Office for Background Screening

Date: January, 2011

To: School Principals and CORI Coordinators

From: Ann Lally O/\/\/\/\/

Subject: 2012 School CORI Materials

The attached PDF file includes the following information for the 2012 fiscal year:

» NEW master copy of the 2012 CORI Request Form (note change in what is to be checked
off and completed in the paragraph at the top of the form)

e NEW master copy of the Evaluation Acknowledgement Cover Sheet (note # 6 and #7 are
additional information requests)

» Standard Practices — PLEASE REVIEW FOR NEW AND REVISED INFORMATION

e Who's Who FYI Flyer

e 2011 -2012 Submission Schedule - PLEASE SUBMIT COACHES, ETC. WELL BEFORE
THE SPORT SEASON BEGINS

e Contractor and Vendor Guidelines

e Information about how to obtain out-of-state background checks including specific information
regarding New Hampshire and Rhode Island

o Information about documents that establish identity and how to obtain a MA picture ID

I remind you once again of the urgency to submit school CORI as soon as possible beginning in mid June so
that we may submit them to the Commonwealth before parishes begin to submit their CORI renewals.

Many schools send out the new form in registration packets for families of current students as well as in the
packets to parents of prospective students. That is the reason | am sending out these materials in January!
Also, if you have returning educators and staff, | suggest that you have them complete their CORI in June.
Submit as many CORI as you can early in the new fiscal year and then send in the stragglers or new folks
when school starts. There is no need to wait until September to begin the process.

Remember, CORI for new volunteers, staff or educators should be submitted prior to the start of
employment or volunteering.

Thank you to you and your staff for complying with the CORI requirement.

REMINDER: PLEASE BE SURE TO DESTROY ALL 2011 BLANK FORMS AT THE END OF JUNE.



ALL EDUCATORS, OTHER PAID SCHOOL STAFF AND

SCHOOL VOLUNTEERS
ARCHDIOCESE OF BOSTON
66 BROOKS DRIVE
BRAINTREE, MASSAGHUSETTS 02184-3839 ADBVR
CH385
FE115

The Archdiocese of Boston, Office for Background Screening has been certified by the Criminal History

Systems Board for access to all criminal case data including conviction, non-conviction and pending.

As an applicant/employee for the position of: (please check one & indicate type of volunteer)
OEDUCATOR JOTHER PAID SCHOOL STAFF 0 CONTRACTOR

OVOLUNTEER

[ understand that a criminal record check will be conducted for conviction, non-conviction and pending

criminal case information only and that it will not necessarily disqualify me. The information below is

correct to the best of my knowledge.

Applicant/Employee Signature
THIS CORIIS: CNEW ORENEWAL

PLEASE PRINT| INFORMATION

LAST NAME FIRST NAME MIDDLE NAME
MAIDEN NAME OR ALIAS (if applicable) PLACE OF BIRTH *ID Theft Index PIN (if applicable)
DATE OF BIRTH SOCIAL SECURITY NUMBER: MOTHER’S MAIDEN NAME

(Requested but NOT required)

CURRENT AND PREVIOUS ADDRESS:

SEX: HEIGHT: ft. in.  WEIGHT: EYE COLOR:

STATE DRIVER’S LICENSE NUMBER:

*#*THE ABOVE INFORMATION WAS VERIFIED BY REVIEWING THE FOLLOWING FORM OF

GOVERNMENT ISSUED PHOTOGRAPHIC IDENTIFICATION:

PERSON VERIFYING ABOVE INFORMATION:

SCHOOL and CITY/TOWN SUBMITTING REQUEST:

2
REQUESTED BY: Z e //%/Zx
/s’ESNATURE OF CORI AUW@*EMW@'\

[FISCAL YEAR 2012
July 1, 2011 — June 30, 2012

Please attach a postage paid self-addressed envelope if you would like a copy of your CORI Thank you.



FY 2012 SCHOOL CORI EVALUATION ACKNOWLEDGEMENT COVER SHEET

1. Each time you submit CORI — by mail or fax - even if it is only one request, complete the
information on this form and include it as a cover sheet for each type of submission you send in.
2. Keep a copy of the form for your records.

