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PART B, CHAPTER 9:
COMPUTERIZED CRIMINAL HISTORY (CCH)
	Policy Number
	Authority
	Scope 
	Effective Date

	Part B, Chapter 9
	34 CFR §361.38, Texas Government Code §411.117, §411.084, and TWC Privacy Manual
	All TWC-VR staff
	
08/01/2025
03/02/2026


…
PROCEDURES
…
B. Requesting a CCH
After determining the type of CCH search, the VR Counselor Criminal Justice Information System (CJIS) trained staff must complete thewill initiate the Request for Computerized Criminal History Search form (VR1510). CJIS trained staff will complete the general caseload information and then send the VR1510 to the customer to complete the remaining personally identifiable information (PII) and obtain the customer’s signature. The completed VR1510 must be stored in the customer’s case file. 
The VR counselor enters a case note indicating the request for a CCH, detailing the procedure followed and the reasons for the request. Any RHW case note topic may be used, but “Background Check Request” must be included in the Add to Topic Section of the case note.  
1. Name-Based CCH Search: The VR Counselor submits the request via (choose one):
· [bookmark: _Hlk194066728]Email: Send an encrypted email to the Regional Office Point of Contact (POC). Add the subject line: <ENCRYPT> Background Check Request. Include the signed Request for Computerized Criminal History Search (VR1510) in Microsoft Word or PDF.
· DocuSign: Send the Request for Computerized Criminal History Search (VR1510) via DocuSign to the assigned Regional Office POC once the customer’s signature is completed within the DocuSign system. 
· The Regional POC for CCH will conduct the CCH search.
· The Regional POC for CCH will provide the CCH record to the TWC-VR Counselor, or notify that no records were found, via encrypted email with the subject line <ENCRYPT> Background Check Response.
· If a customer discloses they have a criminal record but no record is returned, it is possible the local arresting authority did not report the crime to DPS and the VR Counselor should direct the customer to their local authority to handle any disputes. 
· If verification of a CCH record cannot be made based on a customer's name, the Regional POC instructs the VR Counselor to follow the procedure to request a fingerprint-based CCH search.
· If a name-based CCH search reveals any result that needs to be discussed, to clear any possible misidentification, the VR Counselor contacts the State Office POCs to obtain a fingerprint-based CCH search.
· [bookmark: _Hlk160691112]Alternatively, the customer may go to DPS independently to obtain a fingerprint-based CCH; however, TWC-VR will not pay for this cost.
1. Fingerprint-based CCH Search: The VR Counselor submits the request via (choose one):
· Email: Send an encrypted email to the State Office Point of Contact (POC). Add the subject line: <ENCRYPT> Background Check Request. Include the signed Request for Computerized Criminal History Search (VR1510) in Microsoft Word or PDF.
· DocuSign: Send the Request for Computerized Criminal History Search (VR1510) via DocuSign to the assigned State Office POC once the customer’s signature is completed within the DocuSign system. 
· The State Office Program Specialist(s) for CCH will instruct the VR Counselor on the process for acquiring a fingerprint-based CCH search by email. 
· TWC-VR staff helps the customer schedule the fingerprinting appointment using information provided by the State Office Program Specialist.
· TWC-VR staff informs the customer that they will be required to pay a service fee (approximately $10-$25) at the time of the fingerprinting appointment. TWC-VR State Office staff pays the cost of the CCH search. 
· TWC-VR staff directs the customer to take a photo ID and Social Security number when the customer goes to the fingerprinting appointment. For additional information, see Documents to Prove Identity for Fingerprinting (PDF).
· TWC-VR staff sends an email to the State Office Program Specialist with the following information:
· The date and location of the fingerprinting appointment;
· The customer's name; and
· The case ID.
· [bookmark: _Hlk134721672]The State Office Program Specialist provides CCH record to the VR Counselor or notifies the VR Counselor that no records were found, via encrypted email with the subject line <ENCRYPT> Background Check Response.
The VR counselor enters a case note confirming receipt of the CCH record. 
The VR counselor only documents how the implications of the CCH may affect the selection of the vocational goal.  However, specific details from the CCH record, such as dates and types of convictions, must not be included in the case note.
· The customer must go through an evaluation process required by that entity. For example, Texas Department of Licensing and Regulation (TDLR) has a criminal history evaluation process to determine whether the customer's criminal history will prevent them from being licensed in that occupation. Another example is the Texas Board of Nursing's (BON) Petition for Declaratory Order (DO) process.  
· The VR Counselor must not support an employment goal for any occupation in which TDLR or any other regulatory entity has determined that the customer may not be licensed. 
…
REVIEW
The Policy Team, or designee, is responsible for reviewing this policy and these procedures and will update the Document History log if necessary.
	Date
	Type
	Change Description

	09/03/2024
	New
	VRSM Policy and Procedure Rewrite

	12/02/2024
	Revised
	Added in case note requirements for CCH

	04/07/2025
	Revised
	Updated procedures and added data elements required for the newly revised VR 1510, Request for Computerized Criminal History (CCH) Search

	08/01/2025
	Revised
	Updated information related to releasing a fingerprint-based CCH record to ensure compliance with DPS and FBI- Criminal Justice Information Services (CJIS) regulations

	03/02/2026
	Revised
	Clarified that the CJIS trained staff will initiate the VR1510 by completing the general caseload information and then send it the customer to complete the remaining PII. 
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