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CFSC-CYS

SUBJECT:  U.S. Office of Personnel Management (OPM) Federal Investigations Processing Center (FIPC) Procedure to Conduct Child and Youth Services (CYS) Background Checks

2.  Purpose.  The purpose of this memorandum is to notify installations of the OPM FIPC (hereafter referred to as OPM) procedure to obtain background checks for CYS employees and contract employees.  

3.  Scope and Applicability.  This memorandum establishes Army and OPM operational procedures for conducting background checks for CYS employees including appropriated fund (APF), nonappropriated fund (NAF) and CYS contract , e.g., homework center instructor, and is effective upon receipt. 

4.  Background.

a.  Required CYS background checks include the National Agency Check with Inquiries (NACI) for APF employees, the National Agency Check (NAC) for NAF employees and the State Criminal History Repository (SCHR) checks for both APF and NAF employees and equivalent checks for CYS contract employees.  This combination of checks conducted by OPM is called a Child Care National Agency Check With Inquiries (CNACI).  

b.  The U.S. Army Community and Family Support Center (CFSC) signed a Memorandum of Agreement (MOA) with OPM with the understanding that CNACIs will be processed and returned within 75 days of receipt by OPM.  Current processing times far exceed this timeframe. 

c.  Background checks processed in a timely manner provide child abuse protection to children and youth and result in significant cost savings to the Army by reducing additional CYS ratio staffing needed for Line of Sight Supervision (LOSS) requirements.

5.  Instructions for installation participation are as follows:

a.  The commander will establish and appoint a Chairperson for a CNACI Working Group to include representatives of CYS, APF Civilian Personnel Advisory Center (CPAC), NAF CPAC, Provost Marshal (PM), Director of Security (DSEC), Criminal Investigation Division (CID), APF Contracting, and NAF Contracting that will:  

(1)  Coordinate participation of agencies involved in conducting the CNACI. 

           (2)  Determine installation organization(s) serving as offices for Submitting Office Number (SON) and “Security“ Office Identifier (SOI) in accordance with (IAW) OPM requirements.  Simply stated, the SON initiates the request to OPM including transmitting completed CNACI forms; the SOI receives results of a CNACI investigation.  Additional information about the role of the SON and SOI is at Encl 1.
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(3)  Establish tracking and suspense dates for each step in the process          IAW Encl 2 to ensure OPM seventy-five day timeline response can be met. 

(4)  Review CNACI process and impact on the Installation Child and Youth Availability Plan (ICYAP).

b.  Develop an installation CNACI Memorandum of Agreement (MOA) that includes:

(1)  Applicant completion of CNACI forms and fingerprint cards.

(2)  Review of forms and fingerprint cards to ensure accuracy and completeness of personal data and reduce possible unclassifiable prints prior to submission.
(3)  Forwarding CNACI requests to OPM for completion of investigation.

(4)  Resubmission of requests containing incomplete forms or unclassifiable fingerprints.

(5)  Follow up of requests not completed after seventy five days.

(6)  Determination of employment suitability IAW Encl 3.

(7)  Disposition of records IAW Encl 4.

c.  Information about CNACI form and fingerprint requirements and instructions for completion of forms is at Encl 5.

6.  Child and Youth Services staff should be available to support timely and accurate completion of forms, fingerprint processing, and tracking of requests IAW Encl 6.  

7.  The cost of conducting CNACIs submitted from 17 September 2001 through 30 September 2002 will be centrally funded by the USACFSC.  Responsibility for outyear funding will be determined at a later date.

a.  There is no standard fee for a CNACI investigation because many states charge user fees for conducting a SCHR investigation and these fees must be aggregated on a case-by-case basis.  Currently the basic price for a CNACI investigation is $77 plus $3 processing fee for each SCHR search conducted and the additional user fee charged by each state, if any.  

.
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MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT: U.S. Office of Personnel Management (OPM) Federal Investigations
Processing Center (FIPC) Procedure to Conduct Child and Youth Services (CYS)
Background Checks

1. References:

a. AR 215.3, Nonappropriated Funds and Related Activiies Personnel Policies and
Procedures Update, 10 October 1990.

b. AR 608-10, Child Development Services, 12 February 1990.
. AR 608-10, Child Development Services Change 1, 15 August 1997.
d. AR 608-18, The Army Family Advocacy Program, 1 September 1995.

