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Fingerprinting Instructions for HLGU Students

A one-time fingerprint background check is required before participating in field experiences or practica
at HLGU.

Step 1: Complete and sign MOVECHS Waiver Agreement and Statement. Return to
Education Office manager.

Step 2: Register on the Missouri Automated Criminal History Site (MACHS).
HLGU’s 4-digit registration number is 5626.

Step 3: Locate a vendor near you and be fingerprinted.
Step 4: Sign and date Missouri Applicant Fingerprint Privacy Notice.

Step 5: Return signed forms to Education Office (education@hlg.edu)

Or mail to:

Education Division
Hannibal-LaGrange University
2800 Palmyra Road
Hannibal, MO 63401

If you have questions, please contact the Education Office Manager at 573-629-3110 or
education@hlg.edu

See attached forms for detailed instructions.

Knowledge for Service
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Step 1

Complete and sign waiver agreement.
Return to Education Office Manager.

SHP-981H 01/23

Missouri State Highway Patrol
Criminal Justice Information Services Division

MOVECHS WAIVER AGREEMENT AND STATEMENT

Missouri Volunteer and Employee Criminal History Service (MOVECHS)
For criminal history record information pursuant to the Mafional Child Profection
Act of 1993 (NCPA), as amended by the Volunrears for Children Act (VCA),

And the Adam Walsh Child Frotection and Safety Act of 2006

This form must be completed and signed by every cusrent or prospective applicant, employee, and
volunteer, for whom criminal history records are requested by a qualified entity under these laws.

Hannibal-LaGrange University
Name of Qualified Entity

to submit a set of my fingerprints to the Missouri State Highway Patrol (MSHP) for the purpose of
accessing and reviewing state and national criminal history records that may pertain to me. I understand
that I would be able to receive any Missouri records pursuant to Chapter 43 RSMo from the MSHP, and
any national criminal history record directly from the Federal Bureau of Investigation (FBI) pursuant to
Title 28 Code of Federal Regulations (CFR) Sections 16.30-16.34, and that I could then freely disclose
any such information to whomever I chose. By signing this Waiver Agreement, it is my intent to
authorize the dissemination of any Missouri and national criminal history record that may pertain to me to
the qualified entity.

I hereby authorize

I understand that, until the criminal history background check is completed, the qualified entity may
choose to deny me unsupervised access to children, the elderly, or individuals with disabilities, I further
understand that, upon request, the qualified entity will provide me a copy of the criminal history
background, report, if any, received on me and that I am entitled to challenge the accuracy and
completeness of any information contained in any such report. I may obtain a prompt determination as
to the validity of my challenge before a final decision is made.

D Yes, I have (OR) |:| No, I have not been convicted of or plead guilty to a crime,
If yes, please describe the arime(s) and the particulars:

I am a current or prospective {check one): Applicant D Employee l:l Volunteer I:l

Signature: Date:

Printed Name:

Address:

Date of Birth: SSN (last 4 digits - Optional}

TO BE COMPLETED BY QUALTFIED ENTITY:
Hannibal-LaGrange University

Entity Name:
Address: 2800 Palmyra Rd. Hannibal, MO 63401
Telephone: 573-629-3110

NOTE: This document must be retained by the agency/qualified entity for audit purposes.
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Missouri State Highway Patrol _ _

Applicant Fingerprint Services of Missouri

Applicant Fingerprint Form for State and FBI Criminal History Background Checks

Section One: Agency Information

AGENCY 4-DIGIT MACHS REGISTRATION NUMBER: 2626

Agency Name: Hannibal-LaGrange University

Agency ORI: MOVECHS0Z Agency OCA: V06400001

Section Two: The Missouri Automated Criminal History Site (MACHS)

For fingerprinting services through the state electronic fingerprint vendor, you must first register with the Missouri
Automated Criminal History Site (MACHS). If you do not have internet access, you may contact the vendor
(IDEMIA) at 844-543-9712 for assistance with registration.

