
Right of Access  
Policy & Procedures  



 
BCI Policy & 
Procedure 

2 



BCI Policy & Procedure  

◈ BCI Requires 
◈ ROA application 
◈ Valid government issued photo ID 
◈ Fingerprints 
◈ $15 fee 

 

3 



4 

Presenter
Presentation Notes
Name, DOB, and Applicant signature are required on BCI Right of Access Application.




No Record Found 
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Date 

Validity of 
Report 

Signature 

Seal 

How was it 
searched? 

Presenter
Presentation Notes
Certificate for “No Criminal Record Found”
Requires date that the report was ran, validity of report (has to have seal embossed and signature of official that ran the record), the signature of official than ran the report, the seal, and how the report was searched; meaning was it just a name and DOB search only or was it name, DOB, and SSN.

This report shows that it was searched by name only, but it also states that if a record was found with the name search BCI would have verified this by fingerprints.






Record Verified  
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Date 

Validity of 
Report 

Signature 

Seal 

How was it 
searched? 

Presenter
Presentation Notes
Certificate for “Criminal Record Found”
Requires date that the report was ran, validity of report (has to have seal embossed and signature of official that ran the record)
This also shows how it was verified and states that is was verified by fingerprint comparison.

Can challenge record by following procedure Utah Administrative Code R722-900-5




BCI Policy & Procedure  

◈ Dissemination 
◈ Per Utah Code 53-10-108 
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It is a class B misdemeanor for a person to knowingly or intentionally access, use, disclose, or 
disseminate a record created, maintained, or to which access is granted by the division or any 
information contained in a record created, maintained, or to which access is granted by the division for 
a purpose prohibited or not permitted by statute, rule, regulation, or policy of a governmental entity. 



BCI Policy & Procedure  

◈ Third Party Release Form 
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Challenge 
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Presenter
Presentation Notes
Can challenge record by following procedure Utah Administrative Code R722-900-5

This can be done either through mail or at BCI. The process is similar to the ROA process.





BCI Policy & Procedure  

◈ Challenge 
◈ $15 fee 
◈ 2 weeks 
◈ Mail results to applicant 

◈ Letter 
◈ Changes 
◈ No changes 

◈ New rap sheet (If changes made) 
◈ Non-Ident letter (If applicable) 
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Differences 
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Presenter
Presentation Notes
Differences:
1- ROA agencies don’t use a fingerprint to verify the record like we do
2- ROA agencies may accept other ID’s than we do and have different procedures
3-Fees are different




 
Becoming an ROA Agency 
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Becoming an ROA Agency  

Apply Sign  
Contract 

BCI  
Website 
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Process 



Application  
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◈ Complete 
◈ ROA contact  
◈ Submit to field services 

representative 
 

 

Presenter
Presentation Notes
You must apply through your field services rep to become an ROA provider.
The application will need a contact for your agency and their contact information as well as if your agency will be offering the ROA services to the public




Contract  
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Presenter
Presentation Notes
Along with an application, you will need to have a contract signed by your agency administrator.

These contracts require you to fill out whom within your agency will be running the ROA, whom your agency will perform the ROA for and the fee associated with each “scope” of individual type serviced.

Those with current contracts will have the end date of that contract of June 30, 2019. Once those contracts are up, BCI policy will now require that the ROA contract be signed once a year by your agency administrator.

If your agency’s administrator changes, along with a new ORI validation form and Agency user agreement, we are going to require a new ROA agreement signed by your new admin




Contract  

◈ Fee 
○ Per Utah Code 63J-1-504 
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Contract  
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ROA contracts will be valid for 
1 year starting June 30, 2019 



Contract  

◈ Agency User Agreement and ORI 
Validation Forms 

◈ Administrator change 
○ New contract required 
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Approval  

 ◈ Signed by BCI director 
◈ Send back to agency 
◈ Keep on file 

○ Audits 
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BCI Website 

20 bci.utah.gov 

Presenter
Presentation Notes
Once your agency is approved by Field Services, provider information will be added onto BCI’s website. You can access the website at bci.utah.gov



BCI Website 
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BCI Website 
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ROA Procedure 
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ROA Procedure 

◈ Check Identification 
○ Acceptable forms of valid ID 
○ Acceptable forms of invalid ID 

■ Name and date of birth must match 
■ Photo on at least one  

○ Unacceptable forms of ID 
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Presenter
Presentation Notes
What are acceptable forms of ID?
Acceptable forms of ID include non-expired drivers license from any state or country, identification card from any state or country, passport, passport card, permanent resident alien card (green card), consulate card, military ID, Employment authorization Documents (EAD), and Border Crossing Card.

