occur and an arrest notification may not be made. User agrees 
that, until the arrest fingerprint submission is received by FDLE, FDLE will not identify the 
arrested person as the same individual retained in AFRNP. 

F. User agrees to remit an annual fee for participation in the AFRNP of $6 per individual record 
retained. The initial entry of an applicant's fingerprints into the AFRNP database must be 
accompanied by a state and national criminal history record check. There is no additional fee 
for the first year of participation in the program. For each succeeding year, the $6 per record 
annual fee will be charged. Users will be billed for this fee annually in advance on the 
anniversary month of the fingerprint record retention. 

G. The User acknowledges that its failure to pay the amount due on a timely basis or as 
invoiced by FDLE may result in the refusal by FDLE to permit the User to continue to 
participate in the fingerprint retention and search process until all fees due and owing are 
paid. 

H. Managing applicant fingerprints and billing: 

The User agrees to inform FDLE in writing or electronically, and receive written confirmation 
from the FDLE, of all persons previously submitted by the User with retained fingerprints who 

Revised 3/14/2018 
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are no longer employed, licensed, certified, or otherwise associated with the User in order 
that such persons may be removed from the AFRNP. 

There are two types of Users that manage retained fingerprints. Currently, some Users have 
direct access to manage fingerprints within the AFRNP database. Other Users do not have 
direct access to the system and communicate requests manually to FDLE through the 
Supplemental Authorization Form for Retained Applicant Deletions. 

1. For Users with direct access: Prior to the payment of any individual retention fee, the 
User may inform FDLE in writing (or other manner prescribed by FDLE) of any person 
with retained fingerprints who is no longer employed, licensed, certified, or otherwise 
associated with the User in order that such person may be removed from the AFRNP 
database. With respect to any person previously entered in the database for which FDLE 
does not receive notification of removal within a minimum of ten days prior to the 
anniversary date of the entry the annual fee must be paid. 

2. For Users without direct access: Prior to the payment of any individual retention fee, the 
User may inform FDLE in writing (or other manner prescribed by FDLE) of any person 
with retained fingerprints who is no longer employed, licensed, certified, or otherwise 
associated with the User in order that such person may be removed from the AFRNP 
database. With respect to any person previously entered in the database for which FDLE 
does not receive payment or notification of removal by the date specified on the invoice, 
the applicant fingerprints may be deleted. 

IV. Privacy and Security 

A. User shall use criminal history record information acquired hereunder only to screen User's 
Florida current and/or prospective employees and/or volunteers, and only for purpose(s) of 
employment and/or determination of suitability for access to children, elderly, or disabled 
persons, pursuant to the terms of the NCPA of 1993, as amended, and Section 943.0542, 
F.S. If User is a governmental agency, such records may additionally be used in 
administrative hearings associated with one of the enumerated purposes. 

B. User shall not duplicate and/or disseminate criminal history records acquired hereunder for 
use outside of User entity except as authorized by state and federal law. Sharing of criminal 
history records with other qualified entities is permitted by the FBI provided that: 

1. Such other entity is authorized to receive criminal history record information derived 
from the systems of the DOJ in the manner specified herein and User has verified the 
other entity's qualifying status as required herein. 

2. User has been approved to receive criminal history record information pursuant to 
specific statutory a~thority and shall not use criminal history record information acquired 
pursuant to such approval for any other purpose, pursuant to 28 CFR 50.12. 

C. Criminal history record information received based on a fingerprint based criminal history 
record should be considered current only at the time at which it was received. 
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D. Original Waiver Agreement and Statement form must be retained by User for as long as the 
employee or volunteer is working for User, or for five years, whichever is longer. 

E. User shall keep criminal history records acquired hereunder in a secure file, safe, or other 
security device, such as locked file cabinet in an access-controlled area, and shall take such 
further steps as are necessary to ensure that the records are accessible only to those of 
authorized employees who have been trained in their proper use and handling and have a 
need to examine such records. 

