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Archive Tips 

Criminal History Q&A 

The Background Check Central Unit 

(BCCU) 
 

Office hours 8 a.m.- 4:30 p.m., Monday through 

Friday (except holidays) 
 

• Email –  bccuinquiry@dshs.wa.gov 

Please allow 1-2 business days for a response.   

• Phone – 360-902-0299 

Phone support is available 9-11 a.m. Monday 

through Friday (there are exceptions depending 

on availability) 

• Website & Newsletter Archive – 

https://www.dshs.wa.gov/ffa/background-check-

central-unit  

Our website contains a lot of helpful information 

for customers including FAQs 

and Turnaround Times.    

 

 

 

Step into spring and take a peek at our April 

newsletter.   

 

To receive the newsletter, please join our 

Listserv.  Information on our Listserv and how to 

join can be found here.  

  

Our Applicant Guide covers instructions on 

completing the background check authorization 

form, scheduling a fingerprint appointment, and 

getting results by email.  It is available in 

Spanish.    

 
 

 

 
 

mailto:bccuinquiry@dshs.wa.gov
https://www.dshs.wa.gov/ffa/background-check-central-unit
https://www.dshs.wa.gov/ffa/background-check-central-unit
https://www.dshs.wa.gov/ffa/faq?field_fsa_topics_value=bc
https://www.dshs.wa.gov/ffa/background-check-central-unit/turnaround-times
https://www.dshs.wa.gov/ffa/background-check-central-unit/bccu-listserv-0
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCCUApplicantGuidebrochure.pdf
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCCUApplicantGuideSpanish.pdf
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Account Administrators 
  

   

 

How to Add an Additional Role 
 

A User will only have the permissions that are assigned to a role.  For example, if you 

have a User that has been set up as an Account Submitter, they will only be able to 

submit background checks, NOT view results.  If they need to be able to view results, 

you will need to add an additional role as an Account User.   

1. Click Admin Tools menu. 

2. Click Users. 

a. User page displays. 
 

 
 

3. Click the Username of the User you wish to edit.  

a. User’s Profile displays. 

4. Click Add New User Role under Entity Roles. 

a. Fields auto populate with Administration, Division, Inquiry Type, and 

Entity. 

5. Select Role based on the level of access you would like user to have. (Account 

Administrator, User or Submitter).  See Guide for user descriptions.  

6. Select Save.  The User will now have 2 active roles.    

 

 
 

 

 
 

 

 

https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/BCS_Entity_Admin_User_Guide.pdf
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User Roles 

 

Common Causes of Low-Quality Fingerprints  
 

The following are some circumstances that can increase the chance of fingerprints being rejected: 

• Frequently washing/disinfecting hands or having dry hands 

• Moist hands 

• Activities that require use of the fingertips such as weightlifting, rock climbing, gardening, or 

playing guitar 

• Frequent or regular handling of paper or typing 

• Exposures to chemicals, such as bleach, chlorine, acetone, antibacterial products 

• Age:  Skin becomes smoother, and ridges become harder to capture with age 

• Ethnicity:  Some ethnic groups have naturally fine/smooth skin 

 

Tips for Applicants for Improving Fingerprint Quality 
• Wear kitchen gloves when in contact with water that has dish soap, cleaning products, or 

especially bleach. 

• Avoid prolonged hand submersion in water or swimming in chlorinated pool, etc. 

• Use good gloves for any yardwork to protect from dirt, concrete, brick, etc. as they dry and 

damage skin. 

• Avoid alcohol-based hand sanitizing agents. 

• Apply lotion multiple times per day, particularly after washing/drying hands. Same day is ok, but 

not within a couple of hours of appointment time. 

• If hands are excessively dry, use some sort of heavy-duty moisturizer before bed and put some 

inexpensive gloves or mittens on to keep product on skin overnight. (Depending on skin tolerance 

levels- use petroleum jelly, Bag Balm, Aquaphor type products. Simple olive oil or coconut oil 

work if there are allergy issues.  

• Stay hydrated with plenty of fluids- especially in the 24 hours leading up to appointment.  Make 

sure hands are clean prior to appointment. 

• If applicant has excessively moist fingers, wiping them with alcohol can help.     
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How Much of a Difference Can Following These Tips Make? 
The images below show the difference that regular use of lotion and reducing activity can have on 

fingerprints over time. 

 
 

Note:  Most applicants following these tips will have significantly improved fingerprint quality.  There is a 

very small percentage of people for whom even the best care and planning will not produce acceptable 

prints.  Please reach out to BCCU to explore options.   

 
 

 

View Process Flow: 

https://www.dshs.wa.gov/sites/default/files/bccu/documents/fingerprintcardreviewprocess.pdf 

https://www.dshs.wa.gov/sites/default/files/bccu/documents/fingerprintcardreviewprocess.pdf
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We understand some of our applicants have experienced difficulty when scheduling a 

fingerprint appointment online or when calling the IdentoGO/IDEMIA customer service. If 

you or an applicant are experiencing issues, we want to hear from you.  Please email us at 

bccuinquiry@dshs.wa.gov so we may assist and research the problem with the vendor.  

Please be sure to include the applicant name, the Inquiry ID/OCA and a brief description of 

the issue.  