MACHS Registration Instructions:

1. Log-on to www.machs.mo.gov

2. Click on the "blue box" Click here to register with the fingerprint portal

3. Click on the "blue box" Click here to register with MACHS

4. Enter the 4-digit registration number provided by your agency. Click "enter"

5. Enter your personal information in the appropriate fields and proceed through the registration process.

6. Near the end of registration, you will be asked to verify all personal data and agency information before
proceeding. If all information entered is accurate and complete, click “complete registration.” This will redirect
you to IDEMIA’s website for further instruction.

7. Please note your Transaction Control Number (TCN) and Universal Enrollment ID (UEID) for future reference.
8. UEID and DOB or method of contact and DOB will be required at the fingerprint vendor location to search for
your registration.

The processing fee is automatically calculated based on the 4-digit registration number that was entered at the
beginning of registration. All fees are payable to IDEMIA at the time of fingerprinting unless a billing account has
been established by your agency.

Once fingerprinting is completed, IDEMIA will transmit your photo, personal data, and fingerprint images to the
Missouri State Highway Patrol (MSHP) for processing. The results of the search will be provided to the authorized
agency within approximately 1-5 business days. NOTE: IDEMIA does not have access to criminal history. For
questions about your results, contact the requesting agency or MSHP. Please reference your TCN.



Step 2

Register Online at www.machs.mo.gov


STEP 3 Locate vendor and be fingerprinted.

Locations for fingerprinting — IdentoGo Vendors

Fingerprint Background Checks can be obtained in Hannibal for Main Campus
Students

WHERE: 3102 Warren Barrett Drive, Hannibal, MO

WHEN: Monday - Friday, 10:00 a.m.—-4:00 p.m.

Fingerprint Background Checks can be obtained in Poplar Bluff.
WHERE: South Central MO Community Action Agency
1716 South Broadway — Poplar Bluff, MO 63901
WHEN: Monday - Thursday, 10:00 a.m. -12:00 p.m. or 1:00 p.m. —-4:00 p.m.
No Friday appointments.

Appointments are not necessary, but you may have to waitin line.

Fingerprint Background Checks can be obtained throughout Missouri.
To search for a fingerprint vendor in your area go to:
https://uenroll.identogo.com/workflows/2H59JQ/locator/location

WHAT TO BRING: I|dentification such as driver’s license, state ID, passport, etc. and form
of payment, credit or debit card in applicant’s name or money order.

AGENCY 4-DIGIT MACHS REGISTRATION NUMBER: 5626

Agency Name: Hannibal-LaGrange University

Out -of-state students who are not within driving distance of an Idemia Fingerprint Vendor

will need to send in a fingerprint card. Your local police department, sheriff’s department or
patrol headquarters can assist you with the fingerprinting process.

When registering on the website, select “Register for Fingerprint Card Processing Service”
and follow the instructions on the website.

Revised May 2022


https://uenroll.identogo.com/workflows/2H59JQ/locator/location

Step 4

Step 5

Sign and date
privacy notice

Missouri Applicant Fingerprint Privacy Notice
The Missouri Applicant Fingerprint Privacy Netice includes three (3) parts: [

1. The State and National Rap Back Privacy Notice
2. The Noncriminal Justice Applicant Frivacy Righis

3. The Privacy Act Statcinent

State and Federal Rap Back Privacy Notice

Applicants subimitting their fingerprint images to the Central Repository for a fingerprint based
criminal record check are advised that their fingerprint images will be retained in state and federal
biometrics databases, pursuant to Section 43.540 RSMo. If the submitting agency participates in the
State or State and National Rap Back Programs, fingerprint images will be submitted, searched and
retained for the purpose of being searched against future submissions to the State and National Rap
Back programs; fingerprint searches will also include latent print searches.

The "Missouri Rap Back Program” and "National Rap Back Program” shall include any typeof
automatic notiflcation made by the State Missouri and/or the Federal Bureau of Investigation through
the Missouri State Highway Patrol to a qualified entity indicating that an applicant who.is employed,
licensed, or ofherwise under the purview of the qualified ontity has been arrested for a reporied
criminal offense.and the fingerprints for that arrest were forwarded to the Central Repository or the
Federal Bureau of Investigation by the arresting agency.

