MCHC – Verified Services

Health Care Worker Registry Checklist
(New Hire is listed on Registry)
*After signing on to www.idphnet.com and entering your username & password, click on the Application tab near top of screen.

*Click link titled Health Care Worker Background Check. 

*Use drop down box to find organization’s name, click organization’s name and then click green arrow.

1. Have new hire fill out & sign the IDPH Authorization & Disclosure Form (original to file).

2. Ask to see new hire’s photo ID.

3. Click Workers tab and enter new hire’s name as it appears on the A & D Form.  It doesn’t hurt to also check the SSN.
· If new hire’s name is listed, verify the last four digits of SSN and the Date of Birth.

· If they match, click Profile Screen (icon looks like a silhouette).

· Look for Fee App (under Type) and a green flag (under Final Determination).  If present, make a print screen (copy to file).  No need to go any further… it is okay to hire without fingerprinting.  If it indicates UCIA (under Type), this new hire will need to submit a Fee App fingerprint.
· If you see the word hit (under Hit) and a green flag (under Final Determination), click Letter icon (under Letter) to see if a waiver has been granted.

· If you see a red flag (under Final Determination) this new hire cannot start.  Refer them to IDPH to begin waiver process.

4. Within 30 days of hire, re-visit employee’s Profile Screen and click on the green plus sign (next to Employment History).  Answer questions 1, 2, 3 & 5 and click the Save icon.  
5. Within 30 days of termination, re-visit employee’s Profile Screen and click on the underlined Hired Date (under Employment History).  Enter Termination Date and then click the Save icon.
6. All entries on the Health Care Worker Registry must be maintained annually by adding new date to Verified Date (under Employment History).
7. IDPH will send e-mail responses (i.e. hit / no hit) to the group e-mail address they have on file (copy to file).
MCHC – Verified Services

Health Care Worker Registry Checklist
(New Hire is not listed on Registry)
*After signing on to www.idphnet.com and entering your username & password, click on the Application tab near top of screen.

*Click link titled Health Care Worker Background Check. 

*Use drop down box to find organization’s name, click organization’s name and then click green arrow.

1. Have new hire fill out & sign the IDPH Authorization & Disclosure Form (original to file).

2. Ask to see new hire’s photo ID.

3. Click Workers tab and enter new hire’s name as it appears on the A & D Form.  It doesn’t hurt to also check the SSN.
· If “no worker found” appears – make a print screen (copy to file).

4. If new hire’s name is not listed on Registry, click Applications tab, then click New Application.

5. This screen lists six Registries you are required to check.  Near the bottom, enter new hire’s SSN twice and click green arrow.

6. Enter the required demographic information which can be found on the A & D Form, then click green arrow.
7. On this screen choose a Category and a Type from the drop down boxes provided.  Fee App and ISP will already be selected.  Check each Registry using the new hire’s name.  Click OK after you check each Registry.  This new hire cannot start if their name appears on any of these Registries.  Click Yes for Authorization Form and Yes for Disclosure Form.  Then click green checkmark to date stamp your entry.  Please note: you must click the Save icon (looks like a diskette) at the bottom of the screen or all your work will be lost. 

8. Near the top of the next screen you will see “Application Saved” (copy to file).

9. Below that you will find “click here for Fingerprinting Form.”  Click and print this form.  Have new hire complete the mid-section of this form in order to submit Fee App fingerprints (copy to file).

10. Within 30 days of hire, re-visit employee’s Profile Screen and click on the green plus sign (next to Employment History).  Answer questions 1, 2, 3 & 5 and click the Save icon.  
11. Within 30 days of termination, re-visit employee’s Profile Screen and click on the underlined Hired Date (under Employment History).  Enter Termination Date and then click the Save icon.

12. All entries on the Health Care Worker Registry must be maintained annually by adding new date to Verified Date (under Employment History).
13. IDPH will send e-mail responses (i.e. hit / no hit) to the group e-mail address they have on file (copy to file).

