INSTRUCTIONS ON HOW TO COMPLETE 
A “REQUEST FOR CHILD PROTECTION SERVICE (CPS) HISTORY CHECK” FORM
(Effective 1/1/2011)
*ALL SPACES MUST BE COMPLETED AND TYPED IN ALL CAPITAL LETTERS!!
Section A- This section can be completed by the applicant or a Lifeline representative as long as it is completed in ALL CAPS and TYPED.
· Question 1- provide the applicant’s full legal first, full legal middle and full legal last name as it appears on an official document. If no middle name or initial given at birth indicate “no middle”.
Section B- This section is to be completed by the applicant. The requesting organization is not to complete this section. *Please type all information, except where signature is requested.
· Question 9- The applicant should sign their legal name EXACTLY as it will be signed on question #13.
· Question 11- Enter the date the applicant signed the form.
*Note: The check can only be completed for 60 days after this date.
· Question 12- Mark the appropriate box for the applicant’s gender.
· Question 13- Type name EXACTLY as signed in Question 9 above.
· Question 14- Enter the applicant’s date of birth.
· Question 15- Enter the applicant’s race.
· Question 16- Enter the applicant’s current residential address, including 	city, state and zip code.
· Question 17- Enter the last four numbers of the applicant’s Social Security 	number. If the applicant has applied for this number but has not yet 	received, enter “pending’ in the blank.
	If the applicant does not have a social security number for any other 	reason, provide an explanation of why in this space. In addition, if the 	applicant has ever had a different social security number at any time or 	under any other name, also provide that number here.
· Question 18- Enter the name of each Indiana county, or counties, that the applicant lived beginning with the current or most recent county in 18a. 
	NOTE: (Be sure to complete in all CAPITAL LETTERS!) 
· Continue to list in descending order to the oldest in 18b through 18e. For each county provide a beginning and ending year of residency within that individual county. 
· If an applicant has resided in the same Indiana county the entire period, provide the county name and the begin year and indicate the end as “CURRENT“. Attach additional sheet of paper if more space is needed.

	NOTE: When the applicant has a permanent residential address and a 	school address within two separate Indiana Counties during the same 	years, please indicate one as “home” and the second as “School”. This 	type of explanation is also necessary when any other type of permanent 	and/or temporary addresses exist.

· Question 19- Has the applicant ever, at any time during his/her lifetime, used a different first, middle and/or last name then indicated in Question 1 at the top of the form? This will include names prior to an adoption, maiden names, previous married names, *nick names, shortened first name or use of middle name as commonly used first name, or change in middle name due to using maiden name as middle name after marriage or a combination of any of the above. *If the answer is NO, please stop. If the answer is YES, complete 19a-19e! Attach additional page if necessary.

Please submit the original form along with the application to the attention of HR.
Lifeline will retain the original for their file and submit a copy to the appropriate DCS location(s) for completion.
	


