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Background Check Processing Guide 

Per company policy, each community will check with all applicable background/licensing/certifying 
authorities to verify applicants. Verification must be kept on file. Below are requirements per state. 
Refer to each website listed for the latest updates & state regulations. 
 

State Agency websites: What to keep/Special instructions 
CO - Certiphi www.mycertiphi.com  

- Colo. Adult Protective Service (CAPS) 
https://ccu.colorado.gov/  
- Colo. Bureau of Investigation (CBI) 
https://www.cbirecordscheck.com/  
- Department of Regulatory Agencies 
https://dora.colorado.gov/check-a-license  

- Completed Certiphi report  
- CAPS results 
- CBI results 
- DORA license confirmation 

FL 
(AL) 

- Agency for Health Care Administration (AHCA) 
https://ahca.myflorida.com/health-care-policy-and-
oversight/bureau-of-central-services/background-screening  

- Completed AHCA report 
(Note: Renewals needed every 5 years) 
 

KS 
 

- Certiphi www.mycertiphi.com  
- Kan. Dept. for Aging and Disability Services (KDADS)  
https://www.kansas.gov/kdads-criminalhistory/index.do  
- KS. Nurse Aide Registry 
www.ksnurseaidregistry.org  
- Exclusions database 
https://exclusions.oig.hhs.gov/  
- Sex offender database 
https://www.nsopw.gov/  

- Completed Certiphi report 
- KDADS results 
- KDADS/KBI approval email  
(will be sent to community’s group HR email) 
- Kansas nurse/aide registry results  
- Office of Inspector General Exclusion database 
results  
- National Sex Offender database results 
 

KS 
HCBS 

Include process from Kansas section above, and add: 
- Kan. Dept. of Children and Families (DCF) 
https://www.dcf.ks.gov/services/PPS/Pages/PPSservices.aspx  
 

Include process from Kansas section above, and 
add: 
- DCF results from adult abuse regisry  
- DCF results from child abuse registry 
- Note: Background checks must be run every 2 
years 

MO - Certiphi www.mycertiphi.com  
- MO Family Care Safety Registry 
https://health.mo.gov/safety/fcsr/  

- Completed Certiphi report  
- FCSR results 
 

OK 
(AL) 

- OK Screen https://okscreen.health.ok.gov/  
 

- Completed OK Screen report 
(Note: Communities must hire/terminate in OK 
Screen to keep roster current) 

PA - Certiphi www.mycertiphi.com  
- IdentoGo website: https://uenroll.identogo.com/  
 
 
 

- Completed Certiphi report  
- Within Certiphi report, follow “state court 
document” link and retain the “PA state police” 
document  
- If lived outside of PA within past 2 years), must do 
fingerprints through Identogo. Use service code 
“1KG8RJ” for PA Dept of Aging. Individual must 
bring registration number to appointment. 

TX - Certiphi www.mycertiphi.com  
- Texas Health and Human Services (T.H.H.S.)  
https://txhhsregulatory.my.site.com/EMR/  

- Completed Certiphi report  
- T.H.H.S. (1) nurse aide registry results & (2) 
employee misconduct registry results 

IL—
Any 
state 

- Certiphi www.mycertiphi.com  
 

- Completed Certiphi report 

 
• Minors must also get a parent signature on the “Background checks-Minors” form (on Lnet) when 

releasing their information for background checks 
• All costs are paid by Legend 
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FLAGGED BACKGROUND CHECKS 

Review the charge(s) and date(s) using the tables on the following pages  
• Green “proceed” category--proceed with hiring process as normal 
• Yellow “Review” category--email to LSL-HRIS@legendseniorliving.com and await further 

instruction. Home Office HR will either: 
1) Ask the associate for more information (their employment will be paused during this period) 
2) Approve employment 

 
FINAL EMPLOYMENT DECISIONS 

The Home Office Human Resources department is responsible for determining eligibility of applicants 
who have an offense marked as “Review” in the hiring guide below. A criminal background is not an 
automatic bar to employment but will be evaluated on a case‐by‐case basis depending on the 
requirements of the position and the nature of the conviction. 
 

PROVISIONAL HIRES:  
All locations/states may provisionally hire (onboard an associate while background is in process) except 
the states below: 
• Florida 
• Colorado 
• Texas 
• Missouri 
• Home and Community Based Service communities in Kansas 
 

STATE-SPECIFIC INSTRUCTIONS FOR FLAGGED BACKGROUNDS 
 
Pennsylvania:  
• Legend Senior Living may not hire an applicant nor retain an employee required to submit a criminal 

history report if the criminal history report reveals a felony conviction under The Controlled 
Substance, Drug, Device and Cosmetic Act or a conviction under one or more provisions outlined in 
the Pennsylvania Regulations (15.143. Facility responsibilities). 
 Note: Applicants with felonies must still complete the Pre/Adverse Action process to ensure 

compliance with FCRA laws.  
• Employees are required to report new charges within three (3) days. The home will review new 

charges on a case-by-case basis to determine suitability for continued employment. 
 
Oklahoma & Florida:  
Because these states require a state-based screening process, refer to the state regarding employment 
eligibility. However, in some cases, the state may determine the candidate ‘eligible’ when the 
background does not meet the higher Legend standard listed in this guide. In these cases, forward to HR 
for further direction. 
 
