
 

ORJT Live Scan Instructions for Coaches & Volunteers 
 

All ORJT coaches and applicable volunteers must complete a Live Scan background check 
before participating in team activities. 

This packet contains two required forms: 

1. CalVECHS Waiver Agreement (BCIA 9018) 
2. Request for Live Scan Service (BCIA 8016VECHS) 

 

Step 1: Complete the CalVECHS Waiver Agreement 

Complete and sign the attached BCIA 9018: 

• Select Yes or No regarding prior convictions or guilty pleas. 
• Provide an explanation if you select Yes. 
• Check Volunteer. 
• Sign and date the form. 
• Print your name. 
• Provide your personal mailing address. 
• Review the Privacy Notice on page 2. 

Return the completed BCIA 9018 directly to the ORJT Secretary at: orjtsecretary@gmail.com. 
Do not take this form to the Live Scan location. 

This waiver is separate from the Live Scan form and must be renewed annually while you remain 
associated with ORJT. 
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Step 2: Complete the Live Scan form 

Complete the Applicant Information section of the attached BCIA 8016VECHS. 

Do not change the ORI, applicant type, agency information, mail code, or other information 
already completed by ORJT. 

Please: 

• Complete all fields in the Applicant Information section. 
• Read the Privacy Notice, Privacy Act Statement, and Noncriminal Justice Applicant’s 

Privacy Rights included in the packet. 
• Sign and date the acknowledgment on page 1. 

 

Step 3: Go to the Live Scan location 

Bring: 

• The complete four-page BCIA 8016VECHS 
• A valid government-issued photo ID, such as a driver’s license 

Please use this location: 

The UPS Store – Broadstone Plaza 
2795 E. Bidwell Street, Suite 100 
Folsom, CA 95630 

ORJT has an account with this location, so the Live Scan fees will be billed directly to the 
organization. If you are billed directly, please forward your receipt to orjtsecretary@gmail.com 
for reimbursement.  

 

Step 4: ORJT Will Confirm Your Clearance 

You do not need to send ORJT your completed BCIA 8016VECHS. ORJT will verify 
completion and review your status through the DOJ portal. 

Please make sure you have separately returned your completed and signed BCIA 9018 waiver to 
the ORJT Secretary. 

You may not participate in team activities until the required background-check process has been 
completed and ORJT has confirmed your clearance. 

Thank you for completing these requirements promptly. 
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