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Objectives

This session will provide participants with guidance with completing Child Care 
Criminal Background Check (CCCBC) renewal applications. Participants will learn recent 
changes in CCCBC out-of-state processes and troubleshooting procedures. 

By the end of this session, participants will be able to:
❏ complete Child Care Criminal Background Check renewal applications
❏ utilize Child Criminal Background Check System functions
❏ complete Child Care Criminal Background Check out-of-state applications
❏ troubleshoot frequent errors
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Agenda
I. Child Care Criminal Background Check-Based Eligibility Determination Expires 

Soon Email
II. Providers Will Log Into The System
III. The Provider Dashboard
IV. Provider Will View Applications Ready for CCCBC Renewals
V. Filter By Expiration Date
VI. Select the Renew Button
VII. Updating Application
VIII.Uploading Applicant Attachments
IX. Proceeding to Payment
X. Paying for the CCCBC
XI. Child Care Criminal Background Check Out-of-State Process Updates
XII. Housekeeping



4

Commonly Used Terms

DBSYSgraph - Third-party vendor that created and runs the background check software used by 
the CCCBC Team
IDEMIA - fingerprint vendor replacing the formerly used Gemalto
Renewal - The federally mandated five year process of reviewing background clearances for the 
purposes of early child care.
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Five Point Clearance Check

5 Point Clearance Check- Clearances from the five separated entities that are federally mandated: 
1. A fingerprint-based search of the La. Bureau’s criminal history record information (CHRI); 
2. A fingerprint-based search of the FBI CHRI; 
3. A search of the National Sex Offender Registry (NSOR); 
4. A search of the La. Sex Offender Registry; 
5. A request for a search of the La. Child Abuse and Neglect Registry; and 6. A name-based 

search of the following in each state in which the individual has resided in the past five 
years: state criminal repository, state sex offender registry, and state child abuse and 
neglect registry.



Getting Started
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Child Care Criminal Background Check Eligibility 
Determination Expires Soon Email

• Providers and applicants will receive an email informing of eligibility determination 
expiring soon from do_not_reply_LDOE_CBC@la.gov.

• Expiration email notifications are received 90 before the expiration date along with follow 
up emails 30, 15, and 7 days before the expiration.

mailto:do_not_reply_LDOE_CBC@la.gov
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Providers Will Log Into The System

• Providers may visit the https://CCCBCLDOE.la.gov website and enter the username and 
password into the appropriate fields.  

https://cccbcldoe.la.gov
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The Provider Dashboard

• After entering the username and password, the system will then navigate you to your 
dashboard. Features on the dashboard include: 
• Home Icon: Click this icon at any time to return to your homepage of your dashboard.
• Question Icon: Click this icon for Help topics regarding functions of the system and 

Q&As regarding the CCCBC process.
• X Icon: Click this icon to exit the CCCBC System.
• System Generated ID Number: 

Presenter
Presentation Notes
The System generated Entity Number is located in the top right corner. In this box, the name of your center and the System ID number is viewable. Providers that have additional centers may click the drop down tab to view their additional locations.  
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The Provider Dashboard

Action Tabs: 

• My Account Tab:

To view or update the Provider/Entity information, password or security questions, select the 
My Account tab. Here you will select or update three (3) security questions, update your 
password, and update any contact information. 

Presenter
Presentation Notes
Notifications TabTo view or search received notifications from the system, select the Notifications tab. Here you will be able to enter a date range into the field boxes for any date. The system will return results of any notifications sent within that date range in a grid. These notifications may be viewed as a PDF by clicking the letter icon. Corrections Requested information can be found in the Notifications. You can find the reason applications are in corrections requested here. Common Reasons Applications are Returned for Corrections are: Applicant is under the age of 18 years old and requires a parental guardian to sign the consent form as well.The Consent and Disclosure forms and/or driver’s licenses aren’t attached to the application.All fields of the Consent and Disclosure forms aren’t completed. The applicant’s marital status is listed as married but the maiden name and last names are the same. 
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The Provider Dashboard

Action Tabs: 

• Outstanding Invoices Tab: 

