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• The following individuals must complete the criminal background check and child abuse 
and neglect registry check processes through the process mandated by the Office of the 
State Superintendent of Education (OSSE) prior to employment or volunteering at a 
child development facility in DC and every three years thereafter:

• Child care providers

• Current employees

• Prospective employees

• Volunteers

• Individuals whose activities involve the care or supervision of children or unsupervised access to 
children (e.g., individuals older than 18 who reside in a child development home or expanded 
child development home)

• These individuals are collectively referred to as “child care staff” throughout this guide. 

About the Background Check Process
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• The criminal background check must include a search of the National Crime 
Information Center's National Sex Offender Registry (NSOR), a Federal Bureau of 
Investigation (FBI) fingerprint check, and checks of state criminal registries and sex 
offender registries in every state the child care staff has lived in within the past five 
years.

• The child abuse and neglect registry check includes a search of state child abuse and 
neglect registries. Child care staff must complete a child abuse and neglect registry 
check in DC and each state they have resided in within the past five years.

• More information on is available here. 

About the Background Check Process (cont.)
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• Child care staff should follow the steps in this guide to complete the criminal background 
and child abuse and neglect registry check processes.

• All child care staff must complete the steps detailed in Section 1, Section 2, and Section 5.

• Child care staff who currently reside in Maryland or resided in Maryland within the last 
five years must also complete the steps detailed in Section 3 and Section 6.

• Child care staff who currently reside in Virginia or resided in Virginia within the last five 
years must also complete the steps detailed in Section 7.

• Child care staff who have resided in a state other than DC, Maryland, or Virginia within 
the last five years must also complete the steps detailed in Section 4 and Section 8.

• For questions, contact OSSE.ChildCareLicensing@dc.gov.

How to Use this Guide
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Section 1
Completing a criminal background check 
using ApplicationStation

*Required for all child care staff



Step 1: Access your unique link from ApplicationStation

• You will receive an email from 
applicationstation@truescreen.com. 
The email will include information on 
how to complete a background check 
from ApplicationStation.

• The email invitation includes a unique 
link that is specific to your case 
number. Do not share your unique link 
with others.

• Click your unique link. If the link does 
not work, copy and paste it into your 
browser.​
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Step 2: Sign up or login

• After you click your unique link, you 
will be directed to the 
ApplicationStation login page.

• If it is your first time accessing 
ApplicationStation, click Sign up and 
proceed to step 3.

• If you have previously 
used ApplicationStation, click Log 
in and proceed to step 6.
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Step 3: Consent Agreement

• Read the consent agreement and 
click I agree.
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Step 4: Create Account

• Complete all fields: 

• Email

• Username

• Password

• Confirm Password

• First Name

• Last Name

• Mobile Phone Number

• Note: To use SMS (text-message) two-step 
verification, enter a valid phone number.
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Step 4 (cont.): Create Account

• Select three security questions and 
provide answers for each.

• Click Continue.
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Step 5: Verify Account

• An email containing a verification code 
will be sent to the email address 
provided.

• Log in to your email to obtain the 
verification code.

• Enter the verification code, then click 
Complete Registration.
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Step 6: Log In

• Insert your username and password. 

• Click Login.

• Note: If you’ve forgotten your 
username or password, click Forgot 
username? or Forgot password? and 
follow the prompts.
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Step 7: Two-Step Verification​

• A verification code will be sent to the 
email address or mobile phone 
number you provided when you 
created your account. 

• Enter the verification code and click 
Continue.
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Step 8: Form​s

• After you log in, you will be 
brought to the Forms page. To 
start a new form, click  + Start 
New Form.​

• If you are a returning user and 
want to finish completing a form 
you previously started, 
click Continue.
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Step 9: Authorization Form​

• Enter your last name.​

• The case reference number will 
pre-populate.

