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What is BCS? Why BCS?
• Web-based computer application

• The volume of background checks requested annually through BCCU is 
330,000+

• Criminal History System (CHS) relied on manual processes for completing 
a background check request

– Data entry of applicant information

– Research in external databases

– Manual input of analysis

– Printing, mailing, or faxing physical results back to requesting entities

• CHS was built on a technical platform that was no longer supportable.
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Entity Overview







Select Your Account



Transforming Lives

Entity Home page
Users with access to more than one account 

click here to switch between accounts

Search results default to showing 
those inquiries in a “Finished” and 

“Needs Action” status.

The first time someone logs into their 
account there will be no Inquiries displayed 

because nothing has been saved to BCS.
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Confirmation Code & DOB

*When an applicant uses the paper form, the 
requesting entity is responsible for the data entry.
This link opens up a screen with blank fields that 

match the Authorization form.

*
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BCCU recently had an audit with the WSP and the FBI. During a random 
review of fingerprint background checks, it came to light that some of our 
entity users are incorrectly selecting “Volunteer” in error. The fingerprint 
fee for volunteers is reduced so it’s very important customers only select 
this when the individual is truly a volunteer. The BCCU team will be 
evaluating how we can modify BCS to assist and prevent this from 
happening in the future.

Applicant Type Reminder



• Applicant Self-Disclosure
• Department of Corrections (DOC) 
• Federal Bureau of Investigation (FBI) 
• Negative Actions 
• Washington State Courts and other 

state court systems
• Washington State Patrol (WSP) 
• Western Identification Network (WIN)

SOURCES OF INFORMATION BCCU USES



Background Check Statuses
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Retrieving/Viewing Results

Click on the last name to view 
Background Check Summary
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Background Check Summary

Link to Final Result letter
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Click Here

To View the 
Result letter



Background Check Turnaround Times



Notifications
• When results change, BCS indicates these 

changes with a red !

• Click on the INQUIRY ID hyperlink to be 
directed to the Background Check Summary



User Management



BCS users may have different roles assigned to them 
for each entity they have access to. 

• Hierarchical structure

Each User is required to have their own unique 
individual account when accessing BCS.

An office will not be allowed to have a central account 
that all users use to access BCS.

User Roles



▪ Entity User
- Submit checks to BCCU
- Receive results from BCCU
- View submitted inquiries
- View received results including FBI Rap Sheets 

(if allowed)

▪ Entity Submitter
- Submit checks to BCCU
- View submitted inquiries

BCS Entity Account Roles

▪ Account Administrator
- Submit/Receive checks to/from BCCU

- View background check activity

- View received results including FBI Rap 
Sheets (if allowed)

- Manage/Assign user roles 

- Pull Entity/Account level reports

NOTE: Each account must have identified a 
Primary Account Administrator (PAA). The PAA 
and the AA have the same functions within 
BCS.



BCS Access Requests

• All entities must have a Primary Account Administrator (PAA).  The PAA 
is responsible for adding other users to the entity account in BCS.  The 
PAA is the main entity contact for the entity for BCCU. 

• The DSHS BCS Access Request form is for entities to request a new 
Primary Account Administrator (PAA), remove PAA access, or update a 
PAA’s email address in BCS.  The PAA requesting access will need to 
complete the form and have it signed by the new PAA’s 
manager/administrator/supervisor and return to BCCU for approval. 

• A PAA can move the Primary to another Account Administrator.  It is 
recommended that before a PAA leaves an entity, they assign that role 
to another Account Administrator. 



Result Letters: What do I do?

• Character, Competency, and Suitability 
Reviews
• BCCU does not work closely with 

this process.

• Hiring exceptions? Refer directly to your 
program.

• Is one or more crime(s) being reported 
incorrectly?

• Can BCCU remove the reported 
information?



HOW DOES BCCU USE THE REPORTED INFORMATION

• BCCU uses the reported information to determine the type of 
result notification based on the criteria set by the DSHS program 
that oversees the background check activities; each program has 
different criteria, https://www.dshs.wa.gov/ffa/disqualifying-list-
crimes-and-negative-actions

• The results are provided to the authorized service providers 
and DSHS programs that requested the background check

• BCCU does not make hiring or contracting decisions; BCCU collects 
and reports the information reported. Decisions to hire or 
contract an applicant are made by the hiring entity 
or DSHS program. The rules or protocols entities are expected to 
follow are based on the laws and rules of the DSHS oversight 
program and on their own internal policies and procedures

https://www.dshs.wa.gov/ffa/disqualifying-list-crimes-and-negative-actions


WHAT ABOUT OUT-OF-STATE OFFENSES?

Equivalency analysis is conducted by BCCU to make the most reasonable 
assessment of what a particular non-Washington offense (i.e. out-of-
state, federal, foreign, etc.) would be comparable to if the offense were 
committed in Washington state. 