. Memorandum, CFSC-SFCY, 1 Nov 1996, Subject: Child and Youth Background
Checks.

1. Department of Defense Instruction (DODI) 1402.5, 19 Jan 1993, Subject
Criminal History Background Checks on Individuals In Child Care Services.

9. AR 19027, Amy Use of the Federal Bureau Of Investigation (F8I) National
Crime Information Center, 28 May 1993

h. AR 19045, Law Enforcement Reporting, 20 October 2000.

i. AR 25-55, The Department of the Army Freedom of Information Act Program,
1 November 1997.

j. AR 340:21, The Army Privacy Program, 5 July 1965
kAR 1952, Criminal Investigation Actviies, 30 October 1985

1. AR 380-5, Department of Amy Information Security Program,
29 September 2000

m. Memorandum, CFSC-SFCY, 15 Nov 1994, Subject: Child Development
Services Mobilization and Contingency (MAC) Handbook
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b. Installation requests for a CNACI must be coded; the code is “Army CYS." This
code should be included in the “Agency Use Only ” section of each CNACI request
Instruction for completion of the Agency Use Only section is at Encl 5

©. Quarterly reports indicating the number of CNACIs conducted and the cost by
installation will be provided by CFSC to major Army commands (MACOMs).

8. Timely completion of background checks wil be an item of special attention during
MACOM Child and Youth Evaluation Team (MCYET) and Installation Chid and Youth
Evaluation Team (ICYET) inspections.

9. This memorandum consitutes latest guidance for conduct of NAC/NACI and SCHR
background checks for CYS employees and contractors and supersedes previous
guidance. Note: CYS employees and contractors must meet addtional background
Gheck requirements including an Instalation Records Check (IRC) and a Unied Slates
Ammy Criminal Investigation Command (USACIDC) check. Guidance concerning thase
checks is contained n reference a1

10. Note: During extraordinary contingencies and emergencies, Ammy Central Registry.
local Provost Marshal, Drug and Alcohol, and USACID checks Serve as the minimum
background check requirements for CYS staff, contractors, providers, assigned acive
duty soldiers, and regularly scheduled volunteers having direct contact with children and
youth in CYS programs. Procedures should be worked out in advance so that results
can be completed within 24-48 hours

11. This action has been coordinated with ASA M&RA, ODESINT DAMI-CH, DAMO-
ODL, USACRC, and CFSC-FP-FAP.

12. The CFSC-CYS point of contact (POC) for this action is Mr. Joe Perreault,
DSN 7617227, commercial 703-681-7227, e-mail. Joe.Perreault@cfsc.army.mil.

FOR THE COMMANDER:

6 Encls PETER H MARTINI
LTC,IN
Chief of Staff
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DISTRIBUTION:

COMMANDER

U.S. ARMY FORCES COMMAND, ATTN: AFPI

U.S. ARMY EUROPE AND SEVENTH ARMY, ATTN:  AEAGA

U.S. ARMY TRAINING AND DOCTRINE COMMAND, ATTN:  ATBO
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U.S. ARMY INTELLIGENCE AND SECURITY COMMAND, ATTN:  IAPE

U.S. ARMY TEST AND EVALUATION COMMAND, ATTN:  CSTE-PR

U.S. ARMY SPACE AND MISSILE DEFENSE COMMAND, ATTN:  SMDC-PT

SUPERINTENDENT

US.MILITARY ACADEMY, ATTN:  MAPA

CF:
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Office of Personnel Management (OPM) Procedures for Conduct of a Child Care National Agency Check With Inquiries (CNACI)

1.  Establish installation organizations serving as offices for Submitting Office Number (SON) and “Security” Office Identifier (SOI). 

a.  The OPM requires each installation submitting a CNACI request identify organizations serving SON and SOI.  Simply stated, the SON initiates the request to OPM including transmitting completed CNACI forms; the SOI receives results of a CNACI investigation.  The SON and SOI can be the same agency or two separate agencies.  

