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11.4 Admissions Process for All CCRC Programs
11.4.3 Criminal Background Checks 
The CCRC requires that a CBC be completed on all referrals. Once a consumer, regardless of VR status, is referred to the center, designated Admissions staff will complete a CBC.

Designated Admissions staff will obtain the necessary information to complete the DARS1510 from the referring field counselor prior to running the CBC. 
Evaluating and Documenting CBC Results

CBC reports contain criminal action occurring in the State of Texas. CBC reports will either show no criminal action or criminal action matching the name and date of birth submitted. CBC reports are often incomplete and difficult to interpret. CCRC Admissions staff members should consult with their supervisory chain and Legal Services if they need help to interpret the results. They can send questions regarding CBC reports to ogc@dars.state.tx.us.

Staff members should document results in the consumer’s electronic record in ReHabWorks. Staff members should not document any details of the CBC report in the case note; they should just list the date the CBC was requested, the date the CBC was run, and the impact of the results on the consumer’s acceptance into CCRC. Staff members should indicate on the case note if the consumer is not accepted or if there is some restriction on the consumer’s acceptance based on the CBC (for example, the consumer can attend CCRC during the day but is not permitted to stay in the CCRC residential section).
Maintaining the CBC Results

If maintained, the CBC must be placed in a sealed envelope and stored in a locked file cabinet as part of the paper case record. A note on the envelope must identify it as a CBC and indicate the date of the seal and that the CBC should not be released. If the CBC needs to be reviewed, staff members are required to sign and date when the envelope is opened and again when it is resealed. In order to maintain confidentiality, immediately upon receipt, the CBC should be printed and all electronic copies should be deleted from electronic files in a secure manner. 
Releasing the CBC Results

The designated Admissions staff can release a copy of the CBC report to the consumer in accordance with the Business Procedures Manual, Chapter 20: Confidentiality and Use of Consumer Records and Information, 20.10.4 Release of Information Contained in Criminal History Records and 20.8.3 Release of Consumer Criminal History Records Obtained from the Department of Public Safety.
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