WISCONSIN CRIMINAL BACKGROUND CHECK PROCEDURES

												
Agencies and schools have the right to require a criminal background check for those who seek to work in close contact with students.  The criminal background check must be completed for the most recent state in which the student has lived and submitted to the appropriate state agency:

If you are a Wisconsin resident, complete the Wisconsin Criminal History Single Name Record Request.  Follow directions included on the Record Request form, and submit the form and payment to the State of Wisconsin’s Department of Justice for processing.  The form is available at http://www.doj.state.wi.us/dles/cib/forms/cib/djle250.pdf

· The following boxes on the form should be checked:
	Requestor Type    - General Public 
	Request Purpose - General Information
	Payment Type - Amount Enclosed $12.00  
· Fingerprinting is not required for submission of background check.
· Checks should be made payable to “Wisconsin Department of Justice.”	
· Remember to include a stamped return envelope addressed to: 
Educational  Leadership 
Swenson 2024
PO Box 2000
Superior, WI  54880
· Mail DOJ Record Request form, check and return envelope to:
Crime Information Bureau, Attn: Record Check Unit
PO Box 2688,  Madison, WI 53701-2688	