• Click Proceed.
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Step 10: Insert Your Personal Information

• Complete the Personal Information section. 
All fields with an asterisk are required.​

• First Name
• Last Name
• Country
• Address
• City/Town
• State
• ZIP Code
• Resident Since
• US Social Security Number (SSN), Canadian SIN, or 

Other Country ID
• Date of Birth
• Phone
• Email

• Click Save & Continue →.
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Step 11: Other Names

• If there are any other names you 
are known by or have used, including a 
maiden name, select Yes. Then click + 
Add Other Name.​

• If you do not have other names, 
select No. Then click Save & Continue 
→.
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Step 12: Other Addresses

• If you have any other addresses, 
select Yes. Then click + Add Other 
Address.​

• If you do not have other addresses, 
select No. Then click Save & Continue 
→.
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Step 13: Read the Background Screening Disclosure Form

• Read the form​.

• Select I acknowledge​ that I have read 
the information above.

• Select Save & Continue →.
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Step 14: Read the States Disclosures

• Read the disclosures.​

• Select I acknowledge that I have 
read the information above.​

• Click Save & Continue →.
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Step 15: Sign the Background Screening Authorization Form

• Select I will provide a mouse or 
touchpad signature (preferred 
method if possible).​

• Draw your signature in the box using 
your mouse or touchpad. Click Apply 
signature.​

• Select I agree​.

• Click Save & Continue →.
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Step 16: Complete Criminal Background Check Affirmation
Form

• Review form.
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Step 16 (cont.): Complete Criminal Background Check 
Affirmation Form

• Answer questions.

• Select I will provide a mouse 
or touchpad signature 
(preferred method if possible) ​.

• Draw your signature in the box using 
your mouse or touchpad. 
Click Apply signature. 

• Select I agree ​.

• Click Save & Continue →.
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Step 17: Attach Documents​

• Additional documents are not 
required.

• Click Continue →.
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Step 18: Review Summary​

• Review your information.

• If you need to make changes to the 
information, click Edit.​
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Step 18 (cont.): Review Summary​

• If the information is correct, 
click Continue →.
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Step 19: Submit Forms

• If you reach the Submit Forms page 
and need to edit your application, 
click ← Back or select the section you 
want to edit on the left side under 
Sections.

• When you’re ready to submit your 
application, click Submit Forms →.

• Note: You cannot edit the application 
after you click Submit Forms →.
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Section 2
Completing an FBI fingerprint check 
and state fingerprint checks for DC 
and Virginia

*Required for all child care staff



Step 1: Make an appointment for FBI background check

• Go to 
go.nemoqappointment.com/Booking
/Booking/Index/dc876re9gh 

• Under New appointment, in the 
Service field, select Fingerprints – 
Employment.

• Click Make an appointment.
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Step 2: Agree to terms and conditions

• Read the agreement.

• Click I agree to the terms and 
conditions.

• Click Next.

• Note: The $35 background check fee is 
paid by OSSE. Your employer will 
provide you with a billing code that 
you must use at your appointment.
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Step 3: Select time and date

• Click the calendar icon.​

• A calendar will appear. Select the date 
when you would like to schedule your 
appointment.​

• Click Search time.

• Note: MPD background checks are 
conducted at 441 Fourth St. NW, Suite 
550 South, Washington, DC 20001.
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Step 3 (cont.): Select time and date

• Timeslots will appear for the selected 
date. Times that are green are 
available for booking. 

• Select an appointment time on your 
preferred date and click Next.  

9/2/2026 32



Step 4: Personal Data

• Enter your First Name and Last Name

• Click Next.  
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Step 5: Complete Contact Information

• Under Contact information, insert your 
Email address and Cell phone number​.

• Under Confirmation type, select Email.

• You will need to send proof of your email 
confirmation to your employer.

• Under Reminder type, select how you 
would like to be reminded about your 
appointment (Email or SMS [text 
message]).

• Under Additional information, insert the 
name of the child development facility 
where you work and your staff type. 

• Click Next. 
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Step 6: Confirm appointment​

• Review the information. 

