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Thank you registering for the

myDHR CPS Background Portal
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CPS Employee Background Clearance Portal

Training Slide Deck —=Summer Camp Administrator
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Please review the following checklist to ensure thii

successful navigation withing the CPS Portal

System Check > Access to the portal using
Google Chrome or Microsoft
Edge

> Make sure that your Internet

> The Portal applications
can only be process on a

tablet, laptop or,
connection is secured

desktop computer.
(https://)

Application cannot be
processed on a cell
phone. | = \

> Turn off Pop-up Blocker / ‘
(required to download Pi \ :
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Enter https://benefits.maryland.gov/home/#/g?“m“

Click Sign In

BEMaryland.gov @ Maryland StateJobs @

Create Account  Sign In

ome  Department of Human Services  Department of Health  Maryland Health Connection  Find a Local Office Translated Forms ~ Help ~

Replace my EBT Stolen Benefits Apply for Maryland SUN Bucks

Announcements What help can | get? Apply for benefits
« myMDTHINK Has A New Look and Feel! Learn about the benefits you may qualify for in just five minutes. You'll You can now apply for multiple benefits at once. You'll need specific
« Updated, Easy-to-Use Benefits Screener Now Available! need some basic information about the people in your household, their information about all people, incomes, and costs for your household.

« SUN Bucks Application Alert!

incomes, and your household costs.
» Expungement/Expiration Alert!

« myMDTHINK Account Registration Updates

» See all Announcements

e
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Marytand Totad Human-senvices Intgrated Network

Enter Email Address and Password and “Sign In”

),
O

Please sign in

We need a little more information. To keep your information safe, please sign in to your
account. If you don’t have one yet, you can create one now.

Benefits Child Support
Access information related to food, health Access your information related to your
care, pregnancy, children, disabilities, child support case or application.

utility bills, and family emergencies.

Email address:

Password:

»

@ C@ @ £ cMmiDEV /3 & cmmisve/s



thiie

A passcode may be sent to your email LLLL A
inbox. Enter the Passcode and submit the

passcode.

O
O

One Time Passcode (OTP)

We sent a passcode to your email. It’s good for 60 minutes. Please
check your inbox (and spam folder) and enter it below. You can
ask for another if needed

OTP received:

Submit passcode

Send a new passcode




Select the “Go to My Benefits dashboard” button

“ . i Maryland
BENEFITS

Home

Department of Human Services Department of Health

Benefits

Apply for, track, and manage your benefits all in

one place.Programs can help with food, health

care, pregnancy, children, disabilities, utility bills,

and family emergencies.

Go to My Benefits dashboard

Maryland Health Connection Find a Local Office Translated Forms ¥

Child Support

We’re here to help parents and kids get the
support they need. You can apply for, track, and

manage your child support services here.

Go to My Child Support dashboard

‘4 0 Notifications

Announcements

Earned Income Tax Credit: You've Earned It, Now

Claim It!

New Child Support Dashboard Launching February
26,2026

Service Update

SUN Bucks Application Alert!

See all Announcements
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Under Quick Links, select Organization

¥

Maryland Total Human sorvicos Inograted Network

Employee Clearance

3 Maryland.gov
‘1

'I.;' \( I

BENEFITS
Home Department of Human Services Department of Health
Translated Forms ~ Help ~

Action needed

"You're all set! No action needed at this time. We'll reach out if
anything changes.”

@ Maryland State Jobs @ Espaiiol

‘4 0 Notifications

Maryland Health Connection Find a Local Office

Quick links

Learn more about benefit gptions on Maryland. gov
Start a new application for benefits
Link an open case

Replace EBT stolen benefits

Apply for/opt out of Maryland SUN Bucks

& cMmiDEV /3 & cmmisve/s



Select "Organization Employee Clearance”

‘Welcome to your persenal myDHR Account Page. Use the helpful features below to manage your account, apply for DHS =ervices, monitor your case sotus{es),
manage your case activity, and more!

m Messages Applications Account

Start & New Application

Emergency assistance application should be used to apply for assistance with Eviction/Foreclosure, and assistance with 1st month rent, Utilities shut off and Burial
Accistanca

Hower over the buttons abowe for & brlef description of the sppllcation.




Upon submitting the passcode, the Landing
Page opens. Select “New Application”.

Hello

Welcome to your personal CPS Page. Use the helpful features below to manage your account, apply for DHR services, monitor your case status(es), manage your
case activity, and more!

