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Minnesota Department of Human Services

APPLICANT BACKGROUND STUDY

Youréceived this form because you applied for a liosiﬁun that requires a Minnesota Départmeht of Human Services (DHS)' -
background study. Follow the inatrutions below to submit your background study requestto the provider, Tl provider will review
and may submit your beckground study request to DHS. Provider means a facility, program, or agency initiating background study

requests wnder Minnegata Statutes, chapter 245C.

Provider Name and License Number

Provider Number
'9DDN4N.

7. Qo to NETStudy 2.0 Applicant Portal
http!wngtstuﬂyz.dhs.:’ataie.mn.usmppllaam

2. Create an Account i you have not crested an account
before; .

2, Click “Regiator 89 a new user.” -
b. Buter your acéowst tnformation. Click “Regfster.”
©. - Check yout email for the tempotary password,

3 Login . -
Your ugernamo is your email address. A tempordry password
was gent to the email account you ussd to register, When you
login, you will be prompted te ehangs your password and
choose & security question. .

4, Enter Application Information

8. Click “Crente Application on the home screen
b, Eter SDDINGN in the provider munber fisld, Click
Search, If the correct provider is displayed, olick
. "Continue Application.” If an incarmect provider fs
displayed, contact the provider that gave you this form.
o. Buter your demogmphic information. Click "Neat™ aftar
. yon have completed the requived ficlds on each sereen.
d Onthe t Informition screen click “Pay Now."
. After clicking ®Complste Payment” a new tab with the
* DHS Blectronic System will'open, Click “Pay
without Registering * and complete the payment process.
& After you heve completed payment, return to NETSwmdy
2.0 and click “Continue.” After reviewing the reglatry
scyaen, click “Finish." Clicking “Finish™ will submit your
application to the provider. ) .
f Be careful to entec the information correctly. You will nat
be sble to change it unlass you contact the provider.

5. Refrlave the Fingerprint and Photo
- Authorization Form

After the provider submits your background study to DHS,
you will recelve &n emall that the Fingerprins and Fhato
Authorization Forr is availeble, Login to NETStudy 2.0, On
the home screen, loeate the Fingavprint and Photo
Authorization Form under “Forrs™ for the applicable
provider, .

LAKE SUPERIOR COLLEGE (300161) 900161

Frequently Asked Questions

How much does {he hackground study cost?
The background study fee is $20.

How can | pay?
‘The background study fee must be paid uslig the DHS Hlecfronic -
Payment System throngh NETStudy 2.0. You can.use a creditor
dobit card to make the payment... You can setup aa account if you,
plan to use the DHY Electronic Payment System for other

studies or you can bypass the account setup by
clicking, “Pay without Reglstering.* .

Wil | be notifiad when | cen ke fingerprintad and
photographed? o

Yes. You will be notlfied by email that the provider submitted the
background study to DHS. Log into NEFStudy 2.0 to retrisve the
Fingerprint and Photo Authorization Form on the home screen
under “Forms"” for, the appliceble piovider. You cannot be
fingerprinted and photographed until the provider anbmits the
backgwound study request to DHS, . '

What happens next? . oo
The provider will review aud vedfy your background sudy |
informatlon. If the provider chaozes t6 subrult the hackground

' study request, you and the previder will recalve a notice of your - .

background study status, The notlcs will be mailed to you within
threo days of your fingerprints aud photo being taken, The
provider will receive tie notice electronically. _

‘Where do | find more Information?

You can find informetion on the Background Stady website at -
www.DHS.state.mo.us, select Gensral Public; Office of Inspectar
Cleneral; Background Studies.

What If | have questions? © .

1f you have questions sbowt your background, study stats cell -
(651) 4316520, T you have questions about this notics or
technical 1ssuex registering an account call (651) 431-6625.

Verslan: 03212016
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Minnesota Department of Muman Services —

BACKGROUND STUDY NOTICE OF PRIVACY PRACTICES
_Bécause&mbepakunani of Hiiman Services (DHS) is asking you to provldé private Information, you have privanjv Hghts under

the Minnesota Governmtent Datz Practices Act, This law protects your Frivacy, but also allows DHS to give informalion about

you to otfiers when the law requires it. ‘This notice
You may acceas your information, o

Why (s DHS asking me for my private .

" Informution? - o .

. A backeround study from the Department of Human Services
(DHS) is required fior your job or position. The private
information s needed to conduct the hackgirourd stady.

How will | he notified that & background study
was submitted on me? .

DHS will mail yon a notice within thres working days after 2
request for 2 background atudy fs submitted on you, The notice
will contain the background study result or et you know that
‘more time Js needed to complete the background study, The
notice will alto identiy the entity that submitted the
background study request, .

What information must | provide to complete
the bachkground study?

" 'You are required to provide enough information to ensure an

accurate and complete background study. This includes your: -

w  first, middle, and last name and i names you have ever
beenknown by or uged;

w cunent homie address, city, zip code, and state of
residemce; = " . . ot

= previous home addregses, city, county, and states of
residence for the ldst five years; .-

n sex and date of birth; -

a drivers lic_:ense or otha-r'ldmﬂﬂcaﬁon mimber, and;
= fingeprints and a phatogragh,

How will the Information that | give ke used?
The information will be vsed to perform a background study
that will include a check to determine whether you have any
criming] records and/or have bean fonnd responsible for
substantiated maltreatment of a valnerable adult or ohild.