3. A copy of this form will be returned BY FAX once the CORI have been evaluated.

Name of School:

Town/City: IFAX NUMBER

*PLEASE GROUP ONLY_ONE TYPE OF CORI IN A BATCH - i.e. Educators, Staff,

Contractors or Volunteers.
*PLEASE SEPARATE NEW CORI AND RENEWAL CORI INTO INDIVIDUAL BATCHES.

*PLEASE USE A SEPARATE ACKNOWLEDGEMENT FORM AS A COVER SHEET FOR EACH
BATCH OF CORI SUBMITTED.
YOU MAY INCLUDE MORE THAN ONE BATCH OF CORI IN A MAILING.

[FOR ALL SUBMISSIONS - SUBMIT ONLY ONE TYPE OF CORI PER BATCH|

1. FIRST NAME IN BATCH: (first and last name)

2. LAST NAME IN BATCH: (first and last name)

3. CHECK TYPE OF CORI IN THIS BATCH: [ EDUCATORS O STAFF O CONTRACTORS
OVOLUNTEERS

(Per the United States Conference of Catholic Bishops, educators include salaried teachers, principals

and administrators.)

4. CHECK WHETHER CORI IN THIS BATCH ARE... NEW  or RENEWALS
PLEASE DO NOT MIX NEW WITH RENEWALS
5. QUANTITY OF CORI IN THIS BATCH:

6. DO ANY OF THE INDIVIDUALS FOR WHOM YOU ARE SUBMITTING CORI IN
THIS BATCH ALSO SERVE AS COACHES? YES NO

7. IF YES, PLEASE LIST THEIR NAMES ON THE BACK OF THIS FORM.

8. Information Completed By: Date:

IFOR OFFICE FOR BACKGROUND SCREENING ONLY|

The CORI from this batch have been evaluated and cleared. M

The CORI from this batch have been evaluated and one or more CORI in the batch require further
action. The pastor, school principal, headmaster or president will be notified by mail. 0

Evaluation Completed By: Date:

DUPLICATE THIS FORM TO USE AS A COVER SHEET WITH EVERY BATCH OF CORI SUBMITTED. Thank you.




ICORI STANDARD PRACTICES — Fiscal Year 2012|

After downloading the annual CORI PDF file, please look over all materials in the file,
thoroughly.

Fill in the name of the parish/school/office/agency and the city/town on the master form(s)
BEFORE duplicating.

Duplicate renewal forms on white paper. (For use by individuals who completed a CORI request
the previous year)

Duplicate forms for new employees and/or new volunteers on colored paper. (For use by anyone
who did not compete a CORI the previous fiscal year)

Distribute CORI forms to all paid lay employees - any layperson who draws a check from the
parish, school or agency - and volunteers 17 years of age and older ministering to children, youth,
elderly and the disabled. (See enclosed list of examples.)

**Please Note: All clergy receive a separate CORI mailing. They submit the annual CORI
renewal individually, independent of the parish or school.**

Although we are providing the CORI form to you by PDF file YOU MAY NOT PUT THE CORI FORM
ON THE PARISH/SCHOOL WEB PAGE! (Per Commonwealth) You may forward it individually to a
volunteer, but if you do email or mail the form it must be in PDF form and the person must still come to
the parish, school, office, agency, etc. to have their CORI verified in person.

Verify each completed CORI form when the individual brings the CORI to the parish, school,
office, agency, etc. by viewing a picture ID.

If a picture ID is not available, information on the CORI may now be verified with a birth
certificate or social security card. Please make a notation on the form that no picture ID is
available.

Person verifying:

o Checks to see that ALL required information is legible and filled in - particularly the correct
year for date of birth (Including the Social Security # is optional.) CORI with missing
information will be returned.

o Schools - please note the additional information required in the paragraph at the top of the
form.

o Checks to see that the individual has signed the CORI form on the signature line and that
the person’s personal information is clearly printed and legible. VERY IMPORTANT!

o Views and documents the type of identification presented as verification on the line that
reads Government Issued Photographic Identification.

o Does not have to copy the license or other form of identification. (per the Commonwealth)

o Signs the form on the line reading Person Verifying Above Information.

Please Note: If an individual does not provide an acceptable form of identification that person may only
serve in ministry when accompanied by another CORI cleared individual.