F. **IF USER IS SUBJECT TO THE PUBLIC RECORDS ACT** - A Florida criminal history 
record that is accessed by a state or local agency or qualified entity, under a regulatory 
statute approved by the FBI under P.L. 92-544 or under the NCPANCA as implemented in 
Florida by Section 943.0542, F.S., is not divisible into a state component that would be a 
public record under Section 943.053(3), F.S., and a national component that would be 
restricted under 28 C.F.R. s. 20.33. If a public record request is received by the accessing 
agency or qualified entity for such a record or records, FDLE will assist and work directly 
with the agency or qualified entity in responding to the request, and to any claim, demand, 
or suit, formal or informal, challenging that response, including any appeals. User shall not 
release any criminal history information that is made confidential or exempt from public 
records disclosure by law. In particular, record information derived from the DOJ shall not 
be disseminated to a non-qualified entity or used for a purpose other than that specified in 
the statute authorizing the request, Section 943.0542, F.S. 

G. When FDLE is auditing non-criminal justice agencies, the entirety of the FBI CJIS Security 
Policy (CSP) will be used to establish compliance. Appendix J of the CSP is a guideline 
which identifies specific areas of compliance for non-criminal justice agencies. This policy 
can be found at the FDLE website www.FDLE.state.fl.us. Significant areas are listed below: 

1. Local Agency Security Officer (LASO) - User shall appoint a LASO to function as the 
point of contact in regard to security and audit related issues. The LASO shall coordinate 
CSP compliance for the User. (CSP section 3.2.9) 

2. Agency User Agreements - CSP requires that FDLE have an agreement with the User 
that ensures compliance with the CSP (CSP section 5.1.1.6). Acceptance of this 
Agreement signifies the VECHS User's agreement to comply with the CSP. 

3. Security and Management Control Outsourcing Standard - Outsourcing which would 
allow an external entity to access criminal history information obtained and/or maintained 
by User is not allowed. User shall contact FDLE to obtain approval prior to entering into a 
contract or granting limited criminal history information access to another entity for 
purposes of creating or maintaining the computer system(s) needed to accept or house 
criminal history information. (CSP section 5.1.1.7) 

4. User agrees not to store criminal justice information obtained through the VECHS 
program outside the state of Florida. 
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5. Secondary Dissemination - User agrees to only release/allow access to authorized User 
personnel or other qualified VECHS entities confirmed through FDLE, pursuant to 28 
CFR 50.12. Each dissemination of criminal history information outside the authorized 
VECHS entity shall be documented in a dissemination log. (CSP section 5.1.3) This log 
shall include at a minimum: 

a. Date of Dissemination 

b. Applicant's Name 

c. Provider's Name (Released By) 

d. Requester's Name & Agency (Released To) 

e. SID/FBI Numbers 

f. Reason for Dissemination 0fVhy was this information requested? For what purpose?) 

g. How the information was disseminated (e.g. encrypted email, fax, certified mail, etc.) 

6. Security Awareness Training User shall ensure that all persons who 
access/process/read, or maintain criminal history information or the systems used to 
process/store criminal history information, complete, within six months of initial 
assignment, and biennially thereafter, the appropriate FDLE CJIS Online security 
awareness training. This security awareness training can be accessed through the FDLE 
website at www.FDLE.state.fl.us. (CSP section 5.2.1.1) 

7. Hard Copy Media Protection - User shall create and keep current a policy describing the 
procedures used to secure media hard copy criminal history results from unauthorized 
access/disclosure. The policy shall include, but not be limited to, destruction of paper 
media prior to further disposal, i.e., shredding before recycling. (CSP section 5.8) If User 
contracts with a third party company for the destruction of criminal history information, the 
destruction shall be witnessed by authorized User personnel. If the User stores hard copy 
media with a third party company, the media shall be secured in a way that access/view 
to the criminal history information is protected. 

8. Controlled Area - User shall designate appropriate areas for accessing, processing, and 
storing criminal history information. Access to such areas shall be limited to authorized 
personnel only, during access/processing. Electronic data stored should meet FIPS 
197 /AES 256 standards and transmitted data should meet Fl PS 140-2 requirements. 
Access to the application used to process/store criminal history information from outside 
the User shall include advanced authentication. (CSP section 5.9.2) 

9. Formal Audits and Audit Record Retention - User may be audited at any time and will be 
audited at least triennially by FDLE to ensure compliance with this agreement. The audit 
may either be on-site at the User's location or via correspondence, at FDLE's discretion. 
(CSP section 5.11) The User may also be selected for FBI audits. (CSP section 5.4.6) 
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The User must retain audit records and dissemination logs for a minimum of at least one 
(1) year. 