. Badkground etudy Jatn is classified a3 “private data” and
c}innntge shered witliont your consent except as explained in
this notica. ' .

What may happen if I provide the
information? .
You could be disqualified from positions that require 2 DS
beckground study if vow are found to have committed certain
<rimeg, been determined reaponsible for meltregtment of &
vulnsrable adult or child, or have other records that require

disquelification. If you do not heve a disqualifying record, you

will be gleared to wark. :

describes how your private information may be used and dleclosed, and how

. Whint I | rofuse to provide the Information?

You will be disqualified if you rcfuse fo provido information
to complete an accurate background study, You will motbe
able to wark in & position that requires a DHS background
study, ) . . .
Who will DHS giva my Information to?

DHS will only shiare tnformation abont yau as needed and ac
allowed o required by law. The identifying information you
provide will be shared with the Mirn=sots Bureay of Criminal
Apprehension and in some cases the Federal Buvean of
Investigation (FBI). If there is reagonablo conse to belleve that
other agentiss may have information related tp a
disqualification, your identifying infommation may alsobe ~ |
shared with: ' .

= county autormeys, sherlifs, and agencles;

»  cousts and juvenile coutts; - :

» . local police; L

a" the Office of the Attorney Genérsl, and;

» agencies with criminal record information systams in
ather states, .

Whait information will DHS shars with the

- antity that requestad my backgraund study? -

The entity that requested the background study will be

* notifisd of your background study determination.

" ¥ you are disqualified the sty will not be told the reason

unless you were disqualified for refusing to cooperite with
the background study or for substantiated maltreatment of a
minor or vulnerable adult ' :
What other entltles inlght DHS share

infarmation with? _
Inli:;matioit about your Background study may be shared
with;

»  the Mirmesots Depariment of Health;

w  the Minnesota Departraent of Corractions;
» the Office of the Attorney General, and;
health-related Heensing boards.
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- What -my disguaiification Is set agide? _
If' you request tecansideration of your disqualification and your

dinqualification is set snide, the entity thet requeated the -
hackground study will be informed of the reason(s) for your
divqualification unless the law etutes otherwize. DHS will
provide inforruation about the dectalon to set aside your
disqualification if the entity requests it,

Uniless prohibited by law, your name and the reason(s) for your
disqualif' ication will become public data if your set aside is for

. achild cere center or & family chifd care provider
Heenssd under chapter 245A, or;

.' an offense 1dantiﬁed inaectlon 245C.15, subdivision 2.

For furee bwkgmund stidles submitted by entitles that provida
the same type of services as the servicss you were set seids for,
the sot eside will epply nlosw . )

»  Yyou were disqualified for an offeuse in section -
245C.15, subdivision 1 or 2, or; .

w  DHS receives additional information indinat!ng that
you pose a rigk of herm, or;

w  your set apide was limited tu a specific parson
teceivmg services.

In Eddll‘-wn. those entities will be informedof the teason(s) for

your disqualification unless prohiblted by law.

Will my tingerprints be kept?
DHS and the Bureau of Criminal Apprehmsmn will not keep
your fingerprints. However, if an FBI check is requived for your

- background shady, the Federal Bureau of Investigation (FBI)

will keep your fingerprints mdmay use them for otfrer
Puaposss.

What information can the ﬂngurpnnt lnd photo

sito viaw and kewp?

" The fingesprint and photo eite czn view identifymg infomatmn

to varify your identify. The fingecprint and photo site will not.

.Xkeep your fingerprints, photo, or most other infarmation. The
fingerprint and photo site can keep your nams and the date and -

time your fimgerprints weze recordéd and sent, for :mdmng and
Miling pusposes.

Who can sas my phota?
Your photo will ke kept by DHS, If you provlde your soclal

. security number to allow your backgreund study to be

transferable to fufure entitiss, yout photo will be available to
those entitics fo verify yoir idmity

-

* Wiat are my rllhil about the Infmmtlon you -
have about me? S ol
»  Youmay askif we have information shout you and
request In wiiting to get capies. You may have to pay
for copies.
s You may give other peaple permiasion to see end have
- oopies of private information about you,
»  You may ack it wiiting & report that lsts the entltiss
that submitted a background study request on you,
= - * You may ask in writing that the irformation used to
complste your background study be destroyed. The
information witl be desfroyed if you have:

(1) not been eftilizted with any entity for the
praviony two years, and;
(2) no cunent disqualifying characteristie(s).

Fleass sond all written requests to;

How lnns wlll nl-ll lmcpmy haalqmuni

.study | Information?
DHS wm destroy:

N yonr photo when you hnvo fot been affilisted with an
: eutity for two yoars, :
s sy background date collected an a you afier two
yearg following your death or 90 years after your dats
of birth, except when readily availabla date indicatés
thet you are still kiving.

