
Pre-Employment Check Guidance for Providers 
Staff Exclusion List Checks 

Criminal Background Checks 
 
Staff Exclusion List (SEL) 
 

• Who can check the SEL? 
• When should I check the SEL? 
• How can I check the SEL? 
• How can I check the SEL if I am a DCC/SACC provider? 
• What if I don’t receive a response? 
• What if the applicant doesn’t have a Social Security Number? 
• What if the applicant is on the SEL? 

 
Who can check the SEL? 

 
 

When should I check the SEL? 

 
 

 

Check 
Staff 

Exclusion 
List 

Programs serving 
"vulnerable persons" 
licensed, certified, or 

funded by OMH, 
OPWDD, OCFS, 

OASAS, DOH and SED 

All facilities and 
provider agencies 
defined in Social 

Services Law § 488(4) 

Providers who have to 
do a Statewide 

Central Register (SCR) 
Check. 

Before deciding to 
hire an: 
• Employee 
• Administrator 
• Consultant 
• Intern 
• Volunteer  
• Contractor 

who will have: 
• Regular and 

substantial 
contact with 
a service 
recipient, 

you must check 
the: 

Staff Exclusion 
List. 
 

 



 
 

How can I check the SEL? 
(For Non-Day Care Centers or School Age Child Care Providers) 

 
 
 

What if I am a Day Care Center (DCC) or School Age Child Care (SACC) Provider? 
 

 
 

 
 
 
 
 
 

Go to Forms tab of the Justice Center website, complete 
and submit an Authorized Person Designation Form for 
Staff Exclusion List Check. 

The Authorized Person will receive an email with a link 
to the online SEL check. 

The Authorized Person will enter the Applicant's 
information, including Social Security Number, in the 
online webform and await an email from 
VPCR.Notification@justicecenter.ny.gov with the result.  

Go to the Forms tab of the Justice Center website, 
complete and submit an Authorized Person 
Designation Form Justice Center Staff Exclusion List 
Check (For OCFS DCC and SACC Programs). 

The Authorized Person will receive an email with a 
link to the online SEL check. 

The Authorized Person will enter the Applicant's 
information in the online webform and await an 
email from VPCR.Notification@justicecenter.ny.gov 
with the result.  



 
 

What if I don’t receive a SEL check response within 1 business day? 
 
If the Authorized Person submits the SEL check request via the online webform, 
receives a confirmation number and does not receive a response on the same day, the 
following steps should be taken:  
 

 
 
 
 
 

What if the Applicant has not been issued a Social Security Number (SSN)? 
 

 
Link to SEL Check Request Form if Applicant has not been issued a SSN: 

http://www.justicecenter.ny.gov/investigations-prosecutions/cbc/forms/rselc 
 

Any questions, contact cbc@justicecenter.ny.gov. 
 

Step 1: Check your spam/junk email folders to see if 
an email has been received from 

VPCR.Notification@justicecenter.ny.gov 

Step 2: If the email is not in your spam/junk folders, 
ask your IT support to check if the VPCR emails are 

being received on the domain by searching with the 
text "SEL Inquiry" or the Authorized Person's  email 

address. 

Step 3: If your IT support is not able to find any emails 
from the VPCR, place a call to NYS ITS Customer Care 
Center at 1-800-697-1323 to indicate a problem with 
receiving a SEL response from the VPCR. Provide the 

date of the request and your contact information. 

A SSN is required 
to conduct 
online SEL 

checks. 

If no SSN, 
Provider may 

request special 
processing - 

by submitting 
the SEL Check 
(Fax Request 

Only). 

http://www.justicecenter.ny.gov/investigations-prosecutions/cbc/forms/rselc
mailto:cbc@justicecenter.ny.gov


 
 
 
 

What if the Applicant is on the SEL? 
 

 
 
 
 
 
  

 
 
  

may not 
hire the 

Applicant. 

If an Applicant is on 
the SEL, 

Facilities and 
provider agencies 
defined in Social 

Services Law  
§ 488(4) 

and Programs 
licensed or certified 
by OMH, OPWDD, 
OCFS,OASAS, DOH, 

and SED 

Pl
ea

se
 n

ot
e:

 The SEL check should be done only on 
applicants that the Provider is seriously 
considering hiring. 
If the AP's email address is not accepted 
on the webform, send an email to 
cbc@justicecenter.ny.gov to request 
assistance. 
The Provider must await the Justice 
Center’s response to the SEL request 
before proceeding with the hiring 
process.   



 
Criminal Background Checks (CBC) 
  

• Who can conduct a CBC with the Justice Center? 
• When should I conduct a CBC? 
• What forms do I need to keep? 
• How can I register an Applicant to be fingerprinted? 
• What if the fingerprints are rejected? 
• How will I receive CBC results? 
• How can I access the Justice Center CBC system? 
• What if I don’t receive a response? 
• How can I update an employee’s status in the CBC? 
• Can I run reports in the CBC system to assist with audit and compliance issues? 
• Can I still submit ink and roll fingerprint cards? 
 