10. Personnel Security - FDLE has determined that Florida Statutes do not require the User 
to conduct state and national fingerprint based records check for non-criminal justice 
access to criminal history information. Therefore, compliance with these provisions does 
not require criminal history record checks of persons who access records. (CSP section 
5.12) 

11. Incident Response - User shall establish an operational incident handling capability for 
agency information systems that includes adequate preparation, detection, analysis, 
containment, recovery, and user response activities and create and keep current a policy 
that defines the response procedures for a security incident, relating to any compromise 
of physical or electronic criminal history information. The procedures shall include 
notification to the CJIS Information Security Officer at CJISISO@FDLE.STATE.FL.US. 
(CSP section 5.3) 

Additional Requirements Applicable to Users Maintaining Criminal History Information 
In Electronic Format 

12. Access Control/Encryption - The User shall ensure criminal history information is 
encrypted when transmitted or stored outside the User facility. Encryption shall meet the 
FIPS 140-2 standard. (CSP section 5.5.2.4) 

13. Logging - The User shall retain system generated audit logs from any system that is 
used to store, transmit, or process criminal history information (either from the application 
and/or operating system level) for at least 365 days to ensure conformance to prescribed 
security and access requirements. 

14. Electronic Media Protection - User shall create and keep current a policy describing the 
procedures used to secure electronic media criminal history results from unauthorized 
access/disclosure. The policy shall include, but not be limited to, destruction of electronic 
media prior to further disposal, i.e., wiping a hard drive before disposing or returning to a 
vendor. (CSP section 5.8) If User contracts with a third party company for the destruction 
of criminal history information, the destruction shall be witnessed by authorized User 
personnel. 

15. Identification and Authentication - User shall ensure access to systems used to 
process/store criminal history information requires individual authentication to verify that a 
user is authorized access to criminal history information. Passwords shall meet required 
security standards (CSP section 5.6.2.1). Advanced authentication shall be used for 
access originating from any controlled area. (refer to CSP section 5.6) 

16. Configuration Management - User shall maintain a network topological diagram depicting 
the system and network used to process or store criminal history information, and shall 
provide the diagram to FD LE/FBI during the audit process. (CSP section 5. 7) 
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17. System and Communications Protection and Information Integrity - User shall implement 
the proper safeguards to ensure the confidentially and integrity of criminal history 
information, to include, but not be limited to: 

a. Encryption of data during transmission and at rest 

b. Implementation of firewalls 

c. Use of intrusion detection tools 

d. Use of separate Virtual Local Area Network for voice over internet protocol 

e. Adhering to proper patch management 

f. Use of software to detect and eliminate malware, spam, spyware. (CSP section 5.10) 

V. Termination 

Either FDLE or User may suspend the performance of services under this agreement when, in 
the reasonable estimation of FDLE or User, the other party has breached any material term of 
the agreement. Furthermore, upon FDLE becoming aware of a violation of this agreement 
which might jeopardize Florida's access to federal criminal history information, FDLE shall have 
the option of suspending services under this agreement, pending resolution of the problem. The 
violation of any material term of this agreement or of any substantive requirement or limitation 
imposed by the federal or state statutes, regulations, or rules referred to in this agreement shall 
be deemed a breach of a material term of the agreement. 

Section 943.053(4), F.S., provides that criminal history record information received from FDLE 
"shall be used only for the purpose stated in the request." National criminal history information 
received from the FBI is made confidential by federal law and regulation. Section 815.04(3)(b), 
F.S., prohibits, as a third-degree felony, the willful and knowing disclosure of data from a 
computer system, without authorization, which data is made confidential by law. 

VI. Miscellaneous 

A. User agrees that: 

1. User is currently operating a lawful business or other entity within the state of Florida, 
with a physical address in Florida. 

2. User is legally authorized to operate its business or other entity within the state of 
Florida. 

3. User has complied and will continue to comply with all requirements to properly operate 
its business or other entity within the state of Florida. 
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4. User shall promptly notify FDLE upon any change to the above, including but not 
limited to name, address, and status as a business or other entity operating in Florida. 

B. This agreement supersedes any previous agreements concerning the NCPA of 1993, as 
amended, and/or Section 943.0542, F.S. 

C. This agreement may be amended by FDLE as needed, to comply with state or federal laws 
or regulations, or administrative needs of FDLE. 

D. This agreement is binding upon all User employees, agents, officers, representatives, 
volunteers, contractors, vendors, successors in interest, beneficiaries, subsidiaries, and 
assigns. 

IN WITNESS HEREOF, the parties hereto have caused this agreement to be executed by the 
proper officers and officials. 