What Is the fegal suthority for DHS to

comduct background studiss?

Background studies are completed by DHS agcording to the -
requirements in Minnesota Stattes, chapter 245C.
Background studies ere anthorized under Minnesota Statutes,
sections 256B.0943, subdivision Sa; 25680659, mubdivision
11(a)(3); 241.021, subdivision 6(a);144 057, subdivision 1;

- 518.188, suhdivision 4, and 524 5-118;

What it | think my prlvuc,v rights have haan
violatad?

You may report 2 camplalat if you believe your privacy dghls
have been ylolated, If you thick that the Minnesota -
Department of Homan Services violated your privacy rights,
you may send a writlen complaint to the Minresota
Deparitnent of Human Services, Privacy Official at:

" Updated: 020122013



- Minnesota Department of Human Services
Fingerprint/Photo Information

v There is a $9.10 fee to get your fingerprints and
photo taken. If you choose to pay at the door, the
organization will only accept checks or money
orders.

v If you would like to pay this fee online prior to your
arrival, please visit the following website:

v https://www.aps.qgemalto.com/mn/index MN.htm

v Choose Minnesota NETStudy 2.0 at the bottom
right corner of the page.

v’ Select Pay by Credit or Debit Card.

v’ Enter your study information from your Fingerprint
Authorization Form, which you will receive via
email once your study is submitted.

v’ Bring your receipt of payment with you to the
organization and present it at the time of printing.

See the following two pages with location and hours for
Keystone Bluffs and Duluth Bethel.



MUY AFD - R : https://cogentid. Sm.com/myMN_S1ies/K eystonesumsAssIsiedl1ving. atm

Keystone Bluffs Assisted Living
2528 Trinity Rd, Duluth, MN 55811

Hours No appolntments needed.
Contact the location in advance if four or more people are planning to be fi ngerprlnted atthe
same time.

You may visit the fingerprint site anytime du rihg the hours listed below.
Mon - Frl 8:00am to 12:00pm and 1:00pm to 3:00pm
Closed weekends and Holidays

Payment Credit and Debit Card payments must be made in advance Checks and money orders will be
‘ accepted at the location. '

Please have check or money order made out to 3M Cogent

Directions | Click here for directions (https://www.google.com/maps/place
/2528+Trinity+Rd,+Duluth,+MN+55811/@46.7882455,-92.1442998,17z
- fdata=13m1[4b114m5I3mdl1s0x52aedd3e5f33ad6d:0%21094da102eaaad6!8m213d46, 7882455!4d-

92.1421111)
- Additional . | 1. A background study must be initiated in the NETStudy 2.0 system by the agency, pragram,
Information or entity before going to a fingerprint and photo location.
2. The background study sub]ect must brlng the following itemns to the ﬂngerprlnt and photo
- location;

o The Fingerprint and Photo Authorlzatlon form with the background study subject's
background study ID number.
o Adriver's license, government-issued ID, or other accéptable identification.
3, The background study subject’s identity will be verified using his or her driver's license,
government-issued ID, or other acceptable identlﬂcatlon prior to havmg his or her
~ fingerprints scanned and photo taken,

lof 1 : . . 3/14/2017 10:46 AM



VLN AED. . : oo " https:/cogentid. 3m, com/mn/MN_Nites/ UheDuluth_Bethelhtm

~ The Duluth Bethel
. 23 Mesaba Avenue, Dufuth, MN 55806

Hours Monday through Friday 8:30am to 4:00pm
Closed Weekends and Holidays

Other arrangements can be discussed by calling 218-740-3786
Contact the location in advance If four or more people are planning to be ﬁngerprinted at
the same time .

Paymeht Credit and Debit Card payments must be made in advance, Checks and money orders will be
accepted at the location.

Directions | Click here for directions (https:/lwww.google.com!mai:slplace
f23+Mesaba+Ave,+Duluth,+MN+55806/@46.78022,-92.1106936,17z

/data=[3m1!4b1 14m5|3m4|1sOxSZae529a460ee40d 0xd966eebafb92e80a!8m2!3d46.7802214d-
92.1085049)

Bottom of Mesaba Avenue on the corner of Mesaba Avenue and 1st Street Duluth, Large red
brick building (2 blocks west of Radisson Hotel). Go up 1 street to the parking lot behind the
building. Come to the first door-Bethel Outpatient Center & Bethel Community Watch -
Program, go through next set of doors and ring buzzer,

Phone 218-740-3786

Number

Additional 1. A background study must be initiated in the NETStudy 2.0 system by the agency,
Information |. program, or entity before going to a fi ngerprlnt and photo location.

2. The background study subject must bring the followmg items to the fingerprint and
photo location:
© The Fingerprint and Photo Authorization form with the background study
subject’s background study ID number,
o Adriver’s license, government-issued ID, or other acceptable identification,
3. The background study subject’s identity wilf be verified using his or her driver's license,
government-issued ID, or other acceptable identification prior to having his or her
fingerprints scanned and photo taken,

1ofl . _ ' 3/13/2017 1:31 PM