By signing the Missouri Applicant Fingerprint Privacy Notice you are acknowiedging the receipt of

and agreeing to the terms of the State and National Rap Back Privacy Notice, the Noncriminal Justice
Applicant Privacy Rights, and the Privacy Act Statement.

NAME ({Please Print}:

SIGNATURE: DATE:

Qr mail to:
Return signed forms to Education Division

. ' Hannibal-LaGrange University
education@hlg.edu 2800 Palmyra Road

Hannibal, MO 63401




NONCRIMINAL JUSTICE APPLICANT’S PRIVACY RIGHTS

As an applicant who is the subject of & national fingerprint-based eriminal history record chéck for
a noncriminal justice purpose (such as an applicaiion for employment or a license, an immigration
or naturalization matter, security clearance, or adoption), you have certain rights which are
discussed below, All notices must be provided to you in writing, : These obligations are pursuant to
the Privacy Act of 1974, Title 5, United States Code (U.5.C.) Scetion 552a, and Title 28 Code of
Federal Regulations (CFR), 50.12, among other authorities.

¢ You must be provided an adequate written FBI Privacy Act Statement (dated 2013 or iater)
witen you submit your fingerprints and associated personal inforfaation. This Privacy Act
Statement must explain the authority fér collecting your fingerprints and associated
information and whether ‘'your fingerprints and associated information will be searched,
shared, or retaiged. 2
You must bé advised in writing of the procedures for obfaining a change, correction, or
npdate of your FBI criminal htistory record asset forth at 28 CFR 16.34,
You must be provided the opportunity fo complete or chalienge the accuracy of the
information in your FBI criminal his'tery record (if yon have such a yecord),
If youwhave a crimingl history record, you should be afforded a reasonable.amount of time
to correct or compléte’the record (or decliné to do 50) before the officials deny you the
employment, Heense, or-other benefit based on information in the:FBI criminal history
record. _ _ ’
If agency pelicy pexmits, the officials may provide you with a copy of your FBI criminal
history record for review and possibile chalienge. If agency policy doesnot permit it to
provide you & copy of the record, you may obtain a copy of the record. by submitiing
fingerprints and’a fec-to the FBL, Information. regardmg thig proecss may be-obtained at
lmmmmmmmmmhmmwm and .
htips:iiwwrasioejisgov,
if you decide to chailengc the dceuracy or completencss of your'] ]"BI erimmal history record,
you should send your challenge to the ageéncy that contﬂbutcd,t_!le ql!estwned information
to the FBI. Alternatively, you may send your challenge dicectly to:the FBI by submitiing a
request viz https:/wvnv.edo.cjis.zov. The FBI will then forward your challenge to the
ageney that contributed the questioned infamiatié;: and request the agency to verily or
correct the challenged entry. Upon teceipt-of an olficial communieation from that agency,
the FBI will miake any necessary changes/corrections to your record in accordance with the
information supplicd by that agency, (See 28 CFR 16.30 through 16.34.)
You have the vight to expect that officials receiving the results of the eriminal history record
check will use it only for authorized purpoeses and will not retain or disseminate itin
violation of federal statute, regulation or excentive order, or rule, procedure or standard
established by the National Crime Prevention and Privacy Compaet Councils

t Wrilten notification includes etectronic notification, but excludes oml notification.

2 httper/Awww. fbl.goviservices/cjisicompact-counei Vprivacy-act-statement

3 See 5 U.S.C. 552a(b)y; 28 US.C. 534(b); 34 U.S.C. § 40316 (formerly cited as 42 U.8.C. § 14616), Article TV(e);
28 CPR 20.21{c), 20.33{d} and 906.2(d).

See Page 2 for Spanish transiation, Unpdated 11/6/2019




Privacy Act Statement

This privacy act statement is located on the back of the £D=258 fingerprint card.

Authority: The FBI’s acquisition, preservation, and exchange of fingerprints and associated
information is generally authorized under 28 U.S.C. 534, Depending on the nature of your
application, supplemental authorities include Federal statutes, State statutes pursuant to
Pub. L. 92-544, Presidential Executive Orders, and federal regulations. Providing your
fingerprints and associated information is voluntary; however, failure to do so may affect
coinpletion or approval of your application.