b.  The installation SON submits to OPM the request for a CNACI (including completed forms and fingerprint cards).  The OPM will notify installation SON upon receipt of each request and when a request is rejected due to incomplete forms or unclassifiable fingerprints.  The SON may contact OPM at any time to obtain current status of the investigation and expected completion date. 

c.  The OPM sends to installation SOI results of the CNACI investigation and status reports.  The SOI may also contact OPM to obtain status and results information including “record/no record” information on an applicant, whether any investigation for the applicant contains issues, what type of issues are present, status of a specific item, and release of a file containing derogatory information.  

      d.  Information is available telephonically; SON and SOI agencies can call the OPM liaison assistance number (724) 794-5228.

e.  Fingerprints will be taken by a law enforcement officer designated by the Provost Marshal (PM) or by Security staff.  In accordance with (IAW) references g and h of this memorandum, the PM office will not be assigned responsibility for submitting background checks for pre-employment screening.  

f.  Per agreement between OPM and Department of Defense (DOD), OPM requires staff in the SOI to have a background investigation at the level of an Access National Agency Check with Written Inquiries (ANACI) with National Agency Checks with Local Agency and Credit Checks (NACLC) reinvestigation every 10 years.  The designated installation SOI should ensure staff meet this requirement.

g.  Each SON and each SOI will be assigned separate four character identifier numbers to be used on forms and correspondence.  Forms for obtaining the SON and SOI numbers are at the end of this enclosure.  These forms are also used to designate staff authorized to submit and receive requests.

2.  Submit fingerprints in one of three methods:  Hard Card (i.e., inked fingerprints on a paper card sent by mail), Card Scan (i.e., inked fingerprints on paper card placed on scanning machine and sent electronically) or Live Scan (i.e., computer designed to take fingerprints and send electronically).

3.  Review OPM procedures for notifying SON and SOI offices.

a.  All background investigations conducted by OPM are processed through the Personnel Investigations Processing System (PIPS) which is used to notify installations about the status of an investigation.  Installation staff who process NACI investigations for APF employees are already familiar with the types of notices and reports generated by PIPS. These staff can help other proponents understand the purpose and use of such notices and reports.  In general, the PIPS system provides information about the status of an investigation as follows:

(1)  Investigation Schedule Notice.  The notice, sent to SON, acknowledges receipt of a CNACI request from the SON.

(2) NAC Status Report.  This report, sent to the SOI, lists each source of information being contacted (e.g., references, Federal Bureau of Investigation National Criminal History Fingerprint Check (FBIN), State Criminal History Repository (SCHR) states being contacted) and whether or not the source has responded.  The report is issued 30 days from case scheduling.  

(3)  Advance NAC Report.  This report is sent to the SOI each time an additional data source furnishes information to OPM.

(4)  Closed Complete Report.  The CNACI investigation is considered “Closed Complete” when all required items have been completed
(5)  Closed Pending Report.  This report is sent to the SOI if, after 120 days from scheduling date, a scheduled CNACI item is still pending.  

b.  The OPM will initiate a SCHR request to each state listed on the SP85P Questionnaire for Public Trust Positions Form.  If the state does not respond within 60 days, OPM will close the case.  This policy is consistent with DODI 1402.5 Enclosure 6 para A 2 that says “The DOD Components are not required to wait longer than 60 days from the date of the request for a response from the SCHR personnel before taking action on a particular application.  Authorities will depend on FBI fingerprint check validation if State does not respond.”  

4.  Use OPM resources and contact information for updates and ongoing support:

a.  Federal Investigations Notices and other written material sent directly to each installation SON and SOI.

b.  Via a web site:  www.OPM FPIC.gov/extra/investigate/.

c.  Via an e-mail group:  fipc@aol.com.

