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INSTRUCTIONS FOR 


CIVILIAN BACKGROUND CHECK


AND FBI BACKGROUND CHECK

As required by law, Viva Spanish! Language Programs requires criminal records checks as a precondition of employment of all of our instructors.  

· First time applicants to Viva Spanish must complete both BCI and FBI background checks. (If you have completed this step recently with a previous employer we may be able to use those results.) 
· First time applicants for a teaching certificate (Non-Tax or Sub license) must complete both BCI and FBI background checks and those checks must be no older than one year (365 days) at the time they are used for initial licensure. 

· Applicants who have lived continuously in the state of Ohio for the previous five years, and have a BCI background check already on file, will need to complete only an FBI criminal background check once every five years.

· Applicants who have not lived continuously in the state for the past five years will need to complete both a BCI and FBI background check.

Instructions:

1. Go to the Internet website 
http://www.ohioattorneygeneral.gov/Business/Services-for-Business/WebCheck/Webcheck-Community-Listing
· Locate a WebCheck location in your community.  Search by County or Zip Code.  If given more than one option call and compare pricing.  
· Determine if you need both BCI & FBI checks and choose your location accordingly.  (Viva Spanish can aid in this process.) 

2. Bring the following information/items with you:

· Photo ID (Driver’s License, State Issued ID, Passport, etc.) 
· Current Address

· Date of birth

· Social Security Number

· Check or Money Order  
3. IMPORTANT: Request that an ELECTRONIC SUBMISSION be sent to the Ohio Department of Education. 
4. Request that a copy be sent by MAIL to:

Viva Spanish! Language Programs
38033 Euclid Ave. T13

Willoughby, OH 44094

Click link from the Ohio Department of Education for additional information and answers to frequently asked questions (FAQs):
http://education.ohio.gov/Topics/Teaching/Educator-Licensure/Additional-Information/Background-Check-FAQs