NAME OF USER ENTITY PALM BEACH COUNTY COMMISSION - VICTIM SERVICES & RAPE CRISIS CENTER 

ENTITY HEAD ______________ TITLE _________ _ 

(PLEASE PRINT) 

(SIG NATURE) 

FLORIDA DEPARTMENT OF LAW ENFORCEMENT 

BY TITLE Planning and Policy Administrator 
--~~~~~~~~~~~~~~~~~~~~ 
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FLORIDA DEPARTMENT OF LAW ENFORCEMENT 
CRIMINAL JUSTICE INFORMATION SERVICES 

CJIS AGENCY CONTACT FORM 
Non-Criminal Justice Agency 

The Florida Department of Law Enforcement (FDLE) Criminal Justice Information Services (CJIS) Users' Agreement 
requires each agency to appoint the Local Agency Security Officer (LASO). Other appointments include the CJIS Online 
Administrator and nexTEST Administrator, a description is provided for each designation. Enter the pertinent information 
into this form and return it to FDLE by fax or email. Scanning and emailing the form to CJISIDT@fdle.state.fl.us is the 
preferred method. However, if your agency is unable to send this form electronically, then you may return the form by 
faxing it to (850) 410-7125. 

Date: ______________ _ 

A N 
PALM BEACH COUNTY COMMISSION -VICTIM SERVICES & RAPE CRISIS CENTER A ORI E5QQ2QQ21 N5QQ2QQ21 gency ame: gency : __________ _ 

Physical Address: 205 NORTH DIXIE HIGHWAY SUITE 5.1100 WEST PALM BEACH, FL 33401 

Mailing Address (if different):---------------------------------

ChiefE~cuti~orOfficial's(AgencyHead)Signatura: ________________________ _ 

Chi~ExecutiveorOfficial'sPrin~dName: -----------------------------

CJIS Online (Security Awareness Training) Administrator 

Name: _____________________ Title: _________________ _ 

Phone #: ____________ Cell Phone: ___________ Fax: -------------

E-mail Address:--------------------------------------

Local Agency Security Officer {LASO) 

Name: _____________________ Title: ------------------

Phone#: ____________ Cell Phone: ___________ Fax: ____________ _ 

E-mail Address:--------------------------------------

nexTEST Administrator 

Name: ________________________ Title: ______________ _ 

Phone #: ____________ Cell Phone: ___________ Fax: ____________ _ 

E-mail Address:--------------------------------------

Secondary notification email address: -------------------------------
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CJIS AGENCY CONTACT DESCRIPTIONS 

Brief descriptions of the designations outlined on the CJIS Agency Contact Form are provided to assist the 
agency head in making the best and most appropriate designation selections. An agency head may want one 
person to handle all the designations, or choose different agency members for each position. At a minimum, 
all persons assigned to a designation should have a working knowledge of Windows based software systems, 
good organizational skills, and be able to communicate effectively as an agency representative. 

CJIS Online Administrator - The CJIS Online system is used by individuals who require Security Awareness Training 
because they have unescorted access to the agency's Secured Area and may encounter (hear or read) Criminal Justice 
Information. The CJIS Online Administrator maintains the CJIS Online System by; creating user accounts, tracking users' 
training, responding promptly to system generated testing and expiration email notifications, and inactivating expired user 
accounts. 

Local Agency Security Officer (LASO) - The Local Agency Security Officer (LASO) is responsible for the agency's 
technology compliance with the FBI CJIS Security Policy (CSP) and all applicable security requirements. The LASO 
should be knowledgeable of the technical aspects of the agency's network and maintain an ongoing working relationship 
with the local technical staff. The LASO is also required to provide the agency's network diagram and be responsible for 
the triennial CJIS Technical Audit. The LASO must complete the online LASO training available in nexTEST within 60 
days of appointment to the position and complete and maintain an active certification status of Level 4 Security 
Awareness Training. 

nexTEST Administrator- The nexTEST Administrator maintains the nexTEST system by creating user accounts, tracking 
user's training, responding promptly to system generated testing and expiration email notifications, properly marking user 
accounts inactive when a user leaves the agency or no longer needs access, and contact the FDLE ID& T staff when an 
account needs to be moved to the correct agency list. 
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VECHS Contact Information 

Mailing Address 

FDLE 
User Services BureauNECHS 
PO Box 1489 
Tallahassee, Florida 32302-1489 

Direct Contact 

Phone Number: (850)410-8161 
Fax Number: (850) 488-4424 
Email: PublicRecords_ VECHS@fdle.state.fl.us 

Other Resources 

FDLE Home: www.fdle.state.fl.us 

VE CHS 
Volunteer and Employee 
Criminal History System 

Physical Address 

FDLE 
User Services BureauNECHS 
2331 Phillips Road 
Tallahassee, Florida 32308 

Hours of Operation 

Monday - Friday 
8:00 a.m. - 5:00 p.m. 