.
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(SO IabelVcode),

SECURITY OFFICE IDENTIFIER (SOI) AUTHORIZATION AND AMENDMENT FORM

OPM anuthorizes each agency Secuity Office a 4-character idenifier, called the SOL. The SOI permits OPM to return investigative
reportsto agensy-approved addresses. The SOI also permilts security officesta obtain detailed investigative information. The
Security Office must provide OPMLFIPC the fallawing

1 An accwate mailing addess for the Security Office;
& Neme end sosial scouity mmbers for authorized callers;
& Type and date of mostsecent background investigation candusted on the authorized callers
To request an SOl or advise OFM of SOI changes, complets the necessary items on the form below. Mail ar fax the completed
Form to the address on the top of this form, attention Progrem ServicesOffice (PSO). For addtionel information andlor assistance,
call OPM.FIPC, PSO at724 7945612

1. [ ] Check this block if requesting a new SOI
2. [ ] Changefadd agency name and/or address (inchde zip code):

Agency Name:
city State Zip Code
3. [ ] Changefadd security office telephome mumb ers:
Commercial: (__) - Extension: Commercial: (__) - Extension:
4. [ ] Change/add Online Payment And Collection (OPAC) Agency Location Code (ALC):
Biling Address:
city State Zip Code
Centact Name Prone:(___)_ -_ Extendn_____
5. [ ] Changefadd security offices
Name
s8N - Type/Date of lastinvestigation:
6. [ ] Delete authorized Callers:
Name s8N .
Name s8N .
7. [ ] Add Authorized Callers:
2. Name: b. Name
s8N - - s8N - -
Type/Date of lastinvestigation: Type/Date of lastinvestigation:
e Name. 4. Name.
s8N - - s8N - -

Type/Date of lastinvestigation:

SOI Security Officer Signature:
This form should be duplicaied as nesded

Type/Date of lastinvestigation:

‘PIPS Form 11 (Revisel Fébruary 1999)
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(SON label/code:)

SUBMITTING OFFFICE NUMBER (SON) AUTHORIZATION AND AMENDMENT FORM

|ATTENTION PERSONNEL OFFICER

OPM authorizes an SON for each Persannel Office that submitsinvestigation requests and to make case stabis reqests. The SON
data is usedt o mail a varioty of investigaive nolices, and to contact a submitiing office to clarify inform afion that may atherwise
delay an investigation. OPM-FIPC must have current information o

& Agncy name end mailing address, and.
& Neme, position, and phone mmbers of a contact person.

T tequest an SON or advise OPM of SON changes, complete the necessary items on the form below. Mail or fax the
completed form to the address on the top of this form, aitertion Program Services Office (PS0). For additional information
andor assistance, call OPMLFIPC, PSO ot 724 704-5612.

1. SON: [ 1 Check this hlockif requesting a new SON

2. SO

3. [ ] Change/add Online Payment And Collection (OPAC) Agency Location Code (ALC):

Biling Address:

city: State: Zip Code:

ComtactMame: —— Phme(___) Extension:

4.[] Changefadd Agency Name/Address:
Agency Name,

Address:
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5. ] Add ContactPerson:
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Position:

6. [ ] Delete Contact Person:
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This form should be duplicated as needed
‘PIPS Form 12 (Revised Fébruary 1999)




Timelines for Submission and Processing of Child Care National Agency Check With Inquiries (CNACI) Requests

1.  Timelines are based on working days.  The intent is to ensure speedy processing, continued follow-up after initial submission, prompt review of cases containing derogatory information and immediate removal from Line of Sight Supervision (LOSS) of cleared individuals.  Adherence to timelines will significantly reduce Child and Youth Services (CYS) staffing costs necessitated by LOSS requirements.

2.  Adherence to these timelines should be a commander’s item on the annual Installation Child and Youth Evaluation Team (ICYET) and major Army command Child and Youth Evaluation Team (MCYET) inspections.  The timelines are:

a.  Applicant completion of CNACI forms and fingerprint cards:  Within five days of employment.

b.  Installation organization serving as Submitting Office Number (SON) submits to Office of Personnel Management (OPM):  Within five days of employment.

c.  Installation SON resubmits forms identified as having incomplete data or unclassifiable fingerprints:  Within three days of notification by OPM.

d.  Installation SOI contacts OPM concerning status of requests not completed seventy-five days after submission:  Within eighty days after submission and every ten days thereafter.

e.  Installation SOI notifies SON of receipt of results of CNACI investigation:  Within twenty-four hours of receipt of results from OPM.
f.  Installation SON notifies appropriate Civilian Personnel Advisory Center (CPAC) or Contracting Office, and CYS of results of CNACI investigation:  Within twenty four hours of notification by SOI.

g.  Installation SOI requests release of a file containing derogatory information:  Within twenty four hours of notification by OPM.

