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I.  
BACKGROUND
The Records Clerk provides criminal history requests to the public, social agencies and criminal agencies.  The Records Clerk provides criminal history requests to the applicant, government agencies and any designated agent of the applicant.
II. POLICY

Anyone can request a record check on his or her self.  For A ($15.00) fee and ten-dollar change a Record Release form is completed and signed by the applicant. Please note that there is NO charge for a Criminal Background Check if the applicant is 62 years of age or older. A Criminal Background Check will include all finger printable convictions. If an agency outside of law enforcement requests a record check on an individual, the request must also include a signed Authorization Release form from the individual giving the company agency permission to receive their criminal history from the Rochester Police Department.  The Records Clerk will follow the rules of a Sealing Clerk when releasing information (see Module 6-003–NO SEALED information will be released).

EXCEPTION TO THE RULE- **SEALED information release available under the following conditions 

· Upon the request of the Applicant

· Record Check request for a pistol permit

· Law Enforcement agencies request for pre-employment for (sworn positions that require the use of a firearm only)

III. PROCEDURES

The Records Clerk receives requests from applicants, various agencies several different agencies within the Rochester area, as well as some out of state requests.  Not for profit  and United States/City government agencies (excluding the US Post Office) will be exempt from the  $10.00 $15.00 fee.

· City of Rochester residents:  Will fill out a record check form in person in the Accident Records Office. A certified letter containing the Criminal Background Check information within the City of Rochester, A certified letter of their charges or no charges with the City of Rochester  will be sent to the addressee address on the envelope they provide.

· Adoptions:  Need to fill out a special form that A certified letter containing the Criminal Background Check information within the City of Rochester must be notarized and signed by either a sergeant or lieutenant (see form attached).
· Out of state requests:  A person from out of state requesting a criminal background record check will need to include, along with his written request, a set of fingerprints, copy of a valid Driver’s License/Non-Driver’s ID and their Social Security card (both notarized), a $15.00 money order made payable to the Rochester Police Department,   copy of their Social Security card, copy of their driver’s license, a money order for $10.00, and a self addressed stamped envelope. (Other acceptable ID Passport) can also be used if Applicant does not have a social security card along with Driver’s License/Non-Driver’s ID.
· City Hall:  When City Hall requests a record check on a person via email, they will provide only the name, date of birth and social security number.  When these record checks are completed by the Records Clerk, they are faxed (emailed) back to the requestor at City Hall.

· Other City of Rochester divisions: Neighborhood Business Development (NBD) & RPD Special Operations Section for employing School Crossing Guards 

(Record Check request are sent via interoffice mail or email) and sent back via interoffice mail or email.
Other Police Agencies:  Can request a record check via fax or mail.

Big Brothers Big Sisters:  When completing a record check on applicants, a certified letter needs to be completed and sent back to Big Brothers Big Sisters, whether or not the person has a criminal record.  This agency is not charged for record checks.
 Waiver must be included upon request.
· Job Corps:  A certified letter of the person’s criminal history only needs to be  provided if the person does have a criminal history.  Otherwise, stamp the application “NO   RECORD”, sign and date it and send it back to Job Corps.  They are not charged for record checks. Authorization Waiver release form from applicant must be included upon request
· Gilbert Copper:  All record checks are faxed to him at (585) 720-0792.  He is charged a $10.00 fee for record checks he receives.
· Man Tech:  Record checks are received through the mail.  A certified letter of criminal charges must only be provided if there were criminal charges to report.  Otherwise, stamp the request “NO RECORD” and send back to Man Tech.  They are charged a $10.00 fee for each record check.
Agencies that are NOT EXEMPT from $15.00 fee:  U.S. Post Office, Rochester Housing Authority and U.S. Investigations Services (USIS).will be required to pay the $15.00 fee, for a request of a Criminal Background Check). 
Authorization Waiver release form from applicant must be included upon request.
U.S. Post Office:  These will be received through the mail.  There is a $10.00 $15.00 fee for each record check.  The U.S. Post Office will only receive a certified letter of the person’s criminal background check history, if the person has a criminal background check history. and are mailed back to the U.S. Post Office in the returned envelope they provide.    Otherwise, the application will be stamped “NO RECORD” and signed by the records clerk.  These record checks are mailed back to the U.S. Post Office in the return envelope they provide.    
Authorization Waiver release form from applicant must be included upon request.
· Rochester Housing Authority (RHA): A Record Release form is completed and signed by the applicant. (RHA) will get a certified letter of the applicant’s criminal record background check. They will be charged a $10.00 fee unless over the of 65 years. Authorization Waiver release form from applicant must be included upon request.
· U.S. Investigations Services (USIS): These will be received through via fax or Special Investigator may request Criminal Background Check in person.  
Please note that the Police Information Clerk’s will process all (USIS) Criminal Background Check requests and accept fee when Special Investigator requests in person.  Billing will be handled by the Records Clerk for all faxed requests.
· Man Tech, Rochester Housing Authority, U.S. Post Office, Adoption, U.S. Department of Investigations, etc.   U.S. Investigations Services (USIS).