CHS Home: www.fdle.state.fl.us/Criminal-History-Records/Obtaining-Criminal-Historv-lnformation.aspx 
VECHS Home: www.fdle.state.fl.us/Background-ChecksNECHS-Home.aspx 
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Welcome to Florida's VECHS Program 

VE CHS 
Volunteer and Employee 
Criminal History System 

Welcome to the VE CHS Program at the Florida Department of Law Enforcement (FDLE). We 
appreciate your participation in the VECHS Program, and your goal to protect children, the 
elderly, and the disabled. We look forward to providing you with state and national criminal 
history record checks, in conjunction with the Federal Bureau of Investigation (FBI), on your 
current and/or prospective employees (E) and/or volunteers (V), through your submission of 
electronic fingerprints, pursuant to the National Child Protection Act of 1993, as amended, and 
section 943.0542, Florida Statutes (1999). 

Please visit the VECHS website at http://www.fdle.state.fl.us/Background-ChecksNECHS­
Home.aspx for more information about the program, forms, and frequently asked questions. 
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VECHS Overview 

VE CHS 
Volunteer and Employee 
Criminal History System 

VECHS (pronounced "vecks") is an acronym for the Volunteer & Employee Criminal History 
System at the Florida Department of Law Enforcement (FDLE). The VECHS program was 
implemented in 1999 and is authorized by the National Child Protection Act (NCPA) (1993), as 
amended, and Florida Statute 943.0542 (1999). The mission of the program is to protect 
children, the elderly, and the disabled. 

Through the VECHS program, FDLE and the Federal Bureau of Investigation (FBI) provide 
state and national criminal history record information on applicants, employees, and 
volunteers to qualified organizations (not individuals) in Florida. With this criminal history 
information, the organizations can more effectively screen out those current and prospective 
volunteers and employees who are not suitable for contact with children, the elderly, or the 
disabled. 

To be qualified to participate in the VECHS program, an organization (public, private, profit, or 
non-profit) must offer "care" or "care placement services," or facilitate a program that offers 
"care" or "care placement services," as defined in the above laws, exclusively to children, the 
elderly, or the disabled, even if such program is only a limited part of the organization's overall 
business. 

The VECHS program is not available to organizations that are otherwise statutorily required to 
obtain criminal history record checks on their employees and/or volunteers, such as daycare 
centers. Those organizations must continue to follow the statutory mandates that specifically 
apply to them. If, however, an organization is required to obtain state and national checks on 
only specific types of employees or volunteers, the VECHS program may be able to process 
requests for state and national checks on the organization's other employees or volunteers. 

Participation in the VECHS program is strictly voluntary for those organizations that are not 
statutorily required to obtain criminal history record checks on their employees and volunteers. 
The National Child Protection Act (NCPA) does not replace the existing Florida statutes that 
mandate state and national criminal history record checks for employees of specified caretaker 
programs, which include, but are not limited to the following: school district instructional and 
non-instructional personnel, nursing home administrators and financial officers, and child care, 
substance abuse, mental health, and developmental service programs. If your organization is 
presently required to obtain criminal history checks on employees and/or volunteers, you must 
continue to do so under the applicable Florida law. 
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VECHS Overview, (continued) 

VE CHS 
Volunteer and Employee 
Criminal History System 

Once an organization becomes qualified and provides the required information for criminal 
history record requests, FDLE, with the assistance of the FBI, will provide the organization with 
the following: 

~ An indication that the person has no criminal history, i.e., no serious arrests in state or 
national databases, if there are none; 

~ The criminal history record (RAP sheet) that shows arrests and/or convictions for Florida 
and other states, if any; 

);::. Notifications of any warrants or domestic violence injunctions that the person may have. 