To view any outstanding balances, select the Outstanding Invoices tab. Here you will find 
any unpaid applications as well as any additional fees that were required by LDE (i.e. the 
applicant was later found to have lived outside of the state). Payments may be made per 
application or by batch. 
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The Provider Dashboard

Action Tabs: 

• New Application Tab: 

To begin a New Application for a new or existing hire, select the New Application tab. By 
selecting the New Applications tab, the system will direct you to a new page which will begin 

Presenter
Presentation Notes
Many therapists and contractors are added to the CCCBC System by driver’s license information. If adding a therapist to an existing roster, the provider will check the box “Applicant has no SSN issued”. 
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The Provider Dashboard

Action Tabs: 

• Check for Eligibility Tab: 

To search for an existing CCCBC for an individual, select the Check for Eligibility tab. 

• Case Log Tab: 

To view payment or transaction history, select Case Log. Here this function will allow you to 
input a date range and the system will generate history within a grid. 

Presenter
Presentation Notes
Check for Eligibility TabHere you will be able to provide information for the system to simply locate and return a result as to whether this individual is eligible or provisional for child care purposes. You will not be able to “add a new hire with a CCCBC Eligibility” from here.The following information is required:Last name; First name;Date of birthType of ID issued; and ID Number
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The Provider Dashboard 

Status Bar

• In the far left corner of the provider dashboard is the Status Bar.
• You are able to see all of the possible statuses of your 

applications. 
• To view applications found in any of the statuses, click on the 

particular status. 
• Any applications currently assigned to that status by the system 

will be viewable in the summary grid on the dashboard.  



Renewal Process
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Provider Will View Applications Ready for CCCBC 
Renewals

• Go to the Status Bar and select the status Eligible for Child Care 
Purposes
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Filter By Expiration Date

• Filter by Expiration Date to bring applications approaching expiration date near the top of 
the list.
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Select the Renew Button

• Applications ready for renewal will have a ‘Renew’ box near their expiration date.
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Updating Application

● Once the provider confirms they wish to apply for a Renewal, the following screen will appear. 
Complete all fields by updating applicants’ information (i.e. applicant type and position, marital 
status and maiden/last name, new address(es), and government-issued identification/driver’s 
license number and expiration date).

Presenter
Presentation Notes
If marital status is not Single, the last name and maiden name cannot be the same. If the last name has not changed, provide the spouse's last name and applicant’s first name as an alias. After a system update, the address is now separated in two fields. Be sure to update the applicant’s identification expiration date.
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Uploading Applicant Attachments

• The provider must upload the applicant’s  Initial CCCBC Consent Form and driver’s license or 
government-issued identification card.

Presenter
Presentation Notes
When uploading consent and disclosure forms, be sure to complete all fields on the consent form. If an applicant is under the age of 18, a parent and guardian signature is also needed on the consent and disclosure form. Also, remember to date the form. Be sure the form is uploaded in its entirety. 
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Proceeding to Payment

• If you would like to submit and pay for the application, you must first read the text box entitled
Affidavit. This section of information indicates that you, as a provider or entity, have read and 
understand the legal obligations and consequences of submitting this application. 

• Select I agree. 

Presenter
Presentation Notes
 If you cannot move forward with Payment, the Social Security Number or Identification Number does not match the number initially entered. In this instance, you will call CCCBCF 



New Fingerprint Vendor
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Stay Tuned

• Child Care Criminal Background Check section will soon change current fingerprint vendor, 
Gemalto, to IDEMIA. 

• More information regarding new vendor, IDEMIA, will be provided at a later date. 



Out-of-State Process
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What is an Out of State Applicant?