• If the information is accurate, click 
Confirm appointment ​.

• You will receive a confirmation email 
from MPD. Forward your confirmation 
email to your employer. Your employer 
must upload the confirmation email to 
OSSE’s licensing system.

• If you need to make changes, 
click Back.
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If you need to edit or cancel your appointment

• To edit or cancel your 
appointment, go the MPD 
appointment system.

• Under Edit/Cancel appointment, 
enter your confirmation number 
and the email/phone number.

• Click Edit appointment.
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• Be sure to make your appointment on time.​

• Bring a non-expired government-issued ID.

• Your employer will provide you with a billing code that you must bring to your 
appointment. 

• Upon arrival for fingerprint check and processing, provide the billing code to MPD.

• If you do not provide the billing code to MPD you will be responsible for the $35 
fingerprinting fee.

• Results from your fingerprint check, which includes the FBI check and DC and Virginia 
state checks (as applicable) will be sent directly to OSSE.

Step 8: Complete appointment
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Section 3
Completing a fingerprint check for 
Maryland​



• Child care staff who currently reside in Maryland or have resided in Maryland within the 
past five years must complete a fingerprint check for that state.

• Background checks for Maryland are conducted at a Criminal Justice Information System 
(CJIS) Storefront location or an authorized private provider in Maryland.

• Child care staff are responsible for scheduling an appointment at a CJIS Storefront location 
or authorized private provider.

• Visit dpscs.maryland.gov/publicservs/fingerprint.shtml for guidance on how to complete the 
background check in Maryland. 

• After you schedule your background check appointment for Maryland, you will receive a 
confirmation email from your selected background check provider. You must share a copy of 
the confirmation with your employer. 

• After completing your background check, your results for Maryland will be sent directly to 
OSSE. 

Scheduling a background check (fingerprints) for Maryland
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Completing the Livescan Pre-registration Application

• Before your appointment, complete the 
Livescan Pre-registration Application.

• Complete all fields in the Applicant 
Information section.

• Do not complete the Individual section. 

• In the Agency section: 
• Select Private Party Petition. 

• DO NOT select Child Care.

• In the Agency Authorization Number and ORI 
Number fields insert the numbers provided to you 
by your employer.

• In the Position Applied field insert your staff type 
(e.g., Teacher, Assistant Teacher, Associate Home 
Caregiver, etc.)

• You must bring a printed copy of your 
completed application to your 
appointment.
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• Printed copy of your completed Livescan Pre-registration Application.

• Valid form of government-issued photo identification.

• Payment for associated fees.

• Note: Fees and accepted payment methods vary by fingerprint provider. Check with your 
selected provider for more information on fees and acceptable payment methods.

What to bring to your background check appointment
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• Contact your employer if:

• You need the Agency Authorization Number or ORI Number.  

• You are unsure of your staff type.

• Contact your selected background check provider if:

• You have questions related to fees and payments methods.

• You have questions related to your appointment.

• Contact CJIS Customer Services if:

• You have general questions related to the background check process for Maryland. 

Where to direct questions 
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Section 4
Completing a fingerprint check for a state 
other than DC, Maryland, or Virginia​



• Child care staff who have resided in a state other than DC, Maryland, or Virginia within the 
last five years must complete a fingerprint check for that state.

• Each state operates its own fingerprint check process. Child care staff should check with 
the state where they need to complete background check to learn more about 
their process and associated fees.

• Child care staff who participate in a state fingerprint check in a state(s) other than DC are 
responsible for sharing proof they've scheduled a fingerprinting appointment(s) with 
their employer. The employer will then submit the proof of the appointment(s) to OSSE.

• Child care staff who participate in a state fingerprint check(s) outside of DC or Maryland are 
responsible for sharing the results of their check with their employer. The 
employer should then submit the results to OSSE.