The qualified entity will need to review the information to determine if there is any reason that 
the employee or volunteer should not be allowed to work with children, the elderly, or the 
disabled. If no criminal history record is found, an entity should not necessarily assume that 
there are no risks to employing or using the volunteer services of the individual. Simply stated, 
"no record" means that he or she does not have an arrest or conviction known to FDLE or the 
FBI. 

If the employee or volunteer has a criminal record, the qualified entity should evaluate whether 
the individual should be permitted contact with children, the elderly, or the disabled. Neither 
the NCPA nor Florida law governing the VECHS program defines specific criteria to use during 
this evaluation of an entity's employee or volunteer. Therefore, FDLE does not set specific 
screening criteria either. 
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VECHS Waiver Form 

VE CHS 
Volunteer and Employee 
Criminal History System 

Obtain a completed and signed VECHS Private School Waiver Agreement and Statement from 
every current or prospective employee and volunteer for whom User submits a request for a 
criminal history background check to FDLE. The signed waiver form allows the release of 
state and national criminal history record information to the qualified entity. 

Original waiver forms must be retained by the qualified entity for as long as the employee or 
volunteer is working or for five years, whichever is longer. 

Personal Review 

Florida and federal laws afford individuals the right to request a copy of their criminal history 
record for purposes of personal review, to ensure that it is accurate and complete. The 
requestor may examine the record and challenge any inaccurate or incomplete information. 
There is no charge assessed by FDLE for this service. 

More information can be found at the following website: 

http://www.fdle.state.fl.us/Criminal-History-Records/Personal-Review.aspx 

If you have any questions about this process, please contact the Criminal History Record 
Maintenance section at (850) 410-7898. 
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Electronic Submissions 

VE CHS 
Volunteer and Employee 
Criminal History System 

Criminal history record checks are one of several methods of determining the suitability of 
individuals who seek employment or volunteer positions with organizations. The NCPA specifies 
that the criminal history records search must be based upon fingerprints. Therefore, each 
request for a criminal history background search must be accompanied by a set of 10-print 
fingerprints. 

Criminal history record check requests are processed through the Civil Workflow Control 
System (CWCS), pronounced "QUICKS", an automated system used to receive, process and 
respond to electronic requests for applicant criminal history record checks. These checks are 
completed within 24-72 hours after receipt of the transaction and the results are posted to a 
secure mail application. 

The cost of each electronically submitted record request will be $36.00 for employees and 
$28.75 for volunteers, and is set by state and national laws. All "service providers" will assess 
a fee in addition to the cost of the actual criminal history for capturing the fingerprints and 
submitting them to FDLE. A list of registered service providers can be found on the VECHS 
website. 

Criminal history results for electronic submissions are posted to FDLE's secure mail application, 
SecureMail. Once the criminal history results are ready, your entity will receive an e-mail 
notification containing a link to the application where criminal history results may be viewed. 
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Rejected Fingerprints 

VE CHS 
Volunteer and Employee 
Criminal History System 

Electronic images may be rejected for various reasons; for example, fingerprints that do not 
have legible patterns will be rejected by the FBI. A rejection notice will be returned to the 
submitting entity along with the state of Florida results via SecureMail. A new set of fingerprints 
along with the transaction control reference number (TCR) must be resubmitted electronically 
for proper processing. The TCR can be found in the rejection notice from the FBI. This number 
is unique, can only be used once, and is specifically tied to the transaction control number 
(TCN) for the fingerprinted applicant. 

All resubmissions must be returned within 180 days from the date the original fingerprint 
submission was rejected. New fees will be assessed for resubmissions of fingerprints that do 
not include the TCR number or are not resubmitted within 180 days. If fingerprints are rejected 
a second time after providing fingerprints with the TCR number, a name search is to be 
requested of the FBI (see next section: Name Searches). 

Name Searches 

The FBI will conduct a name-based search for individuals whose fingerprints are rejected based 
on image quality for two separate sets of fingerprints. A duplicate image cannot be submitted; 
two different sets of images must be submitted and subsequently rejected for the FBI to conduct 
a name search. The entity must complete a CJIS Name Search Request Form and either fax 
or mail the form directly to the FBI. All requests for name-based searches must be submitted 
within 90 days of the second rejected transaction notice. 

