Criminal Background Checks and TB Testing: Required for All Clinical Experiences 

Including Student Teaching

Illinois law requires schools to conduct background checks for all employees or persons working in schools.  Schools in Illinois have recently begun requesting fingerprint background checks, conducted by the Illinois State Police, to include students coming into their schools for observations, practicum, or student teaching experiences.  

Process for requesting a background check

1. Contact the Illinois State Police electronically at (http://www.isp.state.il.us/services/uciaformreq.cfm) and scroll to the bottom of the page to select the link “Order Forms Via the Internet.”  Fill out the Internet Order Form with your request for one copy of form ISP6-404B.  You can also phone 815-740-5160 to request the application for a fingerprint-based record search of the Illinois State Police Criminal history information files.  

NOTE:
 * The Chicago Police will not do fingerprint processing; therefore, Chicago students may wish to contact Accurate Biometrics (http://www.accuratebiometrics.com/) to arrange for a criminal check or another agency that does livescan fingerprints.
2. When you receive the Conviction Information Request form from the Illinois State Police, fill it out with your name as the requestor. The results must come from you to the University.  Please note that if you indicate National-Louis University anywhere on the form, the original results may be sent to the University.  Therefore, please do not indicate NLU anywhere on the form so that the original results will be returned to your home address.  

3. Take the form to your local police station to be fingerprinted.  You may wish to call the station first to be certain someone is available to do the prints. 

4. Mail the completed form with a check or money order for $20.00 made payable to the Illinois State Police to the address provided on the form.  Always record the Transaction Control Number which is located on the right-hand corner of the form.  This number is used in tracking the status of the request. 

5. In about 3-6 weeks you will receive one copy of your results (in a white envelope marked Confidential).  A copy of the results must be included with your application for any type of clinical placement (Practicum and Student Teaching).  Keep the original to show, upon request, to schools in which you are doing any type of observation.  While not all schools are currently requesting to see the checks, the number of schools wanting verification that a person has passed the background check is growing. 

NCE has also initiated the following policies and procedures to assist you: 

Courses requiring observations are noted in the schedules on line at the NLU web site. Students applying for any Practicum or Student Teaching may include a copy of their criminal background check with their application for placement.  This will expedite placements in schools that require the checks.  Students who have already submitted their applications but did not include the background checks may fax a background copy of the check to 847-465-5399 or mail it to: National-Louis-University, Attn: Bonnie Daleiden, 1000 Capitol Drive, Wheeling, IL 60090.

Candidates must also submit proof of a (Mantoux) TB test to the Office of Student Records.  This test result is good for one year.
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