• Reminder: The FBI fingerprint check conducted by MPD includes state fingerprint checks 
for DC and Virginia. Child care staff who currently reside in DC or Virginia or have resided 
in DC or Virigina within the past five years do not need to complete an additional 
fingerprint check for those states. The FBI fingerprint check conducted by MPD includes 
checks for DC and Virginia (see Section 2 for instructions for scheduling a fingerprint check 
with MPD).

Completing a background check in a state other than DC, 
Maryland, or Virgina

9/2/2026 44



Section 5
Completing a child abuse and neglect 
registry check for DC

*Required for all child care staff



Step 1: Complete the Child and Family Services Agency’s 
(CFSA’s) Child Protection Registry Form

• Go to 
octo.quickbase.com/nav/app/bt
uystm5d/action/appoverview 

• Scroll down and click Create 
New Application.
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Step 2: Reason for CPR Check 

• Under Type of Check, select Initial 
Check if it is your first time completing 
a CPR in DC. Select Renewal Check if 
you have completed a CPR in DC 
previously.

• Under Request Purpose, select 
Employment.

• Under Applicant Role, select Employee 
if you a child care staff. Select 
Intern/Volunteer/Student if you are a 
volunteer.
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Step 3: Employer/Requester Information

• Insert the name of the child 
development facility where you 
work/volunteer as well as their 
contact information, and address.
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• Under Does a Third Party Need the Results? select Yes.

• Under Third Party/Channeler Contact Person insert Carolyn Taylor.

• Under Contact Person Phone Number insert 202-445-3871.

• Under Channeler/Third Party Organization insert OSSE.

• Under Contact Person Email insert OSSE.ChildCareBackgroundCheck@dc.gov. 

Step 4: Third Party/Channeler Information
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• Insert your information. Be sure to 
complete all required fields.

• First Name

• Middle Name (if applicable)

• Last Name

• Date of Birth

• Sex

• Social Security Number (if applicable)

• Email 

• Phone Number

• Phone Type

Step 5: Applicant Information 
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• If you currently or previously used another name(s), complete this section.

Step 6: Alias Name (Other Names)
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Step 7: Applicant Address History

• Select your District of Columbia 
Residency Status.

• Enter information about your current 
address.

• If you resided at another address(es) 
over the past five years, select Add 
another address and complete all 
fields. Repeat for any additional 
addresses as needed.

• Once you’ve entered all your 
addresses, select I certify that I have 
provided a full five (5) years of 
address history.
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• Insert information for all children or household members.

• Select Add another person if you have multiple children and/or household members.

Step 8: Application Children and Household Members
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Step 9: Government Issued Photo ID

• Under Government-issued Photo ID 
Front, click Choose File.

• Upload a readable copy of the front of 
your government-issued photo ID (e.g., 
driver’s license, passport, military ID).

• The ID must include your legal name and 
date of birth. 

• Select My Photo ID does NOT have the 
date of birth on the front if your ID does 
not have your date of birth on the front. 
Under Photo ID-Back (only needed if DOB 
is on the back) click Choose File and 
upload a readable copy of the back of 
your ID.
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• Read the acknowledgement.

• Select I Consent. 

• Click Submit.

Step 10: Applicant Consent
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• CFSA will send the results of your CPR check directly to OSSE. If you receive the result 
instead, you are responsible for sharing the result with your employer.

• For more information on the CPR check application visit: cfsa.dc.gov/service/child-
protection-register-cpr#gsc.tab=0 

• For questions, contact CFSA at cfsa.cpr@dc.gov or (202) 727-8885.

More information and where to get support
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Section 6
Completing a child abuse and 
neglect registry check for Maryland



• Child care staff who currently reside in Maryland or have resided in Maryland over the 
past five years must complete a child abuse and neglect registry check for that state.

• The Maryland Department of Human Services is responsible for child abuse and neglect 
registry checks for Maryland, which are referred to as Adam Walsh Checks.

• Please note, child care staff are responsible for paying any fees associated with the 
Adam Walsh Check.

