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POLICY
All staff working for UCAN Head Start must be registered with the Oregon Department of Education Child Care Criminal History Registry.  A copy of the staff’s registration will be kept on file in the main office.  

PROCEDURE
· When job applicants request application for a Head Start job vacancy, the Application for Enrollment in the Criminal History Registry form will be given with the application at that time.  The application will also be available on the UCAN website.  A statement will be included in the vacant job announcement regarding the necessity for job applicants to complete and submit the enrollment form.

· It will be the applicant’s responsibility to submit the completed enrollment form to Child Care Division, with required fee.

· If an applicant is already enrolled, they may provide a copy of the enrollment with their application.
· An individual may be hired on a provisional basis if that individual is conditionally enrolled in the Criminal History Registry.  An individual who is not yet enrolled or conditionally enrolled in the Criminal History Registry may participate in training, orientation and work activities if the training, orientation and work activities are at a location other than the child care facility or are conducted at the facility when children are not present and the individual is not in contact with any children.  Until the positive notification is received the provisional employee’s supervisor will be notified of his/her status about not being around children.
· Once the positive notification is received the prospective employee’s supervisor will be notified that the Criminal History Registration is cleared. A job offer may then be made, and the employee may be in contact with children. 

This policy complies with Head Start Performance Standards  1301.31 Personnel policies.and  § 1301.32 Limitations on costs of development and administration of a Head Start program.Oregon Revised Standards, OAR 414-061-0060(3), (4).  