Principal Purpose: Certain determinations, such as employment, licensing, and security
clearances, may be predicated on fingerprint-based background checks. Your fingerprints and
associated information/biometrics may be provided {o the employing, investigating, or otherwise
responsible agency, and/or the FBI for the purpose of comparing your fingerprints to other
fingerprints in the FBI’s Next Generation ldentification (NGI) system or its successor systems
(including civil, criminal, and latent fingerprint repositories) or other availabie records of the
employing, investigating, or otherwise responsible agency. Thie FBI may retain your fingerprints
and associated information/biometrics in NGI after the completion of this application and, while
retained, your fingerprints may continue to be compared against other fingerprints submitted to
or retained by NGL

Routine Uses: During the processing of this application and for as long thereafter as your
fingerprints and associated information/biometrics are retained in NG, your information may be
disclosed pursuant to your consent, and may be disclosed without your consent as permitted by
the Privacy Act of 1974 and all applicable Routine Uses as may be published at any time in the
Federal Register, including the Routine Uses for the NG system and the FBI's Blanket Routine
Uses. Routing uses include, but are not limited to, disclosures to: employing, governmental or
authorized non-governmental agencies responsible for employment, contracting, licensing,
security clearances, and other suitability determinations; local, state, tribal, or federal law.
enforcement agencies; criminal justice agencies; and agencies responsible for national security or
public safety.

Asof (03/30/2018

See Page 2 for Spanish fransiation.



DERECHOS DE PRIVACIDAD DE SOLICITANTES - JUSTICIA, NO CRIMINAL

Como solicitante sujeto 2 una indagacién nacional de antecedentes criniinafes basado en huellas
dactilares, para un propdsite no criminal (tal como una solicitud para empleo o una Heencia, un
propoasite de inmigracion o nafuralizacion, antorizacién de seguridad, o adopeidn), usted fiene
ciertos derechos que se entablan a continuacitn, Toda notificacién se le debe proveer por escrito.:
Estas obligaciones son de acuerde al Privacy Act of 1974, Title 5, United States Code {U.8.C)
Section $82a, y Tifle 28 Code of Federal Regulations (CFR}, 50.12, enfré otras autorizaciones.

s Sele debe proveer ina Declarseion de la-Ley.de Privacidad del FBI {con fecha de 2013 0

‘mis reeiente) por escrite cuando presente sus huellas digitales e informacién personal
relacionada. La Peclaracién de la Ley de Privacidad debe explicar Ia antorizacién para
tomar-sus huellas digitales ¢ informacitn relacionada y si se investigaran, compartirdn, o
retendrdn sus huellas digitales ¢ infermacién relacionada.z

Se It debe notificar por escrito el proceso para obiener un cambis, ¢orreccién, o
actualizacién de su historial criminal del FBI segiin delineado on ¢l 28 CFR 16.34,

Sc le tiene que proveer unaoporiunidad de completar o disputar la‘exactitad de ia
inform.aciﬁn contenida en'sn historial erivminal dél FBI (si tienc dicho historial).

81 tierig'un historial criminal; se le debe darun ticmpe razonable para corrcglr o completar
el histoxial {o. para rechazar: hacerlo) antés de gue Ios funcionarios le nieguen el émpleo,
licencia, u otro beneticio basado ‘en ia informacién contenida en su histerial criminal del
FBIL _

Si lo permite 1a politica de Ia agencia, ol funcionario Je podria otergar una copia de su
historial eriminal delFBI para repasarle y posiblernente cuestionarle; Silo:politica de la
agenciu no permite que se Je proves unin copia del historial, usted puede.obtener-unacopia
del historial presentando sus huellas digitales y una-tarifa al FBL: Puede obterier
informacién referente:n este proceso cn hitps: ltmmﬂn.goxﬂs&ﬂczsﬁcjisﬂkimmm
summary=cheeks y httpsi//www.edo.cjis.gov.