Completing a child abuse and neglect registry check for 
Maryland
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• There are two ways to complete an Adam Walsh Check in Maryland: 

1.) Use the MyMDBenefits Portal. Instructions for using the portal are available here.

2.) Complete the CPS Background Clearance Packet and submit it via mail to:

Maryland Department of Human Services, Social Services Administration

CPS Background Clearance Unit

25 S. Charles St., 11th floor,

Baltimore, MD 21201

• For questions related to Adam Walsh Checks, email mdcps.clearances1@maryland.gov. 

How to complete an Adam Walsh Check
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• You will receive your Adam Walsh Check results from the Maryland Department of 
Human Services. 

• You must provide a copy of the results to your employer.

• Your employer must upload the results in OSSE’s licensing system for review by OSSE.

What to do after you receive your results
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Section 7
Completing a child abuse and 
neglect check for Viriginia 



• Child care staff who currently reside in Virginia or have resided in Virginia over the past 
five years must complete a child abuse and neglect registry check for that state.

• The Virginia Department of Social Services, Office of Background Investigations is 
responsible for child abuse and neglect checks for Virigina.

• Please note, you are responsible for paying any fees associated with the child abuse and 
neglect check.

Completing a child abuse and neglect registry check in 
Virginia
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• Complete all required fields in the Central Registry Release of Information Form (Spanish). 

• In the Purpose of Search field select Adam Walsh Law.

• In section labeled MAIL SEARCH RESULTS TO: Agency, Individual or Authorized Agency Requesting 
Search insert the name, address, phone number, and email address for the child development 
facility where you work/volunteer.

• For questions, email crs_operations@dss.virginia.gov.​

How to complete a child abuse and neglect check in Virginia
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• A $12 fee is required for each search. Payment must accompany search forms. Only 
money orders, company/business checks, or cashier checks will be accepted. All money 
orders, company/business checks, or cashier checks should be made payable to: 
Virginia Department of Social Services. 

• Personal checks and cash will not be accepted. A $50 fee will be charged by the Virginia 
Department of Social Services, Office of Background Investigations for all returned 
checks.

• Mail your completed, signed form and payment to:

Virginia Department of Social Services

Office of Background Investigations, 2nd Floor

5600 Cox Road 

Glen Allen, VA 23060

How to complete a child abuse and neglect registry check in 
Virginia (cont.)
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• You will receive your child abuse and neglect registry results from the Virginia 
Department of Social Services.

• You must provide a copy of the results to your employer.

• Your employer must upload the results in OSSE’s licensing system for review by OSSE.

What to do after you receive your results
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Section 8
Completing a child abuse and neglect 
registry check for a state other than 
DC, Maryland, or Virginia 



• Child care staff who have resided in a state other than DC, Maryland, or Virginia over 
the last five years must complete a child abuse and neglect registry check for that state.

• Each state operates its own child abuse and neglect registry check process. Child 
care staff should check with the state where they need to complete a check to learn 
more about their process and associated fees.

• Child care staff who participate in a child abuse and neglect registry check outside 
of DC, Maryland, or Virginia are responsible for sharing the results of their check with 
their employer. The employer should then submit the results to OSSE.

Completing a child abuse and neglect registry check in a state 
other than DC, Maryland, or Virgina
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Questions?



• For general questions related to the criminal background check process for child 
care staff, email OSSE.ChildCareLicensing@dc.gov. 

• For questions related to ApplicationStation, contact customer service at 1-800-803-
9042

• For questions related to the MPD appointment portal call MPD at (202) 727-4275.

• For questions related to Maryland fingerprinting call CJIS at (410) 764-4501.

• For questions related to a DC child abuse and neglect registry check, contact CFSA at 
cfsa.cpr@dc.gov or (202)-727-8885.

• For questions related to a Maryland child abuse and neglect registry check, email 
mdcps.clearances1@maryland.gov. 

• For questions related to a Virginia child abuse and neglect registry check, email 
crs_operations@dss.virginia.gov.​

Have questions or need support? 
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