● An Out of State applicant is a 
person who has lived in another 
state other than Louisiana in the 
last five (5) years

● An applicant that is moving to 
Louisiana from another state to 
work in an Early Learning Center

● Any applicant with an Out of State 
Driver’s license. Issued within the 
last 5 years

Presenter
Presentation Notes
If your potential employee has lived in another state or multiple states within the past 5 years you must add those addresses into the system with the month and year they lived in that state. If your applicant has a drivers license or state identification card from another state that has been issued or renewed from that state in the last 5 years you have to add that address as well. Federal law mandates that we do a complete and comprehensive criminal background and sex offender background investigation in each state that an applicant has lived. If you are hiring someone that plans to move to Louisiana to work in your center their current address must be added to the registration. They will have to come to the state of Louisiana to get their fingerprints captured. I strongly suggest that you hold off on beginning that application process until the person is able to come to Louisiana and get their prints done to ensure that your application does not expire. Capturing the fingerprints also has an expiration date within the system and if your applicant misses the window to get printed the application will expire. You want to pay for the application fee and fingerprint fees when you are sure that your employee will be able to print same day or within a short period of time so that money is not wasted. With our fingerprint vendor they do offer a refund after 30 days of inactivity but the LDOE CCCBC application fee is non refundable and you will be required to do a brand new application for that person.If you upload identification, driver license or state ID  from another state that is also considered and out of state applicant and requires a background check in that particular state. The out of state application process is very different from an in state application and requires extra attention to details. The more you know about the process and what causes delays the better equipped you will be to quickly get your applications processed and your new employee working in your center. Until all paperwork and background checks are completed your applicant will stay in the provisional status. That means that your applicant has to be monitored and licensing will be checking for those records. During the provisional status timeline there is an expiration date and if all requirements are not met your applicant will expire and you will lose your application fee and have to start the entire process all over if wish to employ that applicant. 
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ENTERING APPLICATIONS INTO CCCBCS

● Always use the applicants Social Security 
number on their application.

● If no Social Security number, click on the box 
NO SSN and enter a valid form of 
Identification. EX: LA Driver’s license, LA 
State ID, OOS DL or Passport.

● Most states DO require this information, 
omitting it from the application only delays 
processing.

Presenter
Presentation Notes
One of the most important and crucial pieces of information on any application is the social security number. Omitting the social security number on the initial application does cause future issues that could cause delays and confusion. The social security number is not only a one of a kind identifier it also acts as such within the CCBC system. Entering it incorrectly or omitting it completely will make it extremely difficult to find that applicant in the system or when checking for eligibility or check in. <click> DO NOT enter an application without an social security number unless they legitimately do now have one. Then and only then should you choose to enter that applicant by their drivers license, state ID or passport number. <click> For out of state background checks the social security number is almost always required and when it is not on the application it will cause a delay in processing. To obtain that information takes valuable time away from the process to try to reach the applicant or provider in obtaining that number to put on the application. Background checks will not be able to be completed without it. Please do not omit that form your initial applications and if your center currently does omit that from initial applications you need to change your practice and add it to the applications from now on or risk delays in getting your applicants background checks completed. 
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Entering Applications (cont.)

● Check your information before submitting!!
● Social Security Number
● Spelling of the applicants name
● Date of Birth
● Driver’s License/State ID number/expiration date
● Eye Color
● Email address
● CURRENT mailing and physical address
● Phone number
● All addresses for past residence in the last 5 years. 

Presenter
Presentation Notes
Entering accurate information the first time ensures that your applicant will get fingerprinting completed upon arrival at the fingerprint site. If there are any typos for the name, date of birth or eye color they will be sent away and the provider will have to call LDOE and speak to a representative to get it corrected and the information resent to the fingerprint location. How many times have you had a simple typo cause you to have to call our office for that reason? The information you add to the application and the consent form must match the information on the drivers license. This includes hyphenated last names. If your applicant is married but the drivers licenses reflects their maiden name then you are required to either upload a current drivers license with the married name or put the name as it is exactly on their current drivers license. If it does not match your application will be sent back for a correction. Always be sure to check the state when you enter the current and mailing addresses. Often letters get transposed, for instance LA gets entered as AL then you see an out of state form  for Alabama and an additional background check fee of $15 added to your total application fee. So always be mindful of information in each section being entered to avoid delays and added costs.
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Entering Applications (cont.)

● Entering the out of state address
● Out of state instructions
● Out of state forms
● Uploading documents
● All out of state form must be mailed back to 

LDOE for processing. No exceptions. 

