
NSCHC, Member Files, Get Connected
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New Program Training Series: Part I



Agenda

• Introductions in chat box
– Name

– Program name/Agency

– Something you hope to learn about 
NSCHC

• Review NSCHC – practical 
application

• Member files – required 
documentation

• Get Connected Review
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NSCHC Rules & Regulations
• Sub-grantees are responsible for reviewing and adhering to the 

National Service Criminal History Check requirements located in 
statute 42 U.S.C. § 12645g and supplemented by regulatory 
requirements at  45 CFR §§ 2540.200-2540.207. 

• 2020 CNCS General Terms & Conditions: Section III, F
• 2020 CNCS AmeriCorps Specific Terms & Conditions: Section XV

– Annual Required Training

• Ohio AmeriCorps Supplementary Terms & Conditions: Section 3
– Can review Starting Strong slides here
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http://www.gpo.gov/fdsys/pkg/USCODE-2009-title42/html/USCODE-2009-title42-chap129-subchapI-divsnF-sec12645g.htm
https://www.govinfo.gov/content/pkg/CFR-2014-title45-vol4/xml/CFR-2014-title45-vol4-part2540-subpartB.xml
https://egrants.cns.gov/termsandconditions/2020GeneralTC20200505508.pdf
https://egrants.cns.gov/termsandconditions/2020ACSNProgramSpecificTC50820200604.pdf
https://serve.ohio.gov/Portals/0/FINAL_OAST%26C_2020-2021.pdf
https://serve.ohio.gov/Americorps/AmeriCorps-Program-Director-Resources/Training


CNCS Knowledge Network: NSCHC

• Knowledge Network NSCHC Resources

– Required Annual Training

– Additional CNCS Training

– Federal Regulations

– CHC Guidance Documents

– Fieldprint/Truescreen Resources & Manuals
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https://nationalservice.gov/resources/criminal-history-check


Practical Application
• Step 1 - Must obtain consent prior to initiating FBI, State of 

Residence checks (if applicable) and document state of Residence
– Note if using Truescreen to conduct NSOPW/State of Residence checks, 

they will obtain consent automatically, but you still need to have an 
additional form to document the State of Residence at the time of 
application

• Can be included in application, or separate document
• NOTE: you may run the NSOPW check via the website prior to 

consent, it’s a best practice to complete this step before applicant 
interview.
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NSCHC 
Consent 

Form 
Example
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Practical Application
• Step 2 – decide which vendors you will use and complete checks

– Approved CNCS Vendors Truescreen & Fieldprint – will need a credit card 
on file to process checks (link provides information on how to set up CNCS 
approved accounts. NOTE: when setting up Truescreen Account, please 
request mapping access for your Program Officer)

– NSOPW.gov website
– Local vendors listed on the Ohio Attorney General’s Website or if you have 

partnerships already, ensure they are running checks through the OAG’s 
office – will need to reimburse members or may have automatic billing set 
up with vendors → you will need to use a reason code: NCPA/VCA 
(Volunteer Children’s Act)
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https://nationalservice.gov/sites/default/files/documents/Using%20Fieldprint%20and%20Truescreen%20Manual_1.pdf
https://www.ohioattorneygeneral.gov/Business/Services-for-Business/WebCheck


Which Checks Do I Run?
• National Sex Offender Registry name-based check → all 

members/AmeriCorps Staff

• FBI fingerprint-based check → all members/AmeriCorps Staff

• State of Residence name-based check→ all members/AmeriCorps Staff 
who were living outside Ohio during application and are not on the NFF list 
(as of May 21,2020: CO, FL, GA, HI, ID, IA, KS, MD, MN, MO, MT, NC, NJ, NY, 
OH, OK, OR, TN, WV, WY)

• NOTE: Any additional checks that your agency requires (this may be the 
case if you are a school-based program, licensed childcare facility, etc.)