Determination Of Child And Youth Services (CYS) Employment Suitability When Derogatory Information Is Identified During a Background Check Investigation

1.  Derogatory information includes, but is not limited to:

a.  A conviction for a sex crime.

b.  An offense involving a child victim.

c.  A substance abuse felony or a violent crime.

2.  When derogatory information is received on CYS employment/contractor applicants during a background check investigation, a Program Review Board (PRB) will be convened to recommend to the commander, as appropriate, the employment suitability of employee.   The commander will appoint a PRB Chairperson..   

      a.  Recommended PRB members include Child and Youth Services (CYS), Civilian Personnel Advisory Center (CPAC), Provost Marshal (PM), Criminal Investigation Division (CID), Director of Security (DSEC), Contracting Officer, Family Advocacy Program (FAP) and Judge Advocate (JA) proponents.  

      b.  Law enforcement representatives, including PM and CID, provide technical advice during board deliberations but are non-voting members for purposes of employment suitability determination.

3.  The PRB Chairperson will notify the individual of the derogatory information, allowing him/her an opportunity to challenge the accuracy and completeness of all information.  

4.  Derogatory information may be extracted from U.S. Army Law Enforcement records and provided to CYS employee/contractor applicants while protecting third party privacy information in accordance with AR 25-55, The Department of the Army Freedom of Information Act Program,1 November 1997, AR 340-21, The Army Privacy Program, 5 July 1985, and AR 195-2, Criminal Investigation Activities, 30 October 1985.  U.S. Army Law Enforcement records will not be released or otherwise made available to applicants by local installation officials.  Concerned individuals may obtain a copy of U.S. Army Law Enforcement records pertaining to them under the provisions of the Privacy Act by writing to the Director, U.S. Army Crime Records Center, Attention:  CICR-FP, 6010 6th Street, Fort Belvoir, VA 22060.  

5.  In making a decision of employment suitability, the PRB should use the following guidance. Note: This section is based on DODI 1402.5 Criminal History Background Checks On Individuals In Child Care, 19 Jan 1993.

a.  The ultimate decision on use of information obtained from the background check investigation in selection for positions involving the care, treatment, supervision, or education of children should be made using a common sense approach based upon all known facts.  All information of record both favorable and unfavorable will be assessed in terms of its relevance, recentness, and seriousness.  Likewise, positive mitigating factors should be considered.  Final suitability decisions shall be made by the commander or designated PRB.  Criteria that will result in disqualification of an applicant require careful screening of the data and include, but are not limited to, the following: 

(1)  Mandatory Disqualifying Criteria.  Any conviction for a sexual offense, a drug felony, a violent crime, or a criminal offense involving a child or children will result in mandatory disqualification. 

(2)  Discretionary Disqualifying Criteria.  Derogatory information which should be considered on a discretionary basis includes:

(a)  Acts that may tend to indicate poor judgment, unreliability, or untrustworthiness in working with children. 

(b)  Any behavior, illness, or mental, physical, or emotional condition that in the opinion of a competent medical authority may cause a defect in judgment or reliability.

(c)  Offenses involving assault, battery, or other abuse of a victim regardless of age of the victim. 

(d)  Evidence or documentation of substance abuse dependency. 

(e)  Illegal or improper use, possession, or addiction to any controlled or psychoactive substances, narcotic, cannabis, or other dangerous drug.

(f)  Sexual acts, conduct or behavior that, because of the circumstances in which they occur, may indicate untrustworthiness, unreliability, lack of judgment, or irresponsibility in working with children. 