What are acceptable forms of  invalid/expired ID?
A combination of 2 of any of the following may be used as acceptable identification: a punched drivers license, temporary identification issued by another state without photo, expired drivers license, expired identification card, birth certificate, expired consulate card, expired passport, expired passport card, social security card, school identification card, work identification card, concealed firearm permit, driving privilege card, prison id.

What are unacceptable forms of ID?
These are unacceptable if used as the only document: school ID, work ID, Concealed firearm permit, driving privilege card, social security card, and birth certificate.



ROA Procedure 
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◈ Policy 
◈ BCI Policy 

○ Government issued picture identification that is valid (not 
expired) with the individual’s name, date of birth, signature 
or fingerprint is required to ensure proper identification, 
unless otherwise prohibited by law. 

 

Presenter
Presentation Notes
BCI encourages ROA approved agencies to have a policy in place of what they deem as acceptable and unacceptable forms of identification. 



ROA Procedure 
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◈ ROA Provider Waiver 
○ Complete 
○ Valid for specific date 

■ Cannot run yearly 
○ Keep on file 

■ Audits 
 

Presenter
Presentation Notes
Your agency should have created a waiver for ROA applicants to fill out and sign

BCI does have a template on file if your agency needs a little help getting one started 

You will need to keep the completed waiver on file. When BCI audits your agency, you will be required to send in a copy of the ROA waiver if one of the logs needing justification is a ROA. You will need to keep that ROA on file for at least 3 years.



ROA Procedure 

◈ MIL transaction 
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ROA Procedure 

◈ Automatically opens in a new tab 
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ROA Procedure 

◈ Requestor Information 
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Presenter
Presentation Notes
For any Right of Access query, the Purpose code will always be P and the audit reason will always be ROA or Right of Access. The requestor will always be the person who is requesting the record.



ROA Procedure 
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Presenter
Presentation Notes
You can query information to automatically prefill by SSN or Drivers License. If SSN is attached to more than one name, it will not prefill. Drivers License would/is always the best option to query with.
If no information prefills with either, you can manually enter information. Mandatory fields are First and last name. DOB is optional, but to get better results, it is best to provide and enter this information.



ROA Procedure 
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◈ What transactions can you run? 
 

Presenter
Presentation Notes
Per ROA contract, you are able to run SWW, QW, CHQ, AND DL. DL can only be ran to verify identification



ROA Procedure 
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ROA Procedure 
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ROA Procedure 
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ROA Procedure 

◈ Dissemination 
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ROA Procedure 

◈ Matching criteria 
○ Policy 

■ Name 
■ DOB 
■ Social Security Number or  
■ Drivers License Number 

◈ Use discretion 
◈ Direct to BCI 
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ROA Procedure 

◈ ROA dissemination 
○ Do not retain copies 
○ Certificate  

■ Official letterhead 
■ Watermark 
■ Signature of official 
■ Name and DOB of applicant 
■ Database search 

● Name and DOB  
● SSN 
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ROA Procedure 

◈ Warrant dissemination 
○ Do not retain copies 
○ What can you disseminate? 

■ Agency 
■ Case number 
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ROA Procedure 

◈ Issues with warrants 
○ Direct to issuing court 

◈ Issues with ROA 
○ Direct to BCI 

■ Receive BCI ROA 
■ Challenge 

● Per Administrative Code R722-900-5  
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Reminders 

◈ Approved ROA provider 
◈ Purpose code 
◈ Audit reason 
◈ Requestor 
◈ Contracts valid for 1 year 
◈ Waivers 
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Any questions?  

41 
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