Presenter
Presentation Notes
After you have entered your applicants current and mailing address you will see where you can click to add any additional addresses. Make sure you enter the month and year in consecutive order to reach 5 years of resident history. <click> Once you have entered an out of state address check the drop down menu and find the state forms and print. All forms will have LDOE instructions attached to them. If you do not see the instructions when you print the forms you can check in the attachment section for the instructions. Have the applicant fill out all lines on the form that includes any boxes that need to be checked off too. If a question is not applicable write N/A. Do not leave any lines blank unless they are designated for a representative of LA Dept. of Education. You must always read the attached instructions from LDOE as those are what we require from the applicant and provider to do. We provide these instructions so that you have our mailing address, specific requirements from that state and any other important instructions that ensure your applicant gets processed as soon as possible.<click>Before uploading completed form please check for any errors or omissions to avoid a correction. When uploading any required background forms you should always put them in a PDF format. Any other format like jpeg, png or word will be sent back as a correction and you will be asked to rescan the form in a pdf file. If there is more than one page you must scan all the pages together in one pdf file.  Uploading forms one page at a time will get the application sent to corrections and cause an unnecessary delay. Another important point to note is that just because you upload the completed forms does not mean the out of state process is complete. <Click>the forms into the system only gets you from screen to screen, you still have to mail the original forms to LDOE for processing. If the forms are not received before the expiration date your application will expire and you will have to start the whole process again. Often times I will try to contact providers right before the expiration date but I am not always able to reach them by phone or email so it is the responsibility of the provider to fulfill their obligations and not leave that to the potential employee becauses it is the provider that will be calling my office asking why they are expired. If you feel like you need additional time or are having a problem you can contact me to discuss options. If you have worked with me in the past you know I am always willing to help in any way possible but you have to initiate contact if you need help, otherwise your application will be deemed expired and there will be nothing more we can do.Rule of thumb for all out of state forms is MAIL THEM BACK to LDOE upon completion. 
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Entering Applications (cont.)

● Review application

● Application fee

● Fingerprint fee

● Fingerprint locations

● Returning required forms to LDOE

● Finding information on www.LouisianaBelieves.com website

Presenter
Presentation Notes
•Once all sections of the background check have been filled out and reviewed for errors you can proceed to the application fee and invoice section. <click> In this area you will be asked to verify the application and pay the fee. <Click>Once completed you will go back to your main page on your portal and look for your applicant. Next to their name you will see a the fingerprint icon and click it. That will bring you to the payment screen to pay for your fingerprints and print  a receipt with the TCN number (transaction number) that your applicant will need to to bring with them to the fingerprint location along with their identification. <click> When your applicant completes and returns their out of state forms mail it back to LDOE for processing. <click>If you do not know where to send your applicant to get printed you can find a list of locations on our website Louisianabelieves.com under Early Childhood, quality providers, background checks. There you will also find many other useful CCCBC information from the user manual, a list of prohibitive crimes and additional information you didn’t know you needed.<click>Once the applicant gets printed LDOE CBC will receive background reports and begin the background checks.•Be aware that sometimes corrections need to be made to forms. If you see corrections requested check the email message that will be sent to the email address for the center (log-in) to see what needs your attention. Resubmit the form after it is corrected. Follow instructions.
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Entering Applications (cont.)

● Processes vary from state to state

● Always check LDOE attached 
instructions to know what to do

● REVIEW   REVIEW   REVIEW

Presenter
Presentation Notes
Every state has their own requirements so reading our attached instructions will keep you from making mistakes on the form, sending it to the wrong place or incurring additional background check fees from that state. LDOE will pay all other out of state background fees. We will get into detail about a few of the most common states that we see and how to properly fill out their forms and any additional requirements. <Click>•Please review all instructions that accompany an out of state form. If you do not see instructions attached directly with your document please look in the drop down menu and find the instructions. EVERY STATE THAT HAS A FORM HAS AN LDOE SPECIFIC INSTRUCTION PAGE. Do not send forms directly to the states!! This will only delay the process as we pay all additional fees for out of state checks. Do not send money to LDOE. <Click>Before you upload your out of state form review the document for any errors to include skipped boxes that need a check mark, addresses, social security numbers, date of birth, signatures and or notary signature and seal or stamps. Not having all blanks completed will cause delays as they will need corrections before proceeding.•Failure to follow instructions will cause delays and not sending in a form will cause delays in the CBC process. If a form is not returned by the expiration date that applicant will expire and you will have to start the process again.•Some states may not have a form due to their process being strictly online. CBC rep will conduct those checks.
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In Conclusion

• Communication between Providers and the Criminal Background Check Unit is 
important for both parties to ensure that the applications are completed correctly 
and in a timely manner.