(g)  A wide range of offenses such as arson, homicide, robbery, fraud, or any offense involving possession or use of a firearm. 

(h)  Evidence that the individual is a fugitive from justice. 

(i)  Evidence that the individual is an illegal alien who is not entitled to accept gainful employment for a position. 

(j).  A finding of negligence in a mishap causing death or serious injury to a child or dependent person entrusted to their care. 

b.  Suitability Considerations.  In making a determination of suitability, the following additional factors will be considered to the extent that these examples are considered pertinent to the individual case: 

(1)  The kind of position for which the individual is applying or employed.

(2)  The nature and seriousness of the conduct. 

(3)  The recentness of the conduct. 

(4)  The age of the individual at the time of the conduct.  

(5)  The circumstances surrounding the conduct. 

(6)  Contributing social or environmental conditions.

(7)  The absence or presence of rehabilitation or efforts toward rehabilitation. 

(8)  The nexus of the arrests to the job to be performed.

Disposition Of Records

1.  Once a final employment suitability determination is made for a Child and Youth Services (CYS) employment/contractor applicant: 

a.  Results of employee checks will be annotated by the Civilian Personnel Operations Center (CPOC) or Civilian Personnel Activity Center (CPAC) in the Official Personnel File (OPF) as favorable or unfavorable.  Annotations will not reveal the nature of any derogatory information. 

     b.  Results of contractor checks will be annotated by the Contracting Office in the contract file as favorable or unfavorable.  Annotations will not reveal the nature of any derogatory information. 

2.  Authorized personnel investigative results will be returned to the investigating agency/state release authority (as applicable) or destroyed according to local procedures.  

      a.  Proper safeguard, release, and retention of information received from state records will be consistent with AR 25-55, The Department of the Army Freedom of Information Act Program, 1 November 1997, and, AR 340-21, The Army Privacy Program, 5 July 1985.

b.  U.S. Army Law Enforcement Records are "For Official Use Only" documents containing sensitive information that must be protected and subsequently destroyed by shredding in accordance with AR 380-5, Department of Army Information Security Program, 29 September 2000.

Office of Personnel Management (OPM) Form and Fingerprint Card Requirements 

1.  The OPM has form and fingerprint card requirements for CNACI investigations.  There are differences in the requirements depending on whether the individual is an employee or a contractor.  Note: For contractors, Optional Form 306 Declaration for Federal Employment is not required and a different fingerprint card (i.e. FD 258) is used.

2.  CYS APF/NAF Employees.  Applicants selected for CYS employment are required to complete:

· Standard Form 85P Questionnaire for Public Trust Positions (SF 85P) 

· Optional Form 306 Declaration for Federal Employment (OF 306)

· Standard Form 87 Fingerprint Card (SF 87)

· State Criminal History Repository (SCHR) forms for all unique states of residence listed on the SF 85P

· SCHR fingerprint cards for states requiring fingerprints.

3.  CYS Contractors.  Applicants selected for CYS contract positions are required to complete:

· Standard Form 85P Questionnaire for Public Trust Positions (SF 85P) 

· FD 258 Fingerprint Card (FD 258) 

· SCHR forms for all unique states of residence listed under residence on SF 85P

· SCHR fingerprint cards for states requiring fingerprints

4.  The OPM will not accept the Electronic Personnel Security Questionnaire (EPSQ) submitted electronically.  They will accept the EPSQ as a substitute for SF85P if it is printed and submitted in hardcopy form and includes an “EPSQ Attachment Page” form.  The EPSQ Attachment Page contains “Agency Use Only” information, also on the EPSQ itself, and applicant information not included on the EPSQ.  A copy of the EPSQ Attachment Page form is included in this attachment.

5.  Obtaining SCHR Forms and Fingerprint Cards.  An OPM SCHR Manual listing requirements for each state and including sample forms, reproducible locally, is available from OPM.  Bulk copies of most SCHR forms are also available.  The installation organization serving Submitting Office Number (SON) function may request a copy of the manual by calling (724) 794-5612.

