DEPARTMENT OF
HUMAN SERVICES

APPLICANT BACKGROUND STUDY

Y ou received this form because you applied for a position that requires a Minnesota Department of Human Services (DHS)
background study. Follow the instructions below to submit your background study request to the provider. The provider will review
and may submit your background study request to DHS. Provider means a facility, program, or agency initiating background study

reguests under Minnesota Statutes, chapter 245C.

Provider Name and License Number

Provider Number

GUSTAVUS ADOLPHUS-HEALTH & EXERCISE

9NN82S

SCIENCES (900858) 900858

Instructions

1. Go to NETStudy 2.0 Applicant Portal
https://netstudy2.dhs.state.mn.us/Applicant

2. Create an Account If you have not created an account
before:
a. Click “Register asanew user.”
b. Enter your account information. Click “Register.”
¢. Check your email for the temporary password.

3. Login
Y our username is your email address. A temporary password
was sent to the email account you used to register. When you
login, you will be prompted to change your password and
choose a security question.

4. Enter Application Information

a. Click “Create Application” on the home screen

b. Enter 9NN82Sin the provider number field. Click Search.
If the correct provider is displayed, click “Continue
Application.” If an incorrect provider is displayed, contact
the provider that gave you this form.

c. Enter your demographic information. Click “Next” after
you have completed the required fields on each screen.

d. Onthe Payment Information screen click “Pay Now.”
After clicking “Complete Payment” a new tab with the
DHS Electronic Payment System will open. Click “Pay
without Registering ” and complete the payment process.

e. After you have completed payment, return to NET Study
2.0 and click “Continue.” After reviewing the registry
screen, click “Finish.” Clicking “Finish” will submit your
application to the provider.

f. Becareful to enter the information correctly. Y ou will not
be able to change it unless you contact the provider.

5. Retrieve the Fingerprint and Photo

Authorization Form

After the provider submits your background study to DHS,
you will receive an email that the Fingerprint and Photo
Authorization Formis available. Login to NETStudy 2.0. On
the home screen, locate the Fingerprint and Photo
Authorization Form under “Forms” for the applicable
provider.

Frequently Asked Questions

How much does the background study cost?
The background study fee is $20.00.

How can | pay?

The background study fee must be paid using the DHS Electronic
Payment System through NET Study 2.0. Y ou can use a credit or
debit card to make the payment... Y ou can setup an account if you
plan to use the DHS Electronic Payment System for other
background studies or you can bypass the account setup by
clicking, “Pay without Registering.”

Will 1 be notified when | can be fingerprinted and
photographed?

Yes. You will be notified by email that the provider submitted the
background study to DHS. Log into NETStudy 2.0 to retrieve the
Fingerprint and Photo Authorization Form on the home screen
under “Forms” for the applicable provider. Y ou cannot be

finger printed and photographed until the provider submitsthe
background study request to DHS.

What happens next?

The provider will review and verify your background study
information. If the provider chooses to submit the background
study request, you and the provider will receive a notice of your
background study status. The notice will be mailed to you within
three days of your fingerprints and photo being taken. The
provider will receive the notice electronically.

Where do | find more information?

Y ou can find information on the Background Study website at
www.DHS.state.mn.us, select General Public; Office of Inspector
General; Background Studies.

What if | have questions?

If you have questions about your background study status call
(651) 431-6620. If you have questions about this notice or
technical issues registering an account call (651) 431-6625.
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DEPARTMENT OF
HUMAN SERVICES

BACKGROUND STUDY NOTICE OF PRIVACY PRACTICES

Because the Department of Human Services (DHS) is asking you to provide private information, you have privacy rights under
the Minnesota Government Data Practices Act. Thislaw protects your privacy, but also allows DHS to give information about
you to others when the law requires it. This notice describes how your private information may be used and disclosed, and how

you may access your information.

Why is DHS asking me for my private

information?

A background study from the Department of Human Services
(DHS) is required for your job or position. The private
information is needed to conduct the background study.

How will I be notified that a background study

was submitted on me?

DHS will mail you a notice within three working days after a
request for a background study is submitted on you. The notice
will contain the background study result or et you know that
more time is needed to complete the background study. The
notice will also identify the entity that submitted the
background study request.

What information must | provide to complete

the background study?
Y ou are required to provide enough information to ensure an
accurate and complete background study. Thisincludes your:

= first, middle, and last name and all names you have ever
been known by or used,;

= Current home address, city, zip code, and state of
residence;

= previous home addresses, city, county, and states of
residence for the last five years;

= Sex and date of birth;

= driver’slicense or other identification number, and;
= fingerprints and a photograph.

How will the information that | give be used?
Theinformation will be used to perform a background study
that will include a check to determine whether you have any
criminal records and/or have been found responsible for
substantiated maltreatment of a vulnerable adult or child.

