Instructions for Fingerprinting for Child Welfare Services (CWS)Resource Caregivers, Child Placing Organizations (CPO) and Child Caring Institutions (CCI)
HRS Sections 346-16, 346-17, and 346-154, require all operators and staff of foster boarding homes, child-caring institutions and child-placing organizations to be processed for a criminal history records clearance.  The initial clearance requires that fingerprints be forwarded to the Federal Bureau of Investigations for a national records check; thereafter, only a record check of local files will be required annually or biennially.
The background check process shall be initiated by each individual by registering online at www.FieldprintHawaii.com.  If you need assistance with the registration process, contact Fieldprint’s Call Center at 1-877-614-4364, Monday through Friday, 2:00 a.m. to 4:00 p.m.  If the Call Center is closed, you may leave a message and your call will be returned the following business day.  

Preparing for registration and background checks, you:

· Need access to a computer;

· Must have an e-mail account; and

· Must pay the Federal fingerprinting fees at the time of registration via:

· credit card (Visa, MasterCard, or American Express), 

· debit card (Visa, MasterCard, or American Express), 

· prepaid card (Visa, MasterCard, or American Express), or

· electronic funds transfer (EFT) from a checking account.  

· No other forms of payment will be accepted.  

Individuals may go to free email account providers, such as yahoo.com, gmail.com, or outlook.com, to set-up free email accounts.  

Individuals without checking accounts, credit cards or debit cards may purchase a prepaid debit card for a fee from stores such as Walmart, Longs, Safeway, Walgreens, etc.
Individuals will not be able to register for fingerprinting without their Fieldprint Code.  Only CWS Resource Caregivers. CPO staff providing direct service to licensing and the CPO resource caregivers, and CCI staff will be given a Fieldprint Code.  If you do not already have your Fieldprint Code please contact the following CWS units:

· Oahu--------832-5104

· Kauai-------274-3300

· Maui--------243-5164

· East Hawaii----933-0350

· West Hawaii---327-4787
· Molokai----553-1703

· Lanai----(808) 243-5164
Getting Started:

1. Visit www.FieldprintHawaii.com
2. Click the “Schedule an Appointment” button.

3. Click the “New Users/Sign Up” button. Follow the instructions for creating an account using your email address, password, and Security Questions and then click “Sign Up and Continue.”

4. Check the “I know my Fieldprint Code” box and enter the following code:     _.

5. Your referring Unit # is        and  Worker phone # is      .(if you have this information) 
6. Verify your English proficiency and whether you need free interpreter services.

7. Enter your personal, demographic information.

8. Additional Information if you are with a CPO or CCI enter your island, agency name and address information.  

9. Additional Information if your are a CWS Resource Caregiver enter your island where you reside.  

10. Provide your consents to the Department of Human Services (DHS) to conduct the required background clearance checks and electronically “Sign” the consent form.  

11. Schedule a fingerprinting appointment at the time, date and location of your choice. (For Molokai and Lanai applicants you will be directed to your local Police Department to be fingerprinted.  Fieldprint will mail the applicant a packet which the applicant will bring to the police department, once fingerprinted the applicant will put the prints in the self addressed envelope and mail to Fieldprint. Please note that the Police Department does not accept appointments).
12. Individuals who are with a CPO or CCI will pay the $16.50 for the federal fingerprint processing fee to confirm your scheduled appointment.
13. Child Welfare Services Resource Caregivers DO NOT pay the $16.50 federal fingerprint processing fee this fee is paid by Child Welfare Services. Print your appointment confirmation and keep for your reference.

For your fingerprinting appointment, you will need two (2) forms of identification:

1. You need a government-issued picture ID, such as a: 

· State-issued Driver’s License  

· State-issued ID – Non Driver

· Passport

· Military ID card

· Work Visa with a photo 

2. You also need a second, non-picture ID, such as: 

· A credit card

· Bank Statement

· Electric Bill

· Birth Certificate

· Marriage License

· Citizenship or Naturalization Certificate

A rescheduling fee of $15.00 will be charged if:

· you fail to appear for your appointment, 
· you fail to bring 2 forms of identification for your appointment, or 
· you do not cancel your appointment more than 24 hours prior to your appointment.   

Cancellations should be done via the Fieldprint Call Center at 1-877-614-4364.  

Rescheduling a new appointment must be done via www.FieldPrintHawaii.com.   

Examples for Rescheduling fees:

Example 1:  Your appointment is scheduled for 9:00am on Tuesday.  You must cancel/reschedule before Monday at 9:00am.  You do not call until 1:00pm Monday.  This is less than 24 hours and you will be charged the rescheduling fee.

Example 2:    Your appointment is scheduled for Monday at 4:00pm.  The Call Center is not available on Saturday or Sunday.  Therefore you must reschedule via www.FieldPrintHawaii.com website before Sunday 4:00pm.  You logged on to FieldPrintHawaii.com website on Saturday at 8:00pm.  There will be NO rescheduling fee since you rescheduled more than 24 hours before your appointment.  

Example 3:  You appointment is scheduled for 4:00pm Monday.  You showed up for your appointment on time however you brought only one (1) form of identification instead of the required two (2).  Since the fingerprinting cannot be completed, you will be assessed the $15.00 rescheduling fee.

You may return to www.FieldprintHawaii.com and login to: 

· Check your appointment status

· Re-schedule your appointment

· View and print your receipt
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