
RIGHT OF ACCESS
POLICY, PROCESS AND PROCEDURE 



OBJECTIVES

• What is a ROA?
• Why become a ROA agency
• How to become a ROA agency
• Contract and waiver
• ROA process
• What files can be run with a ROA
• Who can verify prints
• Federal background checks
• Scenarios
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WHAT IS A RIGHT OF ACCESS?

Right of Access defined, is the legal right 
of a citizen to view the contents of their 
own Utah Criminal History
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WHY WOULD YOU WANT TO BECOME A ROA AGENCY?

• Ability to complete your own city employee and 
volunteer background checks 

• Ability to complete background checks for local 
citizens 

• Can save time and money by doing it yourself
• You can charge local citizens & businesses for the 

service
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WHO CAN BECOME A ROA AGENCY? 5



HOW TO BECOME A RIGHT OF ACCESS AGENCY

• 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

• You will need to have a contract signed by your 
agency administrator
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HOW TO BECOME A RIGHT OF ACCESS AGENCY

• The application and waiver that will be signed by the 
ROA applicant

• Develop a Right of Access policy
• The Policy must include:
• Process of applying & receiving history (must ensure 

proper identification of recipient: i.e. State issued 
Driver's License, State ID, etc.)

• Waiver or Application • Fee? (charging everyone? 
Providing free to city employees/volunteers?
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APPLICATION AND CONTRACT 8
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12CONTRACT

• Right of access contracts are valid for 1 year. Each 
year a new signed contract will need to be 
submitted to your FS rep

• A new contract must be submitted if your 
administration changes

• New contracts are due June 30th every year (the 
same cycle as your ORI validation and Agency user 
agreement)
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ROA FEES  UTAH CODE 63J-1-504

• Per Utah Code 63J-1-504
• Each agency shall adopt schedule of fees assessed 

for service provided by the fee agency that are:
• Reasonable, fair and reflect the cost of services 

provided 
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Some fees agencies charge for the public for a ROA 
service varies. $10, $15 and $25

Presenter Notes
Presentation Notes
some of the fees that agencies charge for the public for a ROA service varies. $10, $15 and $25. BCI charges $15.00
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18APPROVAL

It is signed by the BCI 
director and sent back 
to the agency.
Must be kept on file 
for an agency audit.



WAIVER 19
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ROA PROCESS

• The individual must show proper government ID
• A waiver form must be completed
• Pay a fee if applicable by your agency contract 
• If the individual is challenging a criminal history 

they will need to go the BCI to do that
• A fee may be charged at BCI
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VALID IDENTIFICATION

• Non-expired drivers license from any state or 
country identification card from any state or 
country

• Passport or Passport card
• Permanent resident alien card (green card) or 

consulate card
• Military ID, Employment authorization Documents 

(EAD) and Border Crossing Card
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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.ceptable forms of ID include non-tion 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.



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
• Driving privilege card or prison id
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What are acceptable forms of  invalid/expired ID?

• Expired identification card
• Birth certificate 
• Expired consulate card, expired passport or expired 

passport card 
• Social security card 
• School identification or work identification card
• Concealed firearm permit 
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IMPROPER IDENTIFICATION

• Utah Driving Privilege Cards.Driving Privilege Cards 
state on them that they are not to be used as ID

• School ID or work ID
• Concealed firearm permit
• Social security card
• Birth certificate
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ADDITIONAL INFORMATION

A list of acceptable and unacceptable identification 
can be located on the BCI website at
https://bci.utah.gov/forms/acceptable-forms-of-
identification
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ROA PROCESS

• Purpose Code (P)
• Auditing purpose (be specific, can be “ROA”)
• Requestor (ROA Applicant)
• RAP sheet is valid for date printed
• Disputes must be taken to BCI
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WHAT FILES CAN I RUN FOR A ROA?

• UCH only
• NCIC and SWW may be checked for warrant only
• Warrants  mus t not be printed
• III, NLETS and J uvenile files  are never to be acces s ed 

for a  ROA

32



33THIRD PARTY REQUESTS

• If the individual has a third party waiver you can 
supply the background check to that third party 
instead of the individual

• Example is this would work for those who do ROA’s 
for city employees



EXAMPLE OF A THIRD PARTY RELEASE FORM 34



REASONS FOR REQUESTING A RIGHT OF ACCESS?