 
Who can conduct a CBC with the Justice Center? 

 

 
 

When should I conduct a CBC? 
 

 

Conduct a 
CBC with 

the Justice 
Center 

Programs serving 
"vulnerable persons" 
licensed, certified, or 

funded by OMH. 

Programs serving 
"vulnerable persons" 
licensed, certified, or 
funded by OPWDD. 

Providers operating a 
"residential" program 
for children licensed 
or certified by OCFS - 

not Day Care. 

Before making a 
final hiring 
decision on an: 
• Employee 
• Administrator 
• Consultant 
• Intern 
• Volunteer  
• Contractor 

who will have: 
• Regular and 

substantial  
unsupervised, 
unrestricted 
contact with a 
service recipient, 

must request a: 
Criminal 
Background 
Check. 
 

 



What forms do I need to keep? 

 The Provider must obtain the consent of the individual subject to a criminal
background check before proceeding.  The Applicant should complete the
Applicant Consent Form for Fingerprinting for Justice Center Criminal
Background Check (Form JC CBC 4).  It must be must be signed by the
Applicant and maintained by the Provider agency for six years after the
individual is no longer employed or volunteers with the Provider.

How can I register an Applicant to be fingerprinted? 

OMH providers: Click here » http://www.justicecenter.ny.gov/node/648 

OPWDD providers: Click here » http://www.justicecenter.ny.gov/node/647 

OCFS providers: Click here » http://www.justicecenter.ny.gov/node/611 

What if the fingerprints are rejected? 

 The Applicant 
Consent Form for 
Fingerprinting for 
Justice Center CBC. 

Forms 
to Keep: 

If fingerprints are rejected, the CBC system will generate 
an email to the Provider’s Authorized Person(s) advising 
that fingerprints were rejected and the applicant will 
need to be reprinted.   

If this occurs, the Provider or Applicant will need to go 
to www.identogo.com and after selecting New York, 
click on "I received a rejection notification" link on the 
bottom of the Welcome Screen. 

If the Provider or Applicant calls to schedule an 
appointment with MorphoTrust, they must indicate 
that they wish to schedule a retake appointment. 

DO NOT register the applicant again as a new 
applicant.  This will delay processing time if the prints 
are rejected again. 

http://www.justicecenter.ny.gov/investigations-prosecutions/cbc/forms/acf-fjc-cbc
http://www.justicecenter.ny.gov/investigations-prosecutions/cbc/forms/acf-fjc-cbc
http://www.justicecenter.ny.gov/node/648
http://www.justicecenter.ny.gov/node/647
http://www.justicecenter.ny.gov/node/611
http://www.justicecenter.ny.gov/ocfs-providers-instructions-fingerprinting-morphotrust-location


 
How will I receive CBC results? 

 

 
  

How can I access the Justice Center CBC system? 
 
Click on: https://cbc.justicecenter.ny.gov.  You will need your user id and 
password. 
Guidance on using the CBC system is found at the following link: 
http://www.justicecenter.ny.gov/investigations-prosecutions/cbc/cbc-user-guide 
 

 
What if I don’t receive a response to a CBC check? 

 
 
 
 

Results 
are in the 

CBC 
system. 

The official Justice 
Center determination 

is available in the 
Justice Center’s CBC 

system.   

All of the Provider’s 
Authorized Persons 
receive encrypted 

emails advising that a 
Justice Center 

determination has 
been made. APs are able to view 

determinations (and 
notifications of 

subsequent arrest) 
directly in the CBC 

system.   

and then email or call 
the CBC Unit at 

cbc@justicecenter.ny.gov 
or 518- 549-0361. 

wait 48 
hours after 
prints were 
submitted 

If you don't 
receive a 
response, 

https://cbc.justicecenter.ny.gov/
http://www.justicecenter.ny.gov/investigations-prosecutions/cbc/cbc-user-guide


 
 

How can I update an employee’s status in the CBC? 
 
Link to user guide: http://www.justicecenter.ny.gov/investigations-prosecutions/cbc/cbc-
user-guide 
 

From the search result, user can navigate to update employment status. 
 

 
• Select employment status field from drop down menu: 

 

 

• Click on button to apply the changes. 
 

 
 
Can I run reports in the CBC system to assist with audit and compliance issues? 
 
Yes, by clicking on the Reports tab, the Provider is able to run a Provider Compliance 
Report which will be useful for audit purposes.  In the Provider Compliance Report 

http://www.justicecenter.ny.gov/investigations-prosecutions/cbc/cbc-user-guide
http://www.justicecenter.ny.gov/investigations-prosecutions/cbc/cbc-user-guide


screen, click on the Provider drop down and find Provider Name and select dates for the 
timeframe of the report. 
 
 
Reports Tab 

 
 
 

 
 
 

Can I still submit ink and roll fingerprint cards? 
  
Yes, guidance for doing so is found on the following link: 
 
http://www.justicecenter.ny.gov/node/599 
 

 

http://www.justicecenter.ny.gov/node/599

