EMPLOYMENT APPLICATION
Personal Information
First name

M.I.

Last

Address

Apt#

City

Are you 21 yrs or older?

Y

Home Phone:

N

Social Security No.

State

Zip Code

Cell Phone:

Required by DHS Rule 2960 for
CRF

Have you applied here before? Yes or No Under what name?__________
Friends or Relatives Employed by this Facility?
Desired Employment
Position applied for

Date you can start

Please check referral:
College placement

Employment agency
Friend

Present/Last Employment
Are you employed now?

Y

N

If no, state last employment.
May we contact your present/last
employer?

Wage Desired
$

Shift Desired
Weekend Day

State Employment
Walk-in

Company Name:
Supervisor Name:

Y

N

Company Phone or
e-mail:

Education
High School

Name/Location

Years attended

Emphasis

College

Name/Location

Years attended

Emphasis

Trade, Business

Name/Location

Years attended

Emphasis

General
Subjects of special study

Special training

Skills

Newspaper Ad
Other:

Evening

References
Give the names of three persons who are not related to you, that you have known for at least five years, and that we may call as a
reference.
First and Last Name

Business

Years Known

Phone

1
2
3
Service Record
Branch of Service

Discharge Date and Rank

Have you been free of chemical use problems for at least two years?

Yes

No

Are you legally eligible to work in the U.S.? Yes
No
If you are hired to work at this facility, you will be required to furnish documentation within three working days showing you
are a legal resident and are legally entitled to work in the U.S.
Authorization
I understand that the facts contained in this employment application are true and complete to the best of my knowledge and, if
employed, I understand that falsified statements on this application may be grounds for dismissal.
I authorize inquiries of all statements contained herein and the reference and employers listed above to give you any and all
information concerning my previous employment and any pertinent information they may have, personal or otherwise, and release the
company from all liability for any damage that may result from utilization of such information.
I also understand and agree that no representative of the company has any authority to enter into any agreement for employment for
any specified period of time, or to make any agreement contrary to the foregoing, unless it is in writing and signed by an authorized
company representative.
I have also reviewed the attached privacy notice regarding the need for a background study by the State of Minnesota to determine my
eligibility for employment at a licensed Children Residential Facility.

Signature __________________________________________________________Date_____________________
Please attach resume.

MINNESOTA DEPARTMENT OF HUMAN SERVICES LICENSED FACILITIES
EDUCATIONAL PROGRAMS, TEMPORARY EMPLOYMENT AGENCIES,
PROFESSIONAL SERVICES AGENCIES
BACKGROUND STUDY PRIVACY NOTICE
Because the Minnesota Department of Human Services is requesting that you provide private information about yourself, the Minnesota
Government Data Practices Act requires that you be informed of the following:
1. Purpose and intended use of the information: Minnesota Statutes, chapter 245C, requires the Minnesota Department of Human
Services (DHS) to conduct background studies on individuals providing direct contact services to people receiving services from facilities
and agencies licensed by DHS. The background studies are to be completed according to the requirements in Minnesota Statutes,
chapter 245C. The information requested will be used to perform a background study of you that will include at least a review of
criminal conviction records held by the Minnesota Bureau of Criminal Apprehension and records of substantiated maltreatment of
vulnerable adults and children. DHS may also later require you to submit additional information and/or your fingerprints if necessary to
complete your background study. For all individuals who are subject to background studies by DHS, the corrections system will report
new criminal convictions for disqualifying crimes to DHS. County agencies and the Minnesota Department of Health report
substantiated findings of maltreatment of minors and vulnerable adults to DHS.
2. Whether you may refuse or are legally required to provide the information: Minnesota Statutes, chapter 245C, states that the
individual who is the subject of a study must provide sufficient information to ensure an accurate background study.
3. Known consequences that may arise from supplying the information: Individuals who have histories with the characteristics
identified in Minnesota Statutes, chapter 245C, will be disqualified from positions allowing direct contact with persons receiving
services. Health-related licensing boards will make a determination whether to impose disciplinary or corrective action on individuals
regulated by health-related licensing boards who have been determined to be responsible for substantiated maltreatment. Individuals
who do not have disqualifying characteristics will not be disqualified.
4. Known consequences that will arise from refusing to supply the requested information: Only items identified as "optional" may be
left blank. Refusal to provide the information necessary to ensure an accurate and complete background study will result in your
disqualification and an order to the agency or facility to remove you from any position allowing direct contact to persons receiving s
5. Identification of other agencies or entities authorized to receive this information: The information you provide will be shared with the
Minnesota Bureau of Criminal Apprehension. If DHS has reasonable cause to believe that other agencies may have information
pertinent to a disqualification, the information may also be shared with county attorneys, county sheriffs, courts, county agencies, local
police, the Federal Bureau of Investigation, the Office of the Attorney General, agencies with criminal record information systems in
other states, and juvenile courts. Background study results may be shared with the Minnesota Department of Health, the Minnesota
Department of Corrections, the Office of the Attorney General, non-licensed personal care provider organizations, and health-related
licensing boards. If you have a disqualifying characteristic, the facility will be told only that you are disqualified and will not be told
what caused your disqualification, unless you were disqualified for refusing to cooperate with the background study or for serious
and/or recurring maltreatment of a minor or vulnerable adult. The information about you received as part of a background study is
classified as private data and, except for the agencies noted, cannot be shared without your consent.