—m New Application Account

Status: * Year End: *
Al v 2023 v
First Name: Last Name: DHR processea:
Please Select One v
Control #: Organization Name:
SEARCH Reset
# Control# @ FirstName @ LastName @ Organizaton Name @ Type © Stewws @ Dac @ #ofDays @ DHR processed @ Actions

£ cMmiDEV/3 £ cmmisvess
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In section B Select “Youth Camp Personnel Administrator” if submitting anghmﬂ!ik
application for an “Administrator” or “Youth Camp Worker/Volunteer”; then
select County, City, and Agency Name. The remaining fields will pre-populate

from your profile.

B. RELEASE TO AN AGEMCYINDIIDUAL RELATED TO

Adoption® CASA — [ vouth Camp Perscnnel AdministratorT
Foster Care Custady Evaluation — ® Youth Camp WorkernVolunteer™
Kinship Care Dy Care Ceme Imdividual Clearance™
International Adopticr Family Day Care Other (Specify
School Persornnel™ Community Mgmt Ent
ImstitLticnal Employee™ DHS. Child Placemen —-ger;:--"
o it
L

Represontative’s Phone Mumioer

Hawve you worked or volunteered in MernyLand in the past? C

Tes e

Back MNext

@ (@ @ £ cMmiDEV/3 & cmmisve/s
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Marylang Tota Human-send

The response for the remaining
application refer to the Applicant

_____ Applicant’s response Applicant’s response
YV Vv

Applicant must indicate what years for the previous Yes response.

\Y4
Back lext
N
Select “Next to advance to page 2.
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Complete All of the fields that
apply

CONSENT FOR RELEASE OF INFORMATION
CPS BACKGROUND/ADAM WALSH BACKGROUND CLEARANCE REQUEST

PLEASE COMPLETE THIS FORM ON LINE AND THEN PRINT

Part 2: SEARCH INFORMATION (To be completed in full by individusal whose name is being s2arched)
) S

i - R — — - — -
it S - - - = iR - = - - = =d L LS Tl ) el =
=z ms i3 rs == Frat Neme 3 regured
SOCIAL SECURT JMEZE= dont haue S5
Date OF Birth Garder R&ACE~
Please Select Cre v Pesce Select Cre v
s
{BER STREET NAME T TYPC/2 ~IT"

mn
m

0
m
1

@ £ cMmMiDEV /3 £ cMmisve/s
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NOTE: If you do not have a Social Security Card check the “don’t have SSN” box, seleﬁhﬂﬂﬁw

‘Marylang Tota H Network

the available document from the Document Type, scan and add the document with
file name of the uploaded document type.

OIS T FOR R LEASE OF IMEDRRATION
P, BACRGR CUBDUADAR WAL SH BACEICROUMD CLEARSAMCE REQUES

PLEASE COAFLETE THES FORM CM LINE A2E THEN FRIMT
[~} ) .
T " - +
| Pomr Sobocioes ]
- e
® ® @& oo _—



Acceptable documents in lieu of a Social i,
Security Card:

Birth Certificate

Employment Authorization Document (AED) for I-766

Government Issued ldentification providing proof of identity and age

Letter from the Department of Social Security handling your case

Passport

Proof of Social Security

Real ID

Unaccompanied Minor/Unaccompanied Person Letter from Homeland Security



Marital Status:

. |f the Applicant is married the following

information must be provided:

—
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If the Applicant respond “Yes” to having ~——
children, select the +Add button and enter the
Full Name and Date of Birth for each child




Maryland Totad Human-senvices Intgeated Network.

Prior Addresses

The Applicant must enter all prior addresses withing the past 7 years
only. Select the +Add button and add the address(es) and Dates.
Select “Save” to complete the form.

ADD ADDRESS

e e
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Maryland Total Human-services Integrated Network

Download and print the
application and select the “Back to
Home"” button

Home New Application Account

Your application has been succesfully saved.
Please use the application number C202325018 for future reference.

Please view/download the application using the 'DOWNLOAD' button below.