6.  Instructions For Completion of “Agency Use Only” Section SF 85P.  The Installation SON is responsible for coding the Agency Use Only portion of the SF 85P which contains information necessary to request an investigation from OPM.  A sample completed Agency Use Only Section is at the end of this enclosure:

a.  Block A Type of Investigation.  Place the three-character statement “02 B” in this block.  This indicates a NACI requiring 75 day service is being requested.

b.  Block B Extra Coverage.  Leave this block blank.  

c.  Block C Sensitivity Risk Level.  Place the number “5” in this block.  This indicates “Moderate Risk” and is a standard risk category for all CYS employees and contract employees.

d.  Block D Compu/ADP.  Leave this block blank.

e.  Block E Nature Of Action Code.  If the person being investigated is a CYS employee, place the three-character statement “OOO” in this block.  If the person being investigated is a CYS contractor, place the three-character statement ”CON” in this block. 

f.  Block F Date of Action.  Leave this block blank.

g.  Block G Geographic Location.  Leave this block blank.

h.  Block H.  Position Code.  Place an “H” in this block.  This information is very important; it tells OPM to conduct SCHR checks on the individual.  (If no “H” is placed in Block H, a regular NACI will be conducted.  The case will not be a CNACI.)

i.  Block I Position Title.  State title of the position the applicant is applying for (e.g., program assistant, food service worker, education technician, dance instructor.)

j.  Block J SON.  State the 4-character SON number assigned by OPM for your installation.  

k.  Block K Location of Official Personnel Folder.  Check the box marked “None.”

l.  Block L SOI.  State the 4-character SOI number assigned by OPM for your installation.

m.  Block M Location of Security Folder.  Check the box marked “None.”

n.  Block N OPAC-ALC Number.  Place the statement “ARMY CYS” in this block.  This is very important, it tells OPM who to bill for the investigation.  

o.  Block O Accounting Data and/or Agency Case Number.  Leave this block blank. 

p.  Block P Requesting Official.  State the name, title etc. of the SON employee submitting the request.

Sample Standard Form 85P Agency Use only Section

This sample has been prepared for a new employee hired as a Child and Youth Services (CYS) Program Assistant.  
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Investigation\
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C

 Sensitivity/Risk 

Level\  
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D

 Compu 

ADP\  

(leave 

blank)

E

 Nature of Action 

Code\   

OOO

F

 Date of 

action\

Month  

(leave 

blank)

Day

Year

H

 Position Code\       

H

I

 Position Title\

J

 SON\               

(insert SON 

K

 Location of Official 

Personnel Folder\

X
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At SON

L
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(insert SOI  

M

 Location of Security 

Folder

X

None
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installation)

NPI

P

 Requesting Official\

Name and Title

Signature

Mr. James Smith

Security Specialist

B

 Extra Coverage\            

(leave blank)

G

 Geographic Location/  

(leave blank)

000-444-5555

00/00/2001

O

 Accounting Data and/or Agency Case Number\  

(leave blank)

Date
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through
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Other Address

Zip Code

Other Address

Zip Code

Program Assistant


[image: image6.png]This form is to be attached to each Electronic Personnel Security Questionmaire (EPSQ) submitted to OPM for
investigation. Note: The EPSQ is for internal DOD use only, and is pending OMB approval.

Agency Use Information (SF 85P)

A typeof B exm C semsiiviyrisk | D comr | E Nureor F Duzof  Month Day Year
Investigation Coverage Level | ADP Action Code Action
G Geographic H rosition I Position
| Loestion Code Title
_ 1
J SON K Location of None Other Address Zip Code
Official .
Personnel Folder NPRC
AtSON
L SOl M Location of None Other Address ‘ - ZipCode
Security Folder . .
AtSOl
NP
N oracaic O Accounting Data sndior Agency Case Number
Number
P , Name and Title Signature Telephone Number Date
| & Requesting - . « )
Official

The following information is requested as pdrt of your EPSQ for an investigative request being sent to
OPM. This information will be used to obtain records in order to determine your suitability for
employment. Please sign the attached sheet certifying the accuracy of the information you provided.