 

Some applicants have reported being turned away from their fingerprint appointment for the 

following reasons: 

 

1.  Applicant appointment cannot be found in the system 

2.  Applicant has a missing or different middle name or an incorrect or missing suffix 

 

Applicants should never be turned away for middle name errors or an incorrect or missing 

suffix.  If an applicant is turned away from a fingerprint appointment, please contact our 

office so we can investigate with the vendor.  Please include the applicant name, inquiry 

ID/OCA, a copy of the receipt and the reason they were given for being turned away.  

 
 

 

mailto:bccuinquiry@dshs.wa.gov
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• Archived background checks are removed from archive if BCCU performs an action to 

update the status. For example, if you archive a background check in Pending status, the 

archive will be removed when BCCU completes the background check.   

 

• Archiving a background check does not remove or delete the background check.  BCCU 

retains “No Record” results for 10 years after completion and results with records of negative 

actions for 20 years.   

 

• Once a background check has been archived, the Archive button changes to Remove from 

Archive.  Click the Remove from Archive button to remove the archive indicator. 

 

• Find instructions on archiving in our BCS User Guide. 

 

 

https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/BCS_Entity_User_Guide.pdf
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How does an applicant correct an error on their background check? 
 

•BCCU does NOT have the ability to correct any errors that have been reported from our 

sources. The contact information for the reporting agency can be found on page two of the results.  

For example, if there is an incorrect charge on the WSP Rap Sheet, the applicant will need to contact 

the WSP directly.  

 

•If any personal data was entered incorrectly on the Background Check Authorization form, the 

applicant will need to fill out a new form with the correct information and forward that confirmation 

code to the hiring entity.  

 

•If a self-disclosure question was answered incorrectly, an Applicant Affidavit form can be 

completed to correct the error. Submitting another background check does not correct the 

error. More information can be found at Applicant Resources | DSHS (wa.gov).  

 

•If the entity manually entered the applicant’s background check and marked YES to a question by 

mistake when it should have been NO, the requesting entity will need to submit the background 

check authorization form to bccuinquiry@dshs.wa.gov that was used at the time showing that the 

question was marked as NO to make the correction.    

 

What does an applicant do if working with the reporting agency has been 

unsuccessful?  

 
Please have the applicant contact BCCU for additional assistance.  Each reporting agency has its 

own separate process on how to get information corrected. If unsuccessful working with that 

agency, BCCU will review and evaluate what we can do further on our end for the background 

check. In some cases, an applicant can provide an affidavit explaining they have reached out to the 

reporting agency and have been unable to obtain information. They can attach any emails or 

documents from the reporting agency indicating they cannot assist or provide further info. Our 

Legal team will take this into consideration.   

 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.dshs.wa.gov%2Fffa%2Fapplicant-resources&data=05%7C01%7Cdeana.warner%40dshs.wa.gov%7Caadbb28e3da24cb57bfe08db3c75aaf5%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C638170248295845972%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=mIyFQDcYNcGuhGkhQaUFtuyXHhY8DEtqLWBOki6ax5Y%3D&reserved=0
mailto:bccuinquiry@dshs.wa.gov
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What if an applicant’s conviction or crime is from a long time ago and they 

can’t remember details?   
 
It is recommended that applicants refer to charging papers, court documents, or other official 

documents and they list criminal convictions, pending charges, dates, and other information exactly 

as they are listed in those documents.  The applicant can contact the court and if the court does not 

have any information, they can try the reporting law enforcement agency to see if they can get a 

copy of the report which may help recall the incident.   

 

It’s important to understand self-disclosures become a part of the applicant’s background check 

history and are stored in the DSHS database.  Self-disclosures are reported as part of the background 

check result like any other background check history we receive so it’s important answers to self-

disclosure answers are accurate and consistent.  If applicants list information differently than what is 

reported by the other reporting sources such as WSP, AOC & the FBI, it may look like they have 

multiple charges/convictions. 

 

 



11 

 

How can we improve our website?   
 

 
 

Yes, it’s a survey but we need your help! 😊 

 

 
We are always looking for ways to improve and provide helpful information to 

our users and applicants.  We have developed a short 3 minute survey and would 

love to hear from you.  It will help ensure our website is user friendly.   

 
 

 

 
 

 

 

Take our survey 

https://www.dshs.wa.gov/ffa/background-check-central-unit
https://www.surveymonkey.com/r/CH6HV72
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DSHS is on a journey of pivoting towards becoming a Proactive Equity, Antiracism, Access, 

and Belonging Organization. Are you interested in identifying and promoting methods and 

best practices that advance and support fairness, justice, and a transformative work culture? 

Are you interested in joining others that are committed to learning together, advancing 

organizational goals, and fostering a culture of belonging?  

 

If so, the Facilities, Finance, and Analytics Administration (FFAA) Equity, Diversity, 

Access, Inclusion, and Belonging (EDAIB) Communities of Practice (CoP) workgroup is 

recruiting additional members to join these efforts. If you are interested in joining, please 

contact the FFAA EDAI Administrator, Angel Pele, at angel.pele@dshs.wa.gov for more 

information.  

mailto:angel.pele@dshs.wa.gov
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