www.ServeOhio.org |@ServeOhio
ServeOhio strengthens communities through AmeriCorps and 

volunteer engagement.

https://nationalservice.gov/sites/default/files/documents/Pre-Approved%20ASPs%20052120.pdf


State of Residence Checks

• If you have members who applied to your program from out of state and 
are not NFF states, you will need to complete a State based check
– You can refer to this list on the CNCS website of approved locations in each state 

repository

– OR you may choose to use Truescreen to complete State of Residence checks 
(note: Truescreen does not provide information for CA, DE, LA, NV, NM, VA, MA, 
MS; territories Guam, Northern Mariana Islands & Puerto Rico) See Example 1 on 
this CNCS document

– NOTE: You must have an existing account with Truescreen if you choose this 
option.

www.ServeOhio.org |@ServeOhio
ServeOhio strengthens communities through AmeriCorps and 

volunteer engagement.

https://nationalservice.gov/sites/default/files/documents/CNCS%20006%20NSCHC%20Using%20NSOPW%20and%20State%20Repositories.pdf
https://nationalservice.gov/sites/default/files/documents/Pre-Approved%20ASPs%20052120.pdf


NSOPW.gov
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PLEASE NOTE: YOU MUST 
HAVE 2 SIGNATURES ON THE 
NSOPW RESULTS! 

8/5/2020
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DO NOT click Perform New 
Search, this will limit the scope 
of your results.

Instead, click HOME and go back 
to the home screen to perform a 
new search each time



Truescreen

• Review slides on this CNCS PPT on how to initiate a Truescreen 
check: slides #27 – 39

– You create a request in Truescreen and send an email to the recipient

– The recipient has to complete a few steps and then check is initiated

• There are a few consent forms members must complete

• Members must also upload a copy of their government issued 
ID
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https://www.nationalservice.gov/sites/default/files/documents/Intro%20to%20Truescreen_508.pdf


Truescreen

• Truescreen has a lot of 
training on their website

• In the myReports+ tab, at the 
bottom of the screen there is 
a “myRapid Requests section

• This is where you request new 
checks

ServeOhio strengthens communities through AmeriCorps and volunteer 
engagement. www.ServeOhio.org |@ServeOhio



Practical Application

• Step 3 – adjudicate/review Criminal History Check results

– Must review/sign results and retain copies in the member file

– NSOPW – must be completed & reviewed BEFORE the first day of 
service/work

– FBI/State of Residence – must be INITIATED no later than the first day 
of service/work 

• NOTE: remember, you must check the box for enrollment that the check has 
been initiated before you can enroll members.
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Adjudicating/Reviewing CHC

Truescreen – NSOPW & State of Residence

• Web portal houses the results – do not 
need to print out copies, but must be 
made available to Program Officer 
during monitoring & indicate in file 
results are in system
– Review member government issued ID 

documents uploaded in web portal –
timestamped 

– Review results – timestamped 

NSOPW.gov – NSOPW 

• Must print out and sign & date each 
result

• Need to acknowledge if there are 
multiple results, that each person 
listed is not your member. 
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NSOPW 
Sample
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Incorrect 
address

Incorrect 
address



Truescreen

• Review CNCS PPT to learn how to 
adjudicate and document 
Truescreen results (slides: #9 –
23)

• There is an easy key to reference 
to note if you have reviewed the 
checks yet
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https://www.nationalservice.gov/sites/default/files/documents/Check%20Your%20Check%202019.pdf


Adjudicating/Reviewing CHC

Fieldprint – FBI 

• Fieldprint provides an automatic 
adjudication recommendation based 
on CNCS eligibility criteria (NOTE: your 
program may have a more stringent 
policy)

• Web portal houses the results – you 
must still generate a copy and sign to 
ensure you reviewed and agree with 
the CNCS adjudication

Other Vendor – FBI 

• Once agency receives physical/web-
based FBI result, AmeriCorps Program 
staff must sign and date their review

• Copies must be placed in member file
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FBI Results from 
Vendor: Sample
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You should generate a 
copy of this report 
with date and 
signature of your 
review.  