• Employment opportunity
• Crossing guard
• Librarian
• Coaching/recreational facility
• Firefighter/EMT
• Travel (may require a Utah Criminal History check)
• For rental purposes
• Personal reason/curiosity
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COMMON NAMES?

• Use discretion with common names
• Make sure the identification is valid and the date of 

birth matches
• If you question a common name with several dates 

of birth or even some with a same birth you can 
send them to BCI
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WHO CAN VERIFY PRINTS? 37



CHALLENGING A UTAH RECORD

• Individuals that may express they want to challenge 
what is on their Utah criminal history will need to 
be directed to the BCI office

• Additional fees will apply for this
• BCI are the only ones that can verify prints to make 

sure it is the proper individual
• BCI has a records challenge process 
• Information can be found at 

https://bci.utah.gov/criminal-history-records
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FEDERAL REQUESTS FOR CRIMINAL HISTORY

CRIMINAL HISTORIES FROM ANOTHER STATE
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FEDERAL RECORD REQUESTS

• Information is available at 
https://bci.utah.gov/criminal-records 

• It will give you instructions on how to obtain a Copy 
of Your FBI Record

• Fingerprint process
• Fees that will be charged
• Time frame to receive the criminal history
• Frequently asked questions
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FEDERAL PROCEDURES

• Complete Applicant Information Form  
• Fingerprints (original card, no copies) – Fingerprints 
• Reason fingerprinted block must say “Personal 

Records Check” 
• Fee of $18 – Note: No cash, personal checks, or 

business checks will be accepted
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FEDERAL PROCESS

• Mail required items
FBI CJIS Division – Record Request
1000 Custer Hollow Road
Clarksburg, West Virginia 26306

• Allow the FBI up to 13 weeks for processing upon 
receipt of your application
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10 PRINT CARD

Reason for being 
fingerprinted 
should state 
“Personal 
Records Check”
Make sure the 
fingerprint card 
is fully filled out
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ROA AND THE BCI WEBSITE

• Your agency will be listed on the BCI website under 
ROA Agencies

• The public will be able to view an agency in their 
area that offers the ROA service

• The website is updated as needed
• It is located at bci.utah.gov
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EXAMPLE OF RUNNING A ROA 49



50



51



NO VALID DRIVERS LICENSE 52
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WARRANT 56



SCENARIOS 57



SCENARIO

• Can a juvenile ask for a ROA?

• Yes they can. A juvenile will only have a Utah 
criminal history if they have been charged as an 
adult
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SCENARIO

• Can I run a juvenile record just for that as well as 
the UCCH, SWW and NCIC QW?

• No you can not run a juvenile transaction
• If they are asking for a juvenile record you will 

direct them to the juvenile court
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SCENARIO

• If an individual applying for a ROA has a statewide 
warrant what can I tell them?

• Can I give them a copy of the warrant?
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SCENARIO

You can only give them the court and case number but 
you CAN NOT print a copy of the warrant for them
The following information MUST NOT be disseminated 
from any warrant: 
1. The offense on the warrant 
2. Bail amount 
3. Any other information from the warrant
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PUBLIC WARRANT WEBSITE - BCI.UTAH.GOV 62



SCENARIO

• Can I run drivers license and/or NLETS to verify if a 
license is valid and not expired?

• How do I verify a Green card or passport validity 
with?
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SCENARIO

• Yes you can run a Utah drivers license or NLETS to 
confirm it is valid

• To confirm a Green card or passport you will need 
to contact Imigration and Customs Enforcement 
(ICE)

64



SCENARIO

• Can we accept a third party waiver from an 
individual getting their ROA?

• Where do I get a copy of a third party waiver? 
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SCENARIOS

• Yes you can accept a third party waiver form from 
an individual

• You will create a third party waiver form for your 
agency
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SCENARIO

• When running a ROA for an individual and there is a 
warrant and/or an NCIC want. 

• Can our agency act on those and arrest the 
individual?

67



SCENARIO

• The answer is yes. Your agency can act on a 
warrant and/or NCIC want

• Most agencies have a policy on what they will and 
will not arrest on
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AGENCY AUDIT PAPERWORK

• Keep applications/waivers for 3 years
• Will be highlighted in red
• Waiver sent in with audit paperwork
• Purpose code (P)
• Auditing purposes (ROA)
• Requestor (individual requesting the ROA)
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REMINDERS

• Approved ROA provider
• Purpose code P
• Audit reason
• Requestor is the one applying for the ROA
• Contracts valid for 1 year (due June)
• Waivers (keep for a complete audit cycle)
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