• We have provided you with all the tools and examples you need on our website, 
LouisianaBelieves.com and encourage you to utilize the resources available for 
all your application questions and processes.

• Please feel free to email or call if you cannot find answers in the frequently asked 
questions (FAQs) section of the website.

• We are here to help you.



Housekeeping
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• Please have the TCN # you are calling about.
• If you are calling regarding an application, please be able to access the system at

the time you call.
• If calling regarding an email and some correspondence from the department,

please have that email or correspondence available.
• Do not have the applicant call about an email that they do not have access to.

When contacting the department regarding an 
application:
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Status updates

• Prior to renewals, we were able to get applications processed usually within 1-3 
business days.  

• Due to the amount of renewals, initial applications, and corrections that we are 
receiving daily, application turnaround time has greatly increased. Unfortunately, 
it is no longer unusual to see an application “In Progress” for more than a week. 

• Please be assured that we are processing the applications as quickly as we can 
and that we will process in a reasonable amount of time. 

• The status shown on your CCCBCS dashboard is accurate and reflective of the 
status in our system.

The federal government allows us 45 days to process an application. 

Presenter
Presentation Notes
If it shows “in progress” for you, it will show “in progress” for us also. If anything is needed, correspondence regarding the matter will sent via email.
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Corrections

When an application is “Returned for Corrections” :

• You will receive an email stating precisely what the correction is needed.
• The email will go to the email address used to log into the CCCBCS system.
• If you cannot access that email account, view the Notification tab on the CCCBC

Provider Dashboard.

Please be sure to check the email that you use to login to the CCCBCS system prior to calling 
regarding a status of an application that is “Returned for Correction”.
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Corrections (cont.)

If assistance is still needed, please contact CCCBC via email to update the email 
address on file. 

The email request should contain:

• your name
• provider’s System ID and/or license # 
• the original email address and the email address you would like to change to

The email address is ldecccbcprocessing@la.gov.

Please be sure to check the email that you use to login to the CCCBCS system prior to calling 
regarding a status of an application that is “Returned for Correction”.

mailto:ldecccbcprocessing@la.gov
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Password Resets

If you are locked out of your CCCBCS system due to a password issue, 
please send an unlock request to CCCBCpasswordreset@la.gov
Include: 
• Your name
• Entity name
• Login email address

Let us know if you only need the account unlocked (no password reset) 
*We will do our best to accommodate requests within 1 hour*
*Temporary password will go to the email address that you use to log into the CCCBCS system*

Presenter
Presentation Notes
Let us know if you only need the account unlocked (no password reset) otherwise password will be reset

mailto:CCCBCpasswordreset@la.gov
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Q&A



Presenter
Presentation Notes
Child Care Criminal Background Check Unit will present at the Early Child Conference June 2-3. 2023. We will provide an in-depth discussion on the out-of-state background check process. We will  share step-by-step instructions for the new fingerprint vendor, IDEMIA.
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Child Care Criminal Background Check Unit

General Processing 
LDOECCCBCprocessing@la.gov 
Out-of-State Processing 
LDEChildcareCBC@la.gov 
Password Reset/Locked Account 
cccbcpasswordreset@la.gov

General CCCBC Phone Numbers: (225)342-2716 or (225)342-5311 
for out-of-state inquiries

Fax Number: (225) 376-6035

CONTACT US

mailto:LDOECCCBCprocessing@la.gov
mailto:LDEChildcareCBC@la.gov
mailto:ldecccbcprocessing@la.gov
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We appreciate what each of you do to provide a safe and 
educational environment for the children of Louisiana.

Thank You!
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