Subject of Investigation (Identifying Information)

FULL NAME
* If you have only initials in your name, use them and state (10)

* If you area“JR., “SR", “II", etc., enter this in the box after your middle name
* if you have no middie name. enter “NMN™

Last Name - First Name Middle Name Jr., IL, ete.

OTHER NAMES USED ' A ,
Give other names you used and the period of time you used them (for example: your maiden name, name(s) by a former marriage, former names(s), alias(es), or
nickname(s). If the other name is your maiden name, put “nee” in front of it.

Name Month/Year Month/Year Name Month/Year Month/Year
w1 To #3 . To

Name Month/Year Month/Year Name Month/Year Month/Year
#2 To ¥4 . To

EDUCATION DEGREE(S) (OUTSIDE 7 YEARS)
. OPM verifies highest degree obtained and degrees pertinent to the position for which this investigation is conducted. Please list education
information below for those degrees beyond the 7 year period, not listed on your EPSQ. Use the number “2” in the Code block which

represents College/University/Military College.

Month/Year Code | Name of School Degree/Diploma/Other | Month/Year Awarded
#1 To
Street Address and City (County) of School State Zip Code
Month/Year Code | Name of School Degree/Diploma/Other Month/Year Awarded
#2 To
Street Address and City (County) of School State Zip Code
| Appointee/Applicant Signature: Date: |

September 1999






Supporting the Child and Youth Services (CYS) Background Check Process

1.  Child and Youth Services staff should be available to support timely and accurate completion of forms, fingerprint processing, and tracking of background check requests of applicants for CYS employment/contractor positions.  The assignment of CYS staff to “assist where needed” is consistent with the CYS seamless delivery philosophy of leveraging staff to create efficiencies and enhance services.  Commitment of CYS staff to expedite processing is a sound cost avoidance strategy since it reduces the substantial cost associated with Line of Sight Supervision (LOSS) activities.  Staff from CYS can assist the responsible proponent with:

a.  Applicant completion of CNACI forms. 

b.  Scheduling of fingerprints.

c.  Taking fingerprints. 

d.  Compiling CNACI forms and fingerprint cards for submission to Office of Personnel Management (OPM).

e.  Reviewing completed forms for accuracy and completeness prior to submission to OPM.

f.  Tracking processing steps to ensure completion within specified timeframe in accordance with Encl 2. 

2.  CYS should coordinate with proponents concerning scheduling of processing steps.  

a.  Scheduling efforts should balance concerns about most efficient use of CYS staff time, most efficient use of proponent time, and the need for timely processing.

      b.  Scheduling should take into account the volume of anticipated CYS background check requests.  For example, in a large installation, the law enforcement agency may determine background check fingerprinting will take place twice a week.  CYS could offer to have staff available at those times to assist processing, review accuracy of identifying information on fingerprint cards, and hand carry completed cards to the Submitting Office Number (SON) function.  In a small or medium installation, fingerprinting may be scheduled less frequently but with provision made to allow fingerprinting as needed.  

3.  Processing of background checks is a team effort involving several proponents.  The role of CYS is to support but not assume full responsibility for this process.
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		Standard Form 85P						Agency Use Only Section

		Agency Use Only (Complete items A through P Using instructions Provided by OPMP

		A Type of Investigation\ 02 B		B Extra Coverage\            (leave blank)				C Sensitivity/Risk Level\  5		D Compu ADP\  (leave blank)		E Nature of Action Code\   OOO		F Date of action\		Month  (leave blank)		Day		Year

		G Geographic Location/  (leave blank)						H Position Code\       H		I Position Title\		Program Assistant

		J SON\               (insert SON		K Location of Official Personnel Folder\		X		None		Other Address						Zip Code

		for your						NPRC

		installation)						At SON

		L SOI\                 (insert SOI		M Location of Security Folder		X		None		Other Address						Zip Code

		for your						At SOI

		installation)						NPI

		N OAPC-ALC Number\   ARMY CYS						O Accounting Data and/or Agency Case Number\  (leave blank)

		P Requesting Official\		Name and Title				Signature						Telephone Number				Date

				Mr. James Smith										000-444-5555				00/00/2001

				Security Specialist
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