On the name check form, the "ORI of State/Federal/Regulatory Agency" and "Address of 
requesting agency" have already been populated with the appropriate data and should not be 
modified. VECHS customers may choose to either fax the completed CJIS Name Search 
Request Form to (304) 625-5102 (ATTENTION: NAME CHECK REQUEST) or submit the form 
via mail to the following address: 

FBI CJIS DIVISION 

IDENTIFICATION AND INVESTIGATIVE SERVICES SECTION 

MODULE E-2 

1000 CUSTER HOLLOW ROAD 

CLARKSBURG, WV 26306 

ATTENTION: NAME CHECK REQUEST 

Please remember that all requests for name-based searches must be submitted within 90 days 
of the second rejected fingerprint notice. Please be sure to complete the contact and phone/fax 
number information for your entity. To ensure complete and accurate processing, please also 
include your assigned entity number in the "Entity/OCA Number" field at the bottom of the form. 
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Reminders 

VE CHS 
Volunteer and Employee 
Criminal History System 

All records obtained through this program must be stored in a secure area and apart from other 
documents. 

VECHS program records are subject to audit by state and federal government officials. 

Criminal history information may only be used for screening purposes that are defined in your 
user agreement. 

Criminal history information or records may not be shared with other persons, companies, 
agencies, or entities, except as authorized by your user agreement and the laws governing this 
program. 

Record information may only be shared with other qualified VECHS entities after confirming 
with FDLE the status of the entity. In addition, a secondary dissemination log (VECHS 
Dissemination Log) must be maintained detailing the facts about what, when, where and to 
whom any information is shared. All record information should be retained for a minimum of 
five years or for as long as the employee/volunteer is active with your entity, whichever is 
longer. 

Notify the Criminal History Services Section with the VECHS Account Update Form 
whenever there are changes to your entity name, entity head, physical and/or operating 
address, mailing address, contact person, phone numbers, or any other information that may 
affect your user agreement with FDLE. 

10 



VE CHS 
Volunteer and Employee 
Criminal History System 

Applicant Fingerprint Retention Notification Program {AFRNP) 

FDLE developed the Arrest Fingerprint Retention Notification Program (AFRNP) because of 
legislative mandates for the retention of certain electronically submitted applicant fingerprints 
and monitoring for new arrests. All incoming Florida arrest fingerprints are searched against 
fingerprints retained in the AFR NP. When the subject of retained fingerprints is identified with 
fingerprints of an incoming Florida arrest, FDLE notifies the submitting agency of the arrest 
(referred to as an arrest hit notification). The arrest hit notifications will include the name of the 
arresting agency. 

The AFRNP can only conduct searches against incoming Florida arrest fingerprints. Arrests 
made in other states or by the federal government will NOT result in arrest hit notifications. 
Information on arrests in other states or the federal government is only available in the results of 
a state and national criminal history record check. 

The quality of fingerprints submitted into the AFRNP has a direct effect on the search and the 
resulting arrest hit notification. Customers should understand if submitted fingerprints for an 
applicant or an arrested individual were of sub-standard quality, the identification of the 
applicant as the arrested person may not occur and an arrest notification may not be made. 
Also, until the arrest fingerprint submission is actually received by FDLE, there is no way 
to identify an arrested person as an individual retained in the AFRNP. 

IMPORTANT NOTE 

FDLE retains only those applicant fingerprints authorized by law. All other applicant 
fingerprints submitted ARE NOT automatically retained in the AFRNP. An entity may request 
retention of fingerprints in the AFRNP by submitting this request in writing on agency 
letterhead. 

Retained Fingerprint Invoices and Fees 

The cost for the first year of fingerprint retention is included in the initial criminal history record 
check fee. After the first year of retention, the annual fee for participation in the AFRNP is 
$6.00 per individual record retained. Entities will be billed for this fee annually based upon 
the anniversary month of the initial fingerprint record retention date. 
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VE CHS 
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By participating in the Applicant Fingerprint Retention and Notification Program (AFRNP), your 
organization as a VECHS Qualified Entity will be given access to the FALCON system. 
FALCON allows you to manage your entity's retained fingerprints. 

In order to access the functionality to manage your entity's retained fingerprints, you must 
complete the online training module. After FDLE receives your certificate of completion, a user 
account will be established for you within the FALCON system. Your User ID and login 
information will be emailed to you when this process has been completed. 

FDLE will mail monthly invoices for annual fingerprint retention fees. Invoices will be mailed at 
the beginning of each month and will include any retained applicants with an anniversary date 
during that month. 