Back To Home

Please cdisable your POPUP BLOCKER inorder to view or download the application

@ (@x} <@9} £ cMmiDEV/3 & cmmisve/s



Print and Review the application”
for accuracy before Notarization

m. State of Maryland-Child Protective Services Program

‘.. CONSENT FOR RELEASE OF INFORMATION
CPS BACKGROUND/ADAM WALSH BACKGROUND CLEARANCE REQUEST

****PLEASE COMPLETE THIS FORM ON LINE AND THEN PRINT "=

Part |: PURPOSE OF SEARCH Application Number : C202325018
A.RELEASE TO SELF: Date Entered : 11/13/2023

O 1 7o determine # i rurve been found respons e for an “dcated” dsposon for a chvid abuse or negiect Investigaton
0 2 To determine # | have any remaining appeal nghts

B. RELEASE TO AN AGENCY/INDIVIDUAL RELATED TO:

O asopnen [ scnool Personnel (0] sy Care Conter [ Youn Camp Persannet Aaministrator
O Fostercare O wattsonal Empioyee [0 Famity Day Care O Youn Camp WorkerVolnteer
O xrstp care O casa 0] Communiy Mgme. Enty [ omer (Speaty)
O intermanonal Acopuon O custooy Evatuaton [E] ohs cri Pacement Agency
Agency/indiidusl Name Name of Agency Representative
[Bstmore Adciescen Treatment Guicance Organzaton. . [Vonda Laighion ]
Agency Address (To include street B and name, uni fype and #, City, stale and zip code)  Representative’s Phone Number
[2901 Druss Park Drive Suite A103 , Basmore, MO [isa3 o0z 2962 ]
Representative’s Email
[Venda Lesgntonggmarytand gov ]
Part Il: SEARCH INFORMATION (To be completed in ful by individus! whose name is being searched)
APPLICANT'S LAST NAME FIRST NAME MIDDLE NAME (Full) MAIDENBIRTH NAME
B= = I I ]
SOCIAL SECURITY NUMBER  DATE OF BIRTH sex RACE
== GEE ] Buse Do
OTHER NAMES USED
| ]
NUMBER STREET NAME UNIT TYPE®  CITY STATE 2P cooe COUNTRY
Bis [NCaen= 18 |y | B USA
DAYTIME TELEPHONE NUMBER EMAIL ADORESS
[erorsmsiziz Jriamanict mascenggmanytana gov ]
CURRENT SPOUSE
LAST NAME FIRST NAME MIDDLE NAME (Fut) DATE OF BIRTH
[ooe | ] [Ezorises ]
FULL NAMES OF ALL CHILDREN (To inciude ackult chcn and ohiiren not esiing wieh you)
LAST NAME Imsr NAME Iwbms NAME (Ful) IDAIE OF BIRTH
= = | |
Have you lved in Maryland in the past? [[]ves [0 Have y0u worked of vetuntesred in Maryland n the past? Ove @

yes 10 s queation, from what yesrs- 2023 ]

Application Number : C202325018

PRIOR ADDRESSES (List af withvn the past 7 years in Maryand.)

NUMBER qul NAME lcm« Isura larouue lm‘rs ;Rouln.\re TO

19 N. Bentiou st Iﬂanm Iuaq,unu |'uzz) |aumae9 021511395

Part i
AUTHORIZATION

Purmbcaﬂeafuan\mmm! 07.02.07, pertaning io the confidentiality of Child Protective Services investigatons and

reports, | hereby authorize She Maryland Depariment of Human Resources (DHR) to notfy Baltmore Adolescent Treatment Guidance

DrgMon Inc. |myamvm aa listed in Part ) 35 10 whemar a local depariment of socll senices has denafied me a3
resporaie for NAICaNed Chikd 2bwse Of negiect N any record mantaned by the Manyand Department of Human Resources. any local
of social services, and Child Prosective Services.

STOP*****REVIEW THAT ALL SECTIONS ARE COMPLETE*****
**PRINT THIS FORM BEFORE PROCEEDING TO PART Iv=**

TERYFSYTIVEY - YIYE

Part IV: SIGNATURE (If Appicant is under age 16, must be signed by Applicant’s parentiguardian) DATE
(Print name of signature above)

PART V: CER TE OF EC OF BEFORE A NOTARY PUBLIC

CityCounty of State of _
Acknowedged befors me this __awot ]

NOTARY PUBLIC

My Commission expires: _

& cMmiDEV/3 & cMmisves
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Uploading a Notarized Application

- All application created by the Background
Clearance Administrator are Saved in the Portal

. An Applicant’s record is found by searching by:
- Status- “Saved”

- “First Name”, Last Name”, or,
— Control #
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Maryland Total Human-services integrated Network

Open the record that you wish to
attach the Notarized Application.