Consent to MN Department Of Human Services Background Study
As an applicant for employment with MLRC and if hired, as an employee of MLRC, I understand my eligibility for employment is greatly
determined by my current and continued ability to successful pass a lawfully mandated MN DHS Background Study. I understand these
background studies are necessary to ensure MLRC’s clientele are in contact with only those individuals who have been determined, by
MN DHS, to not pose a safety risk to youths and/or adults under the care of MLRC.
Therefore, I have reviewed the attached MN DHS Background Study Privacy Notice. I now, and during my future tenure of
employment with MLRC, fully consent MLRC to use the following information I have provided to validate my ability (as determined by
MN DHS) to be in contact with MLRC’s clients. I further understand that now, or at any time in the future, my employment with MLRC
may be immediately terminated, for cause, if I fail to successfully pass a MN DHS Background Study.
Name: ___________________________ ______________________ ____________________________
First
Middle
Last
Date of Birth: _______
Month

________ ____________
Day
Year

Gender: ___________________________________
MN Driver’s License or MN State ID Number: _________________________________________________
Eye Color:_____________ Hair Color:_____________Height:_____________ Weight:_____________
Race: _____________________________________
Social Security Number: ________________________________________
Place of Birth:_________________________________________________
Phone Number: _______________________________________________
Address: ________________________________________________________________________________________
City
State
Zip
Street Address
Have you lived in prior states within the U.S. other than Minnesota in the past 5 years?

Other names I have been known as, such as maiden or previously married name:
Name: ___________________________ ______________________ ____________________________
First
Middle
Last
Name: ___________________________ ______________________ ____________________________
First
Middle
Last

Applicant or Employee Signature: ________________________________________ Date: ________________

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. This law 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 let 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 I provide to complete the background study?
You are required to provide enough information to ensure an accurate and complete background study. This includes 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’s license or other identification number, and;
 fingerprints and a photograph.
How will the information that I give be used? The information 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 I provide the information?
You could be disqualified from positions that require a DHS 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.
-1What if I refuse to provide the information? You will be disqualified if you refuse to provide information to complete an accurate
background study. You 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 there is 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;

courts and juvenile courts;

local police;

the Office of the Attorney General, and;

agencies with criminal record information systems in 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 board

What if my disqualification is set aside?
If you request reconsideration of your disqualification and your disqualification 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 data if your set aside is for:




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 a risk 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?
Your 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?

You may ask if we have information about you and request in writing to get copies. You may have to pay for copies.

You may give other people permission to see and have copies of private information about you.

You may ask in writing a report that lists the entities that submitted a background study request on you.

You 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:

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 a you after two years following your death or 90 years after your date of birth, except when readily
available data indicates 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 I think my privacy rights have been violated?
You may report a complaint 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 a written complaint to the Minnesota Department of Human Services, Privacy Official at:
CONTACT: Minnesota Department of Human Services Background Studies 2.0 PO Box 64242 St. Paul, MN 55164-0242 or Minnesota
Department of Human Services Privacy Official- PO Box 64998 St. Paul, MN 55164-0998
Maple Lake Recovery Center, Inc. is an equal employment opportunity company that has developed policies and practices intended to not discriminate
against applicants and employees on the basis of race, color, religion, sex, national origin, disability, age, genetic information,
or any other characteristic protected by law.

FINGERPRINT AND PHOTO INFORMATION FOR DHS
BACKGROUND STUDY SUBJECTS
Why am I required to have a background study? State law requires that people who will provide services to children and vulnerable adults, in
certain health and human service and child care settings, have a background study completed by the Minnesota Department of Human Services
(DHS).
Are fingerprints and a photograph required? Yes. State law passed in 2014 requires background study subjects to be fingerprinted and
photographed. Fingerprint-based background studies will result in faster and more accurate background study determinations.
What information do I have to provide?
You must provide your full name and any prior names, including names and aliases by which you previously have been known. You also must
provide your date of birth, address, sex, eye color and hair color, height, weight, and place of birth. You do not have to provide your Social Security
number (SSN) unless you want your background study determination to be available to another entity in the future. If you do not provide your SSN
you will need to be fingerprinted and photographed again for your next background study.
Why do I have to provide so much personal information?
The information is required by the Minnesota Bureau of Criminal Apprehension (BCA) and the FBI to complete a fingerprint-based background
study.
How will my photograph be used?
Your photo will be used to verify your identity; it stays in the DHS system. It will be available to the entity that submitted your background study
request to prove that you were the person who was fingerprinted. It will also be available to entities to which you give permission to view your
background study determination.
Can a background study from another agency be used in place of the DHS study?
No. Background studies completed either for or by another agency cannot be used in place of a DHS background study. DHS background studies
include reviews of county and state child and vulnerable adult maltreatment determinations and Minnesota Court Information System records.
Can I submit fingerprints from another agency for my DHS background study?
No. Fingerprints recorded by any other sources cannot be used for your DHS background study. Your fingerprints and photo must be taken at a
DHS authorized location. The locations are operated by 3M Cogent (http://www.cogentid.com).
Is there a time limit for being fingerprinted and photographed?
You have up to 14 calendar days from the day your background study request was submitted by an entity. The deadline will be printed on the
fingerprint authorization form which will be given to you by the entity that submitted your background study request.
Do I have to be fingerprinted again?
In most cases, you will only be required to be fingerprinted once if you choose to provide your SSN. Future employers will be able to view your
background study determination if you give them your SSN. If you do not provide your SSN you will need to be fingerprinted and photographed
again for your next background study.
Where can I find more information? You can find more information on the DHS Background Study website by going to
http://www.mn.gov/dhs and selecting General Public
> Office of Inspector General > Background Studies. You can find more information about fingerprint and photo service locations at
http://www.cogentid.com.

Maple Lake Recovery Center, Inc. is an equal employment opportunity company that has developed policies and practices intended to not discriminate
against applicants and employees on the basis of race, color, religion, sex, national origin, disability, age, genetic information,
or any other characteristic protected by law.