To avoid being billed for individuals whose fingerprints are no longer required to be retained, 
you must remove the fingerprints from the AFRNP at least ten days prior to the first day of their 
retention anniversary month. If you neglect to delete the fingerprints within this time frame, an 
invoice will be generated for the cost of another year of retention ($6). No credits or changes 
can be made to an invoice once it has been generated. 

IMPORTANT NOTE 

Any additional users must undergo this training and are not authorized to access FALCON until 
the training certificate has been completed by the user and their unique login is created. 

Contact the VECHS program at (850) 410-8161 for access to this training module. 
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An FBI Submission (fingerprint resubmission) is a feature within FALCON that allows retained 
fingerprints to be resubmitted to the FBI in order to capture current criminal history information. 
Since retained fingerprints are being monitored for subsequent Florida arrests, a resubmission 
would provide updated national results by performing a new state and national criminal history 
record check. FBI Submissions may be requested at any time. 

The standard fees for resubmissions are: 

Employee FBI Submission Fee: $12.00 

Volunteer FBI Submission Fee: $10.75 

5-Year Resubmission Requirement 

For Private Schools Receiving Scholarships or Department of Education (DOE) Funding 

Florida Statute 435.04 requires that employees or contracted personnel must meet certain 
screening criteria. As retained fingerprints are only monitored for subsequent arrests in the 
State of Florida, updated criminal history results would need to be requested at the national 
level to maintain compliance with this law. Florida Statute 1002.421 (3)(d) requires these 
individuals are rescreened every five years following initial employment or engagement of 
providing services with a private school. This law ensures that the individuals continue to meet 
the original screening standards, and can be achieved by utilizing the FBI Submission function 
within the FALCON application. The entity will be billed on a monthly basis for any fees 
associated with FBI Submissions. 

Other Retained Entities 
Entities Not Receiving Scholarships or Department of Education (DOE) Funding/Entities not 
subject to Florida Statute 1002.421(3)(d) 

As retained fingerprints are only monitored for subsequent arrests in the State of Florida, an 
entity may request an updated national criminal history record at any time. This can be 
achieved by utilizing the FBI Submission function within the FALCON application. The entity will 
be billed on a monthly basis for any fees associated with FBI Submissions. 

13 



E s and boo 

VE CHS 
Volunteer and Employee 
Criminal History System 

cknowledgement Form 

This form requires VECHS entities to acknowledge receipt of the VECHS Handbook, attached 
hereto. Representatives or employees of the VECHS entity are encouraged to contact the 
Florida Department of Law Enforcement (FDLE) in the event the entity has questions regarding 
any of the policies, procedures, or forms discussed in this handbook. 

For inquiries related to the VECHS program, VECHS Handbook, policies, or associated forms, 
please contact FDLE at: 

(850) 410-8161 
PublicRecords_ VECHS@fdle.state.fl.us 

Entity Name 

Entity Head Entity Head Title 

Entity Head Signature Date 

NCPA-015 Revised 04/2018 



FALCON 
Florida's Integrated Criminal 
History System 

ORGANIZATION INFORMATION 

NEW USER INFORMATION 

First Name 

Middle Initial ---------

Last Name 

Entity Name-----------------------

Phone Number ____________ _ Extension (optional) ------------

Email -----------------------------------------~ 
Role QuserOnly Q User and Supervisor 

FALCON SUPERVISOR INFORMATION 

The FALCON Supervisor does not have to be your employer, manager, or supervisor. The FALCON Supervisor will 
have the ability to review all pending deletions of retained applicant fingerprints for their assigned user(s). Every user 
must be assigned a supervisor, so please select from the options below. 

0 I will be assigned as my own FALCON Supervisor. I will have the ability to review my own pending deletions of 
retained applicant fingerprints. 

0 I would like to name another user to be my FALCON Supervisor. This person will have the ability to review my 
pending deletions of retained applicant fingerprints. 

FALCON Superv~orFirstName -----------------------------~ 

FALCON Supervisor Last Name-----------------------------~ 

FALCON Supervisor Phone Number _________ Extension (optional)------------

FALCON Supervisor Email-------------------------------

Please note that if the above named FALCON Supervisor does not have an existing FALCON User account, he/ 
she will need to fill out a FALCON User Profile Registration Form, with the role "User and Supervisor" selected, 
to register. 

FOR FDLE USE ONLY 

Assigned User Name ___________________________________ _ 

Date Entered ______ Entered By _______ Date Verified _____ _ Verified By _____ _ 

USB-035 (REV. 4/23/18) FALCON User Profile Registration Form 