NOTE: if you get a “not 
cleared” result – you 
will need to follow the 
steps to obtain a RAP 
sheet to determine if 
the member is eligible 
to serve

8/5/2020



Practical Application

• Step 4 – maintaining documentation in the Member/Staff Files 
( using the checklist )

– Copies of checks, virtually accessible

– Document initiation & consent
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NSCHC Member/Staff File Checklist

• Document required to be in every AmeriCorps Staff and 
member file

• Can be found on our website here in the NSCHC Section

• The document is designed to help you stay organized and keep 
track of the NSCHC and member file requirements to stay in 
compliance
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https://serve.ohio.gov/Americorps/AmeriCorps-Program-Director-Resources/Program-Management-Resources
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You will first document 
the review of eligibility 
documents. You must 
physically review the 
documents

REMEMBER: you do 
not need to keep 
copies unless you are 
required to submit 
them to egrants for 
verification

Make sure you are 
using the most current 
version: 2020-21 
Service Year
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Next complete the 
section about the 
NSOPW name-based 
check

REMEMBER: if you are 
using Truescreen, you 
do not need to have a 
2nd signature on the 
document



www.ServeOhio.org |@ServeOhio
ServeOhio strengthens communities through AmeriCorps and 

volunteer engagement.

Next complete the 
section about the FBI 
finger-print based 
check.

NOTE: Additional 
checks are not 
required (unless a 
member’s State of 
Residence is different 
from Ohio and not an 
NFF state.  We simply 
ask to know what else 
to expect in the 
member file.
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Next complete the 
section about the 
State of Residence if 
different from Ohio



Practical Application

• Accompaniment – if a member’s FBI/State of Residence checks 
are pending when the member begins service, they should be 
accompanied

– Use the Accompaniment form found on our website here

– If virtual Accompaniment is required, you need to work with your 
Program Officer to create a policy
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Practical Application

• Member files – use the checklist to determine what other 
documents are required

– In addition to the required items, you may choose to have separate 
sections to keep track of member communications: time off requests, 
suspension/early exit documentation, discipline documentation, etc.
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Program should complete the top section 
& sign off that the member/staff is eligible 
to serve/work according to CNCS, 
ServeOhio & Agency requirements

The bottom section will be completed 
during the monitoring process later in the 
year



Member File Checklist Best Practices
• DO NOT wait until the day/week before 

monitoring to complete this form.
• The form is designed to help you ensure all 

documents are in order and compliant – if there 
are errors, it is best to identify them sooner 
rather than later
– NSCHC instances of noncompliance have a cost-

based fine or disallowance attached to them – so the 
longer you wait, the bigger the fine! 

• If possible, have another set of eyes review your 
files! 
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CNCS Training – Truescreen/Fieldprint Reources

• Create CNCS Truescreen account

– Slide #13 of this CNCS PPT

– Initiate a check slides #27 – 39

• Review & Adjudicate Truescreen 
results

– Highlights common errors when 
reviewing & gives real examples

• CNCS - NSCHC Training Website

– Videos, ppt slides

• Truescreen/Fieldprint Manual

– Thorough guide how to set up and 
use platforms
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https://www.nationalservice.gov/sites/default/files/documents/Intro%20to%20Truescreen_508.pdf
https://www.nationalservice.gov/sites/default/files/documents/Check%20Your%20Check%202019.pdf
https://nationalservice.gov/CHCVideoLibrary
https://nationalservice.gov/sites/default/files/documents/Using%20Fieldprint%20and%20Truescreen%20Manual_1.pdf


NSCHC Enforcement Guide

• The Corporation for National and Community Service has issued 
the National Service Criminal History Check (NSCHC) Guide to 
Enforcement Action.  This guide describes what constitutes 
NSCHC noncompliance, potential administrative consequences 
for noncompliance, and how and when to implement specific 
administrative corrective action or enforcement for NSCHC 
noncompliance.
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https://www.nationalservice.gov/sites/default/files/documents/NSCHC%20Enforcement%20Guide%20Effective%207-1%20508.pdf


• OSTC 3.9 

– Sub-grantee must make NSOPW results available through a secure 
digital format for review by ServeOhio Program Officer upon request.