S$i decide cuestionar la veracidad-o tetalidad de su histoxial cximinal del FBI deberd
presentar sus preguntas-a fa agencia que contribuyé.la informacidn enestionada al FBI.
Alternativanmiente, puede enviar sus preguntas directamente al FBI»pi'esentando ur peticidn
por medio de Btips:/fwww.edo efis.gov. El FBI luego enviarst sa peticidn 2 la agenciaque
contribuyé la informacién cuestionads, y solicitars que In-agencia verifique o corrija la
informacidn cuestionada. Al reciblr un comunicado eficial de ¢sa agencia, ol FBI hara:
eunlguicr cambio/correccién necesaria a su historial de acuerdo eon Ia informacién proveida
por la agencia. (Vea 28 CFR 16.30 al 16.34.)

Usted tiene el derecho de esperar que los funeionarios que reciban los resultados de Ia
investigacion de su historial eriminal lo usarin para los propésitos-antorizados y que no los
reterdrdn o diseminardn en violacidn a los estatutos, normas v drdenes ejecutives federales,
o reglas, proeedimientos o normas esfablecklas por ¢f National Crime Preventfion and
Privacy Compact Council.s

1 La notificacion por eserito incluye la notificacion ¢icctrénica, pero excluye 1a notificacion verbal.

z hitpsif/www.ibi.goviservices/ciis/compact-council/privacy-act-statement

3 Vea 5 U.S.C. 552a(b); 28 UR.C. 534(b); 34 U.5.C. § 40316 (antériormente citada como 42 US.C. § 14616),
Article IV(c); 28 CFR 20.21(c), 20.33(d) y 906.2(d).

Actualizado 6/11/2019




Declaracion de Ia Ley de Privacidad

Esta declaracidn de la ley de privacidad se encuentra al devse del

ED-258 tarjeta de huellas digitales.

Autoridad: La adquisicidn, preservacion, e intercambio de huellas digitales e informacién i
relevante por el FBI es autorizada en general bajo {a 28 U.S.C. 534. Dependiendo de fa '
nrafuraleza de su solicitud, la autoridad incluye estatutos federales, estatutos estatales de acuerdo

con la Pub. L. 92-544, Ordenes Ejecutivas Presidenciales, ¥ reglamentos federales. El proveer

sus huellas digitales e informacion relevante es voluntario; sin embargo, la falta de hacerlo

podria afectar la terminacion o aprobacién de su solicitud,

Propésito Principal: Ciertas determinaciones, tal como empleo, licencias, y autotizaciones de
seguridad, podrian depender de las investigaciones de antecedentes basados en huellas
digitales. Se les podria proveer sus huellas digitales e informacién relevante/ biométrica a la
agencia empleadora, investigadora, o responsable de alguna manera, y/o-al FBIcon ¢l
propésito de comparar sus huellas digitales con ofras huellas digitales encontradas cn el
sistema Next Generation Identification (NGI} del FBJ, o su sistema sucesor (incluyendo Ios
depdsitos de huellas digitales Jatentes, criminales, y civiles) u otros registros dispenibles de la
agencia empleadora, investigadora, o responsable de alguna manera. El FBI podria retener sus
huellas digitales e informacion relevantefbiométrica en el NGI después de terminar esta
solicitud y, mieniras [as mantengan, sus huellas digitales podrian continuar siendo comparadas
con otras huellas digitales presentadas a o mantenidas por el NGI.

Usos Rutinarios: Durante el procesainiento de esta solicitud y mientras que sus huellas digitales
¢ informacion relevante/bioméirica permanezcan en ¢l NG, se podria divulgar su informacién
de acuerde a su consentimiento, v se podtia divulgar sin su consentimiento de acuerdo a lo
permitido por la Ley de Privacidad de 1974 y todos los Usos Rutinarios aplicables segiin pedan
ser publicados en el Registro Federal, incluyendo los Usos Rutinarios para el sistema NGI ¥ ios
Usos Rutinarios Generales del FBI. Los usos rutinarios incluyen, pero no se limitan a
divulgacién a: agencias empleadoras gubernamentales y no gubermnamentales autorizadas
responsables por emplear, contratar, licenciar, autorizaciones de seguridad, y otras
determinaciones de aptitud; agencias de Ia ley locales, estatales, tribales, o federales; agencies

de justicia penal; y agencias responsables por la seguridad nacional o seguridad ptiblica,

A partir de 30/03/2018
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