¢ Place original renewal request forms in alphabetical order. Use one CORI Evaluation
Acknowledgement Form as a cover sheet for each batch. Submit CORI according to the
submission schedule.

e Place original new request forms in alphabetical order. Use one CORI Evaluation
Acknowledgement Form as a cover sheet for each batch. Submit CORI for new

employees/volunteers at any time during the year employment or ministry begins.

e Submit only one type of CORI per batch. (Ex.: 172H new staff = 1 batch; 172H staff renewals = 1
batch, 172H new volunteers = 1 batch, 172 renewal volunteers = 1 batch, etc.) PLEASE DO NOT
MIX new and renewal forms in a single batch.

* Schools - place CORI for educators, staff and volunteers in separate batches, divide batches by
new or renewals and put each batch in alphabetical order. Include one CORI Evaluation
Acknowledgement Form as a cover sheet on top of each batch.

¢ Schools — if any submitted batch includes coach CORI, please list their names on the back of the
form.

e COPY ALL CORI REQUEST FORMS BEFORE SUBMITTING. You may include more than
one batch in a mailing.

* After receiving the notification indicating that the Office for Background Screening has received
the CORI submission, SHRED the part of the CORI form that includes personal information.

* Request a background check from the state of residence for any employee and/or volunteer
currently residing outside MA. (Resource information enclosed)

* Request a background check from the former state of residence for any employee and/or
volunteer residing in Massachusetts for less than 1 year. (Resource information enclosed)

¢ Faxing is for unique situations ONLY. Please call (617-746-5840) or email (Ann_Lally@rcab.org)
before faxing (617-779-4565) so that confidential information will be protected. Please include an
Acknowledgement Form cover sheet when you fax.

* Mail the original CORI request form marked “Original of form faxed on...” to Office for
Background Screening, 66 Brooks Drive, Braintree, MA 02184.

* Schools - when necessary, follow the Archdiocese of Boston Guidelines for use of Contractors and
Vendors on School Property.

» Parishes — review Examples of Volunteer Ministries Required to CORI Their Volunteers Ann ually

* Make the Archdiocesan CORI Policy readily available to anyone in the school, parish, office,
agency, etc. who wishes to reference the information. (Per CORI Regulations of the
Commonwealth of Massachusetts)

Please call 617-746-5840 or email Ann Lally@recab.org to request CORI forms in Spanish and
Portuguese.




WHO’S WHO FYI

EDUCATORS: Salaried teachers, principals and administrators (as
defined by the United States Conference of Catholic Bishops audit
document)

STAFF: Any paid person who draws a check from the school, works full
or part time, (other than priests, deacons and educators) and is
employed by and works directly for the school as support staff including
administrative support personnel, custodial staff, school nurses, etc.

VOLUNTEERS: Non-paid persons such as coaches, lunch monitors, parent
volunteers helping with classroom projects, school events, etc. or others
who assist the school on a volunteer basis receiving no monetary
compensation - including a stipend.

CONTRACTORS: Individuals not directly employed by the Archdiocese or
school but hired to carry out construction projects on school property or
to conduct periodic maintenance such as heating service, plumbing
work, snow plowing, etc. ‘
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Archdiocese of Boston Guidelines for use of
Contractors and Vendors on School Property

The following is a list of guidelines school administrators in the Archdiocese of Boston should
follow, to the extent possible, when permitting contractors and vendors not employed by the
Archdiocese of Boston to conduct maintenance or construction projects on school property. The
guidelines are intended to ensure a safe and secure environment for all faculty, volunteers, students and
visitors to schools of the Archdiocese of Boston.

e request that contractors/vendors conduct their maintenance at a time and manner which
presents the least amount of disruption to the school day;

e ensure that the contractors/vendors have obtained the necessary licensing and/or permits for
the maintenance;

e students should never be permitted to be alone with a contractor or vendor in an
unsupervised area of the school property;

e inform all school faculty, personnel and volunteers of maintenance projects which will be
performed on school property, including the following information: type of work to be
conducted; location of the project; the name of the contractor(s)/vendor(s) who will conduct
the maintenance; and the expected duration of the project;

¢ obtain a list from contractors/vendors of all personnel who will be performing maintenance
on the school property;

e require all contractors/vendors to check-in at the school office prior to commencing their
work each day; issue a temporary visitor’s badge to all contractors/vendors each time they
enter school property and require the badge to be returned to the school office before
exiting school property;

» limit the access of contractors/vendors on school property to the location where the
maintenance is to be conducted; if the contractor/vendor requires access to other parts of the
building, the school office should be notified prior to obtaining such access;

e if maintenance is necessary to a school bathroom during a time when students are on school
property, an administrator should remain with the contractor/vendor during the duration of
the maintenance, or if possible, the school should ensure that students use another bathroom
during the maintenance; and

 faculty, personnel and volunteers should be requested to report any suspicious activity by a
contractor/vendor to the school administrator.