If the offense or negative action cannot be equated or there is not 
sufficient information, BCCU will send an additional-information packet 
to the Applicant in order to request more information about the offense 
and its disposition.



ADDITIONAL INFORMATION PROCESS

An Additional Information Packet (“AIP”) is sent to the Applicant 
either when the provided information is not sufficient to complete 
the equivalency or if there is a discrepancy in the controlling statute 
and the information provided.  AIP is also used when there is an 
unclear conviction.

It is important for Applicants to pay attention to the questions 
asked and provide the requested information to prevent delays in 
completing the background check.  BCCU does not follow-up on the 
AIP, so assistance with getting these returned is appreciated. 

If an applicant has questions about the information BCCU is 
requesting, the applicant can contact BCCU.  Applicants must have 
a copy of their AIP to discuss their background check.



ADDITIONAL INFORMATION PACKETS

• Additional Information Packets are sent to applicants and must be 
returned by mail, fax, or attached in an email.  The information 
cannot be provided over the phone

• An applicant needs to review their Additional Information Packet 
first before submitting the required documents.  An Applicant 
Affidavit and/or court documents may be required.  An Applicant 
Affidavit is included in the packet 

• An Applicant Affidavit is a legal form, and all required fields must 
be filled out and the form needs to be signed. 

• If an Applicant Affidavit is electronically signed, a photo ID must be 
attached



SELF DISCLOSURES

• The answers to self-disclosure questions become part of an 
applicant’s background check history and are stored in the DSHS 
database. Self-disclosures are reported as part of their background 
check result like any other background check history we receive. It 
is important that the answers to self-disclosure questions are 
accurate and consistent. It is strongly recommended that an 
applicant answer self-disclosure questions the same way each time 
they complete the Background Check Authorization Form and 
review any charging, arrest, or court papers to answer these 
questions. 

• For questions regarding how/what to self-disclose, BCCU cannot 
provide legal advice.  For guidance, we suggest receiving guidance 
from an attorney or the courthouse where the offenses occurred.  



HOW CAN APPLICANTS CORRECT AN ERROR ON THEIR RECORD?

• BCCU does NOT have the ability to correct any errors that have been 
reported from our sources. For example, if there is an incorrect charge 
on the WSP Rap Sheet, the applicant will need to contact the WSP 
directly 

• The applicant will need a copy of the results. If the applicant does not 
have a copy of the results, they can request one from the entity 
requesting the background check or fill out a Request for Background 
Check Information Form and submit it to BCCU 
at bccuinquiry@dshs.wa.gov

• If a self disclosure question was answered incorrectly, an Applicant 
Affidavit form can be completed to correct the error.  More information 
can be found at Applicant Resources | DSHS (wa.gov).  

https://www.dshs.wa.gov/ffa/background-check-central-unit/forms
mailto:bccuinquiry@dshs.wa.gov
https://www.dshs.wa.gov/ffa/applicant-resources
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Where can I Learn More about BCS?

• Visit the Background Check Unit’s webpage 
located here:

https://www.dshs.wa.gov/ffa/background-
check-central-unit

https://www.dshs.wa.gov/ffa/background-check-central-unit
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• Sign up for BCS training.

➢Virtual trainings offered monthly.

➢Training will provide an overview of BCS, 
navigating the system, and submitting background 
checks. 

https://www.dshs.wa.gov/ffa/background-
check-central-unit/background-check-system-
training-materials

https://www.dshs.wa.gov/ffa/background-check-central-unit/background-check-system-training-materials
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Entity Resources

• Quarterly newsletter sent out through our 
Listserv to share tips about the Background 
Check System (BCS) and information that 
will assist BCS users in navigating the 
background check process. 

• Archive kept on BCCU’s website with past 
editions. 



Applicant Resources

• BCCU’s Home Page 
– https://www.dshs.wa.gov/ffa/background-check-central-unit

• Frequently Asked Questions (FAQs)
– https://www.dshs.wa.gov/ffa/faq?field_fsa_topics_value=bc

• Turnaround Times 
– https://www.dshs.wa.gov/ffa/turnaround-times

https://www.dshs.wa.gov/ffa/background-check-central-unit
https://www.dshs.wa.gov/ffa/faq?field_fsa_topics_value=bc
https://www.dshs.wa.gov/ffa/turnaround-times
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Applicant Resources for the Hiring 
Process

• Brochure to help guide applicants through 
the background check process.

• YouTube instructional video with step-by-
step instructions on completing the online 
background check authorization form. 



BCCU Contact Information

BCCU Mainline Phone:

(360) 902-0299
x2 Technical Support Assistance

x3 General Background Check Assistance

BCCU Email: 

BCCUinquiry@dshs.wa.gov

mailto:BCCUinquiry@dshs.wa.gov
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Questions?


