Appendix O

Santa ta Clara University

BACKGROUND CHECK

FINGERPRINT LIVE SCAN OFF CAMPUS LOCATION INFORMATION


SCU has authorization from the State of California Department of Justice ("DOJ") to conduct electronic fingerprinting via a process known as Live Scan. 

All camp counselors and staff that work with children must submit their fingerprints via the Live Scan process for a DOJ and FBI check.  Complete the Request for Live Scan Service form and bring to your fingerprint appointment.  The form requires ALL PERSONAL information to be completed for an accurate response from DOJ and FBI. 
Fingerprinting services are not currently being provided on campus.  Therefore, you must go to either the Santa Clara County Sheriff's Office, the Santa Clara Police Department or to any Livescan location in California as described here:  
http://ag.ca.gov/fingerprints/publications/contact.php  
Each team/department will be responsible for the fingerprint fee which will be paid directly to SCPD or Sheriff’s Office doing the check.  SCU will be billed for the cost of the DOJ and FBI criminal background check.
Instructions on setting up an appointment and attending are below.

Santa Clara County Sheriff's Office

55 West Younger Avenue

San Jose, CA 95110

Open Monday - Friday

7:00 AM - 6:00 PM

Phone: (408) 808-4760

· An appointment can be made by calling the Santa Clara Co. Sheriff’s Department at (408) 808-4760.   Appointments are generally available between the hours as described above.

· There will be a $20.00 local fingerprint fee for each applicant.  The fees are subject to change without notice. Acceptable forms of payment:  (1) Travelers checks (2) Cashiers checks or Money orders (3) Cash (exact amount)   NO CREDIT CARDS.
· Complete the Request for Live Scan Service form, and bring it, along with an ID to your appointment.

· Fingernails:   Extremely long or curved fingernails may prevent the fingers from properly contacting the printing surface and may need trimming.
· Bandaged or injured fingers:  Applicants may need to reschedule their appointment until the injured or bandaged finger can be fingerprinted.
· No children please. Applicants should make arrangements for childcare prior to the service.
· Directions to Santa Clara Co. Sheriff’s Department:
· Go out main SCU entrance and turn R on El Camino. 
· Go over overpass and directly turn R to merge onto I-880 N toward Oakland.
· Take the First Street Exit and turn R.
· Continue to first stoplight-turn R on W. Younger Ave.
· Station is on your right. 55 W. Younger Ave.

Santa Clara Police Department

601 El Camino Real

Santa Clara 95050

Hours: Wednesday 7:30 am - 3:00 pm  

Phone: (408) 615-4701

The Santa Clara Police Department provides electronic and manual fingerprinting services for the public by appointment only.

· Appointments are only available between 7:30AM – 3:00PM on Wednesday. If you are late you will have to reschedule.  
· The rolling fee for City of Santa Clara residents is $10.00. The fee for Non-residents is $15.00.  Payment may be made only via Cash, Personal Checks, Cashiers Checks, and Money Orders.

· Please bring the “Request for Live Scan Service” form completely filled out.  Valid photographic I.D. must be presented at the time of service. 
· Fingernails:   Extremely long or curved fingernails may prevent the fingers from properly contacting the printing surface and may need trimming.
· Bandaged or injured fingers:  Applicants may need to reschedule their appointment until the injured or bandaged finger can be fingerprinted.
· No children please.  Applicants should make arrangements for childcare prior to the service.
· Please allow for occasional delays in appointment times due to unforeseen circumstances.
· Directions to Santa Clara Police Department:
· Go out main SCU entrance and turn L on El Camino. 
· First stoplight, Benton Street Turn R.

· SCPD is on the left.

1

