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Federal Criminal Background Check
The College of Education at Montana State University-Billings (MSU-B) requires that a national criminal history background check, including fingerprinting, be completed for all candidates enrolled in a teacher education or school counseling program.  Candidates can not be admitted to the teacher education or school counseling programs until this process has been completed.

Many school districts in Montana, as well as most states require criminal background checks.  Montana, by state law, will not issue a teaching license until this process had been completed and the results reviewed by the Office of Public Instruction.  As stated in Title 37, Chapter 1 a conviction; conviction following a plea of Nolo contendere; a conviction with a suspended or deferred sentence or any other adjudication treated by the court as a conviction for a sexual offense; a crime involving violence; the sale of drugs; or theft; or any other criminal history may prevent a candidate from attending field experiences and/or being licensed.  Candidates with a criminal record may need to proceed through the college appeals process before being allowed to continue to take courses.  Candidates will be contacted if there is a reason for concern on the report.  Continued enrollment at MSU-Billings does not imply that licensing is guaranteed.  The college does not make licensing decisions based on the criminal background report – at the time of licensure application the state licensing unit will review the report and proceed according to state policies, procedures, and laws. 
Candidates must sign a notarized release so that MSU-B may share in formation with the appropriate agencies, state licensing units or school districts.  If an agency, state licensing unit, or school district requests information, MSU-B will have been given permission by the student to disclose the results.  If a candidate chooses not to sign the waiver, it could prevent placement at any particular site and may be cause for proceeding through the college appeals process.

Criminal background checks are valid for only 24 months.  If the report is 22 months old at the time of application for a teaching license or endorsement fingerprinting will have to be repeated.

The Process

1. Choose a fingerprinting service (below is the company in Billings).  Be prepared to pay the service’s fee.  County sheriff’s offices and some police departments may also fingerprint.  Contact them before going – they may have specific restrictions, may not do fingerprinting, or do fingerprinting by appointment only.
	Kenko Security & Technology
	3416 1st Avenue North

Billings, MT  


	Phone

245-4946
	Will do fingerprinting

Monday – Friday

9:00-12:00 and 1:00 – 4:00
	$12.00

 per card


2. Submit a printed fingerprint card with completed personal information on it, and a $29.25 check or money order made out to the Criminal Justice Information Services Bureau to Jennifer Burns in the Office of Educational Theory and Practice (ETP), Room 261 of the College of Education.

3. ETP submits the cards to Criminal Justice Information Services Bureau for processing.

4. The Criminal Justice Information Services Bureau in Helena sends the cards to the FBI.

5. Within 4-8 weeks the Bureau sends the cards and a federal report back to ETP for review.
6. Once a criminal background report has been obtained, MSU-B will mail you a report verification which will indicate if the report was received with no areas of concern, area(s) of concern not likely to affect licensure or serious area(s) of concern that may negatively affect licensure.
7. If a report reveals a criminal background the student will be notified. The Unit Chair of Education Theory and Practice, the Dean of the College of Education and/or the Teacher Education Appeals Committee will review and make a recommendation for or against proceeding through the college appeals process.  If a recommendation is made to disallow student to complete a field experience, student teaching, or an internship, the student will be notified and advised of due process rights and procedures as outlined in the student handbook and general bulletin (catalog).

8. Final appeals will go through the Dean of the College of Education.
Self Disclosure and Informed Consent

Student Name: _________________________________________________________________________

Social Security Number: _________________________________________________________________

Section 20-4-11 of Montana Code Annotated (Montana School Law) gives the Board of Public Education the authority to suspend, revoke or deny licensure of any person who (A) has been convicted of a crime more serious than a traffic violation, (B) makes any statement of material fact in the application for a license which the applicant knows to be false, (C) has been denied, had revoked, suspended, or has surrendered a teacher or specialist license or certification in another state, or (D) is guilty of immoral conduct related to the teaching profession.

A “yes” answer on one or more of the questions that follow will not necessarily eliminate you as a candidate for a Montana teacher licensure.  This form is designed to serve as an initial screening device to identify candidates from whom further information is needed.  Your signature must be notarized.

_____Yes     _____No     1.  Have you ever been arrested or convicted of a misdemeanor other than a traffic violation?

_____Yes     _____No     2.  Have you ever been arrested, indicted, or convicted of a felony charge?

_____Yes     _____No     3.  Have you ever been denied admission to a teacher education program?

_____Yes     _____No     4.  Have you ever been removed from a teacher education program?

_____Yes     _____No     5.  Have you ever had a teaching certificate denied or revoked in any state?

If you respond “Yes” to any of the questions above,

you must complete one disclosure-of- information form per incident.

Oath:

I attest that the responses I have made to the above questions are true statements and I understand that falsification may be considered sufficient cause for my removal from the teacher education program or ultimate denial of my teaching license.  I understand that a federal background check is required for admission to the Teacher Education Program at Montana State University Billings.  All information I have provided is accurate and I give the College of Education the right to verify that information through a criminal background check (both state and federal).  I understand that the results of the background check could lead to denial to admission and/or denial to participate in any field experiences.  I give my permission to the College of Education to disclose the results of the criminal background check with other educational institutions, law enforcement agencies, courts, and/or state departments as deemed appropriate by the College.

(Sign in front of a Notary Public)
____________________________________________________





Applicant’s Signature





____________________________________________________





Date

State of _______________________________

County of _____________________________

Subscribed and sworn to before me this _________day of ____________________, 20_____

         ________________________________________________

                                          Notary’s Signature 

Disclosure of Information Form
Arrests, indictments, and/or convictions

	Legal Name

(at time of arrest)


	

	

	Age

(at time of arrest)


	
	Date

 of arrest
	

	

	Location of arrest


	Town/City
	County
	State

	
	
	
	

	
	
	
	

	Arresting Agency (circle one)  
	City Police

 Department
	County Sheriff’s Office
	Tribal Police

	

	Charge(s)
	

	
	

	
	

	

	Name of Court
	

	

	Court Action

(circle one)
	Convicted
	Deferred
	Suspended
	Dismissed
	Other

	

	In the space below provide a full description of the circumstances of the arrest and court action.  If additional space is needed, attach a word processed document of explanation.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Disclosure of Information Form
Removal from a teacher education program

Denial of admission to a teacher education program

Denial or revocation of a teaching license

	Legal Name


	

	

	University

and/or

State

 (license revocation)


	

	

	Date of removal, denial, or revocation


	

	
	
	
	

	In the space below provide a full description of the circumstances of the removal, denial, or revocation.  If additional space is needed, attach a word processed document of explanation.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