Background study data is classified as “private data”” and
cannot be shared without your consent except as explained in
this notice.

What may happen if | provide the

information?

Y ou could be disqualified from positions that require aDHS
background study if you are found to have committed certain
crimes, been determined responsible for maltreatment of a
vulnerable adult or child, or have other records that require a
disqualification. If you do not have a disqualifying record, you
will be cleared to work.

What if | refuse to provide the information?
You will be disqualified if you refuse to provide information
to complete an accurate background study. Y ou will not be
able to work in a position that requires a DHS background
study.

Who will DHS give my information to?
DHS will only share information about you as needed and as
allowed or required by law. The identifying information you
provide will be shared with the Minnesota Bureau of Criminal
Apprehension and in some cases the Federal Bureau of
Investigation (FBI). If thereis reasonable cause to believe that
other agencies may have information related to a
disqualification, your identifying information may also be
shared with:

= county attorneys, sheriffs, and agencies,

= courtsand juvenile courts;
= locdl police
= the Office of the Attorney Genera, and;

= agencies with crimina record information systemsin
other states.

What information will DHS share with the

entity that requested my background study?
The entity that requested the background study will be
notified of your background study determination.

If you are disqualified, the entity will not be told the reason
unless you were disqualified for refusing to cooperate with
the background study or for substantiated maltreatment of a
minor or vulnerable adult.

What other entities might DHS share

information with?
Information about your Background study may be shared
with:

« the Minnesota Department of Health;

« the Minnesota Department of Corrections;
« the Office of the Attorney General, and;

« health-related licensing boards.



What if my disqualification is set aside?

If you reguest reconsideration of your disqualification and your
disgualification is set aside, the entity that requested the
background study will be informed of the reason(s) for your
disqualification unless the law states otherwise. DHS will
provide information about the decision to set aside your
disqualification if the entity requests it.

Unless prohibited by law, your name and the reason(s) for your
disqualification will become public dataif your set asideisfor:

] a child care center or a family child care provider
licensed under chapter 245A, or;

. an offense identified in section 245C.15, subdivision 2.

For future background studies submitted by entities that provide
the same type of services as the services you were set aside for,
the set aside will apply unless:

. you were disqualified for an offense in section
245C.15, subdivision 1 or 2, or;

. DHS receives additional information indicating that
you pose arisk of harm, or;

. your set aside was limited to a specific person
receiving services.

In addition, those entities will be informed of the reason(s) for
your disqualification unless prohibited by law.

Will my fingerprints be kept?

DHS and the Bureau of Criminal Apprehension will not keep
your fingerprints. However, if an FBI check is required for your
background study, the Federal Bureau of Investigation (FBI)
will keep your fingerprints and may use them for other
purposes.

What information can the fingerprint and photo

site view and keep?

The fingerprint and photo site can view identifying information
to verify your identify. The fingerprint and photo site will not
keep your fingerprints, photo, or most other information. The
fingerprint and photo site can keep your name and the date and
time your fingerprints were recorded and sent, for auditing and
billing purposes.

Who can see my photo?

Y our photo will be kept by DHS. If you provide your social
security number to allow your background study to be
transferable to future entities, your photo will be available to
those entities to verify your identity.

What are my rights about the information you
have about me?

= Youmay ask if we haveinformation about you and
reguest in writing to get copies. Y ou may have to pay
for copies.

= Youmay give other people permission to see and have
copies of private information about you.

. Y ou may ask in writing areport that lists the entities
that submitted a background study request on you.

. Y ou may ask in writing that the information used to
complete your background study be destroyed. The
information will be destroyed if you have:

(1) not been affiliated with any entity for the
previous two years, and,;
(2) no current disqualifying characteristic(s).

Please send all written requests to:

Minnesota Department of Human Services
Background Studies Division
NET Study 2.0 Coordinator
PO Box 64242
St. Paul, MN 55164-0242

How long will DHS keep my background

study information?
DHS will destroy:

= your photo when you have not been affiliated with an
entity for two years.

. any background data collected on ayou after two
years following your death or 90 years after your date
of birth, except when readily available dataindicates
that you are still living.

What is the legal authority for DHS to

conduct background studies?

Background studies are completed by DHS according to the
requirements in Minnesota Statutes, chapter 245C.
Background studies are authorized under Minnesota Statutes,
sections 256B.0943, subdivision 5a; 256B.0659, subdivision
11(a)(3); 241.021, subdivision 6(a);144.057, subdivision 1;
518.165, subdivision 4, and 524.5-118;

What if 1 think my privacy rights have been

violated?

Y ou may report acomplaint if you believe your privacy rights
have been violated. If you think that the Minnesota
Department of Human Services violated your privacy rights,
you may send awritten complaint to the Minnesota
Department of Human Services, Privacy Official at:

Minnesota Department of Human Services
Privacy Officia
PO Box 64998
St. Paul, MN 55164-0998
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