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Each applicant must complete and sign the attached Kentucky State Police (KSP) application, 
FORM-A ‘Request For Conviction Records/Nonpublic Schools’, acknowledging that he or 
she is aware of the FBI Criminal Record Check.  A witness signature must be included on this 
application.  School personnel can be considered a witness.  This procedure page is the front 
cover of the packet.  

  

1) School personnel will give the applicant a packet containing the information listed below. 
 

� KSP FORM-A ‘Request For Conviction Records/Nonpublic Schools’ application 
form. 

2) School personnel will have the applicant, in their presence; complete the KSP 
FORM-A ‘Request For Conviction Records/Nonpublic Schools’.  A completed copy 
of this form MUST be sent to the Risk Management Office.  Remember a witness 
must sign the application.  The school / organization is the Diocese of Lexington.   

 
3) The applicant may go for digital fingerprints to one of the two locations as listed below.   

 
A. The (CDL) Commercial Driver’s License site in Lexington.  The applicant will 

call 1-888-655-9655 to make the appointment.  The site location 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, no appointment is necessary.  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.  This office 
location is 1250 Louisville Road, Frankfort KY, 40601. 

 
4) The applicant must take with them the completed FORM-A and his / her driver’s license 

or another form of identification.  When you arrive at the site it is very important to 
inform the onsite staff that you are here to be fingerprinted for the Diocese of 
Lexington Catholic Schools. 

 
5) The applicant does not pay for the Fingerprint Background Check process at these 

locations.  The Diocese of Lexington Catholic Schools Office has an account with the 
KSP.  This account is charged a standard processing fee, as determined by the KSP, for 
the processed Background Check.  The Catholic Schools Office will bill the applicant’s 
school for the related fee for the processing of the background check. 

 
6) The completed Background Check Report is received at the Catholic Schools Office via 

the U.S. Mail and becomes the property of the Catholic Schools Office.  The 
Superintendent of Schools reviews this report and will notify the school principal of any 
abnormalities. 