- = = - - = ™ D - - -
First Name Last Name DHR processed
B sra Sala Ona
rFiease seieCt one e
O™ e | - ':j"‘é"‘ - s
Ccontrol # ganization Name
........ =

# Controlz @

n
o
I
f
o
[
C
3
I
(9]
W
(
(R
[v]]
Q
3
9
(1]
i
(8]
!
W
[
[
W
0
(
I
11
O
(7]
o)
I
1
3
)
0
(14
W
Y
1]
Q
r
“
-
(]
- |
W

1 C202325018 Papa Doe DHS Child Saved 11/13/2023 0 éeleCt Onen
Placement
Age
2 C202332707 Joey Doe Baitimore Adolescent DHS Child Application 11/13/2023 Onen
T Guidance Placement oided
C Agenc

£ cMmiDEV /3 & cmmisvers




Uploading and submitting the .

Notarized Application

Scan the Notarized application to your computer (note:
avoid log file names, extra spaces, and special
characters in the file name)

Open the record that you want to attach the document
Scroll to the File Upload section
Select the +Add button and attach the record and Save

v
IcQ
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Check the next steps to submit the thiie:

application for a Background Clearance

File Upload + Add
ion
1 P.Doe.pdf ﬁ
< 1. Check “Notarized Document
Not dD ment r d and attached H
received and attached

Y

“Press “Back” to < 3. Press “Complete” to

return to the > — o Submit the Application
landing page
®




Application Status Section

v
Status: * Year Enc: *
v v
F ame lame DHR processed
e v
Contro o izati ame
EARC Reset
Q =@ [2] =9 [2] Q (2] Day: © ocessec @ Actions
1 C202325018 Papa Doe B e Ado ent DHS C ed 1M1/14 Onc
Tre t Gu ce P ent G
A

The status of all applications enter in the portal will appear in this

section

@ C@ @1 £ cMmiDEV/3 & cmmisve/s
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“Status Box” dropdown displays TEN options

~ - ~ -~ < -

————

« Saved — An application that is in progress and has been
saved

« Application Voided — An application that has been voided
and is no longer valid

« Submitted — An application that has been submitted but no
determination has been made

* In Progress — An application that is incomplete and is
currently being worked on

« DHR Processed - An application that has been submitted,

assigned and completed (determination made)
@ @ /® @ cmmioevss € cHMISVE/3
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“Status Box” dropdown displays TEN options

-~ ~— - - -~ -~

[

« Hired — An application where the candidate was selected for
employment

 Rejected — An application where the candidate was not
selected for employment

 Unable to Process — An application that has been
submitted, assigned to a DHS worker and deemed unable to
process due to missing or incorrect information.

- EXxpired - An application that is no longer valid as the amount
of time allowed to complete it has elapsed

* Archived - An older application that i 1S Currently kept in
archives ® @& @ oo s
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The DHS processed has four categories thiiz

ity

« History Found — The applicant has been found to be the identified
“Maltreator” in a finalized CPS investigation

« History Not Found — The applicant has not been found to be the “Maltreator”
(M) in a CPS investigation

 Undetermined — The applicant has been found to be the identified “Alleged
Maltreator” (AM) in an incomplete or un-finalized investigation.

 Unable to Process — The application can not be completed due to incorrect or
missing information
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How to retrieve the Application

Background Clearance Results

The findings of a Background Clearance is
complete when:

- The application Status is “DHR Processed”, and,

- The "DHR processed” decision is:
History Found
History Not Found
Undetermined
Unable to Process

- An emaill is sent to the background clearance

originator and the result are available in the last
Comments section of the record to View/Print.
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Frequently Asked Questions (FAQ) thiie

Is a Social Security Number (SSN) required to complete a CPS History
Clearance application in the MyDHR Portal?
The application can be completed without the SSN but this should only be
done under limited circumstances.
Is the notary stamp or seal required?

The notary stamp or seal is not required as long as the entire written
portion of the notary is completed and is not the same person as the
applicant.

Who should I call if there are issues/concerns?
For technical issues contact:
Nathaniel Madden
Department of Human Services CONTACT US
Social Services Administration |
25 S. Charles Street, Rm. 1143D
Baltimore, MD 21201
Email: Nathaniel.Madden@maryland.gov
Cell-phone: 443-977-7603
For Processing issues/Support contact:
Email: Tramaine.Thaxton1@maryland.gov
For the status of a submitted application email the request to:
mdcps.clearances1@maryland.gov

@ C@CI (géjl £ cMmiDEV /3 & cmmisve/s
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