• ServeOhio will likely conduct virtual monitoring for the 2020-
21 Program Year and we may require review of NSOPW results 
early in the PY.
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Member File Accessibility



National Service Criminal History 
Check (NSCHC) training
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✓ Complete CNCS National Service Criminal History 

Check (NSCHC) training every year

❑ Each recipient must identify at minimum one 

relevant staff person to fulfill this requirement 

on behalf of the program. 

❑ Programs should save certificates of 

completion from each year as part of grant 

record.

❑ Recipients and subrecipients should complete 

this requirement and be certified no later than 

thirty days after completing Starting Strong 

training. (August 15th, 2020)

❑ Send the certificate to your AmeriCorps 

Program Officer upon completion.

NOTE: you will need to print off or take a 

screenshot of the certificate before exiting 

the session and send the certificate to your 

ServeOhio Program Officer



Recruitment –
Get Connected!

(https://serveohio.galaxydigital.com/)  

www.ServeOhio.org |@ServeOhio
ServeOhio strengthens communities through AmeriCorps and 

volunteer engagement.

https://serveohio.galaxydigital.com/
https://serveohio.galaxydigital.com/


Recruitment – Get Connected

• Get Connected – Another recruitment tool at your disposal & 
it’s free! 

• Central location for all AmeriCorps & Volunteer opportunities 
to be posted across Ohio

• Your agency can use this site to recruit for other Volunteer 
opportunities as well

• Please have your agency profile created by August 14th
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https://serveohio.galaxydigital.com/


Get Connected: AmeriCorps Member Position Checklist

1. Create Agency Profile
- If your organization is not likely to recruit volunteers for other volunteer 

opportunities, you can create an agency profile for your AmeriCorps Program.  
However, if your organization may post volunteer opportunities for the organization 
as a whole, you may want to create an agency profile for your entire organization, 
not your AmeriCorps Program.

- Once you submit your information, ServeOhio needs to approve your agency profile 
prior to posting your member position descriptions. 

https://serveohio.galaxydigital.com/agency/signup/
https://serveohio.galaxydigital.com/agency/signup/


Get Connected: AmeriCorps Member Position Checklist

2.  Post your AmeriCorps Member Position Descriptions
- Under the “opportunities” tab of your agency profile, you can click the “Add New 

Opportunity” button to create your opportunity. Make sure you select the “Ohio 
AmeriCorps Opportunities” Initiative to ensure your opportunity shows up on the 
AmeriCorps initiative page. Also, make sure the opportunity mentions AmeriCorps
clearly either in the title or in the opportunity description. 

- Opportunities do not need to be approved by ServeOhio. Once you have your 
agency profile, you can post opportunities for member positions, national days of 
service projects, or any other opportunity that requires registration.



Get Connected: AmeriCorps Member Position Checklist

3.   Keep your Postings Updated
- Make sure you keep the content updated if you have staff changes, site changes, etc. This is 

especially important for ongoing volunteer opportunities – it’s easy to forget about them!

4.   Recorded Get Connected AmeriCorps Technical Assistance Training
- Should you want further assistance with Get Connected, you can review the recorded 

Webinar from June 17, 2020
- https://www.youtube.com/watch?v=FfyCjQtIuuY

https://www.youtube.com/watch?v=FfyCjQtIuuY


Questions
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Next Training: Member Management –
August 20, 20at 10am

• We will discuss the following:

– Member Service Agreements & Position Descriptions

– AmeriCorps Program Handbooks/policies
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