 
  

mailto:LSL-HRIS@legendseniorliving.com
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OFFENSE 0-3 YEARS 3-5 YEARS 5-7 
YEARS >7 YEARS 

EMPLOYMENT 
Dates of Employment off > 6 months Review Review Proceed Proceed 
Job Title Review Review Proceed Proceed 
Salary off > $1.00/hr. or $2,000/yr. Review Review Proceed Proceed 
Termination Involuntary Review Review Proceed Proceed 
Termination Voluntary Proceed Proceed Proceed Proceed 
Not Eligible for Rehire Review Review Review Review 
No record of employment Review Review Review Review 
Different name used Review Review Review Review 
EDUCATIONS 
No Degree/Graduation (if required for 
position) Review Review Review Review 

No Record of attendance Review Review Review Review 
Different named used Review Review Review Review 
PROFESSIONAL LICENSE 
All Board Actions Review Review Review Review 
No Record Review Review Review Review 
Current Status Not Valid Review Review Review Review 
ALCOHOL / DRUGS 
Alcohol Consumption / Possession Review Proceed Proceed Proceed 
Alcohol Sale to Minor / Contribution to the 
Delinquency of Minor Review Review Review Review 

Careless / Reckless Driving Review Review Proceed Proceed 
Driving Under the Influence / DWI / OWI Review Review Proceed Proceed 
Drug Possession / Abuse/ Paraphernalia 
(Misd) – Marijuana Review Review Proceed Proceed 

Drug Possession / Abuse / Paraphernalia 
(Misd) – Other narcotic/ Controlled 
Substance 

Review Review Review Proceed 

Drug Sale / Distribution / Manufacturing / 
Felony Possession Review Review Review Review 

Aiding and Abetting Review Review Review Proceed 
FINANCIAL CRIMES 
Child Support / Failure to Pay Review Review Review Review 
Credit Card Fraud Review Review Review Review 
Embezzlement Review Review Review Review 
Failure to File Tax Return / Tax Fraud Review Review Review Review 
Forgery Review Review Review Review 
Fraud / Deceptive Practices Review Review Review Review 
Worthless Check / Uttering (Felony) Review Review Review Review 
Worthless Check / Uttering (Misd) Review Review Proceed Proceed 
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OFFENSE 0-3 YEARS 3-5 YEARS 5-7 
YEARS >7 YEARS 

SEXUAL CRIMES 
Indecent Exposure Review Review Review Review 
Obscenity / Selling Pornography Review Review Review Review 
Prostitution / Solicitation Review Review Review Review 
Rape / Criminal Sexual Conduct Review Review Review Review 
Sexual Assault / Sexual Contact w/ Minor Review Review Review Review 
THEFT 
Auto Theft Review Review Review Review 
Misapplication of fiduciary property or 
property of a financial institution Review Review Review Review 

Burglary Review Review Review Review 
Robbery Review Review Review Review 
Theft / Shoplifting / Larceny / Poss. Stolen 
Prop. / Credit Review Review Review Review 

VIOLENCE 
Animal Abuse Review Review Review Review 
Assault / Battery / DV (Felony) Review Review Review Review 
Assault / Battery / DV (Misd) Review Review Review Review 
Child Abuse / Molestation / Indecency Review Review Review Review 
Child Neglect / Child Endangerment / 
Abandoning Review Review Review Review 

Criminal Mischief / Damage to Property / 
Vandalism Review Review Proceed Proceed 

Harassment / Telephone Harassment Review Review Proceed Proceed 
Hate Crimes Review Review Review Review 
Manslaughter Review Review Review Review 
Murder Review Review Review Review 
Stalking / Menacing Review Review Review Review 
Weapon Possession / Unlicensed / No Permit Review Review Review Review 
Unlawful Restraint Review Review Review Review 
Injury to Child / Elderly / Disabled Persons Review Review Review Review 
TRAFFIC 
Careless / Reckless Driving Review Proceed Proceed Proceed 
Traffic Offenses (Felony) Review Review Proceed Proceed 
Traffic Offenses (Misd) Review Proceed Proceed Proceed 
Traffic Offenses (Misd) Multi Offenses Review Proceed Proceed Proceed 
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OFFENSE 0-3 YEARS 3-5 YEARS 5-7 
YEARS >7 YEARS 

MISCELLANEOUS 
Arson Review Review Review Review 
Computer Crimes Review Review Review Review 
Criminal Contempt / Contempt of Court / 
Disobey Court Order Review Review Proceed Proceed 

Disorderly Conduct Review Review Proceed Proceed 
False Report Review Review Review Proceed 
Fireworks – Sale / Use of Review Proceed Proceed Proceed 
Gang Loitering Review Review Review Review 
Sale or Purchase of a child Review Review Review Review 
Aid and abet known criminal Review Review Review Review 
Aiding Suicide Review Review Review Review 
Kidnapping Review Review Review Review 
Obstructing Justice Review Review Review Review 
Resisting a Peace Officer Review Review Review Review 
Trespassing Review Review Proceed Proceed 
DISMISSED / MULTI-OFFENSES / WARRANTS / FELONY 
All Felony Convictions Review Review Review Review 
All Active Warrants Review Review Review Review 
All Felony Dismissed Cases (where allowed 
by law) 

Proceed Proceed Proceed Proceed 

All **Multi-Offenses other than minor traffic Review Review Proceed Proceed 
All ** Multi-Offenses Dismissed (where 
allowed by law) Review Proceed Proceed Proceed 

All ** Multi-Offenses – Traffic, Ordinance, 
Petty or Summary Review Proceed Proceed Proceed 

 


