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1) The school will present to the new employee, also known as the applicant, a packet 
containing this cover sheet and the information listed below. 

a. KSP FORM-A ‘Request for Conviction Records/Nonpublic Schools’ 

b. Letter to the KSP requesting the fingerprint background check of the applicant 
 

Applicant must complete and sign the Kentucky State Police (KSP) application, KSP 
FORM-A as described in 1a, acknowledging that they are aware of the criminal record 
check.  A witness signature must be included on this application.  School personnel can 
be considered a witness. 
 

2) The school office will fax (859-253-0939) the completed form or mail it to the following 
address: Risk Management Office, Diocese of Lexington, 1310 W. Main St., Lexington 
KY 40508-2048. 

FOR TRACKING AND BILLING PURPOSES  
IT IS IMPORTANT FOR SCHOOL PERSONNEL TO COMPLETE STEP 2. 

 
3) The school will send the applicant, along with the letter described in item 1b to a digital 

fingerprint location as listed below. 
 

A. The Lexington (CDL) Commercial Driver’s License site.  The applicant will call 
1-888-655-9655 to make the appointment.  Their address is 162 East Main Street 
Room 201, Lexington KY 40507. 

 
B. The AFIS office in Frankfort, Kentucky.  The applicant may go to this office to be 

fingerprinted without an appointment.  The hours of operation are 8 a.m. to 4:30 
p.m. Monday through Friday.  Special times outside of this window must be pre-
arranged by calling 1-502-227-8700, ask for the AFIS section.  The office address 
is 1266 Louisville Road, Frankfort KY, 40601.  GO TO THE REAR OF THE 
BUILDING AND ENTER THROUGH THE DOOR MARKED AFIS. 

 
4) The applicant does not pay for the Fingerprint Background Check at the 

fingerprint location.  The Catholic Schools Office of the Diocese of Lexington has a 
prepaid account with the KSP.  This account is charged a standard processing fee, as 
determined by the KSP, for each processed Background Check.  In turn, the Catholic 
Schools Office will bill the school for the application fee related to the processing of the 
background check for their school. 

 
5) The completed background check report is received via U.S. mail and becomes the 

property of the Catholic Schools Office. The Superintendent of Schools will notify the 
school principal of any abnormalities.  The completed reports are kept on file at our 
office.  Copies will be made for a school, upon the request of the school principal or their 
designee.  
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