Please contact Ann Lally at 617-746-5840 or Ann_Lally@rcab.org if vou require further clarification.




=/

OBTAINING A COPY OF A CRIMINAL RECORD

From New Hampshire (www.state.nh.us/safety/nhsp)

In person:
1. Complete Section I of the Criminal Record Release Authorization Form (on web page) and
bring it to the Division of State Police, 33 Hazen Drive, Concord.
2. Bring a picture ID.
3. Pay a fee
a. Employees pay a $25 fee.
b. Volunteers pay a $10 fee if they complete a Reduced Fee Request (on web page) and
have it signed by a representative of the school or parish.

By mail:

1. Complete Section I and Section II of the Criminal Record Release Authorization Form (on web
page) and have it notarized by either a Notary Public or Justice of the Peace.
Complete a Reduced Fee Request if you are a volunteer.
Submit a check for the appropriate fee made payable to State of NH Criminal Records.
Submit a typed self-addressed envelope.
An individual should have the record sent to him/herself (do not have the record sent directly to
the Office of Volunteer Resources.) He/she brings the copy of the record to the parish or school
in a closed envelop marked “personal and confidential” with his/her name and the parish or
school name clearly marked on the envelope. The parish or school submits the out-of-state
CORI when they submit their Mass. CORI.

Al o

From Rhode Island

In person:
1. Go the Attorney General Bureau of Criminal ID, 150 South Main Street, Providence.
a. Bring a picture ID
b. Pay a 35 fee.

By mail:

1. Submit a notarized letter of request with a copy of your license.

2. Submit a $5 check or money order payable to the Rhode Island Attorney General Bureau of
Criminal ID.

3. Submit a self-addressed envelope.

4. An individual should have the record sent to him/herself (do not have the record sent directly to
the Office of Volunteer Resources.) He/she brings the copy of the record to the parish or school
in a sealed envelope marked “personal and confidential” with his/her name and the parish or
school name. The parish or school submits the out-of-state CORI when they submit their Mass
CORL

Consult Information For Out Of State Record Checks mailed with your yearly CORI materials.
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ESTABLISHING IDENTITY

Examples of acceptable government issued identification documents:
e Driver’s license — MA or other state
¢ State, federal or local ID card with photograph
e U.S. Passport (unexpired or expired)
o Certificate of U.S. Citizenship
Certificate of Naturalization
Current foreign passport
Alien Registration Receipt Card with photograph
Voter’s Registration Card
U.S. Military card or draft record
Military dependent’s ID card

If an individual does not have a government issued photo identification the following forms
of identification may be used:
e Birth Certificate

e Social Security Card
Notation must be made on the CORI form that the individual has no available photo

identification.

HOW TO OBTAIN A MASSACHUSETTS PICTURE ID

For people who do not have a Massachusetts driver’s license, The Registry of Motor Vehicles
can issue an official identification card. The Massachusetts ID looks similar to a driver’s license;
however, it does not extend any driving privileges. It is an official form of identity, signature
and age that are accepted in the Commonwealth.

You may apply for a Massachusetts ID at any full service Registry of Motor Vehicles office.

Massachusetts ID Requirements:
* You must be at least 16 years of age.
¢ You may not hold a valid license in any state.
e You must be a resident of Massachusetts.
® You must present the following original — not photocopies - when applying for the ID:
o Social Security Card or valid, current U.S. or non-U.S. Passport
o Document proving date of birth
o Document proving signature
o Document proving residency in Massachusetts.
° Youmust pay a $15 fee. The Mass ID is valid for Syears.
* You must complete an application for a Mass ID (available on the Registry web page —
www.mass.gov/rmyv under Forms and Files)




