














 
 
 
 

S T A T E  O F  C O N N E C T I C U T  
DEPARTMENT OF EMERGENCY SERVICES AND PUBLIC PROTECTION 

HUMAN RESOURCES 

Phone: (860) 685-8200 Fax: (860) 685-8356 
1111 Country Club Road 
Middletown, CT 06457 

An Affirmative Action/Equal Employment Opportunity Employer 

 
CRIMINAL HISTORY RECORD CHECK INSTRUCTIONS  

 
All employees and personnel performing services for contractors or sub-contractors on or at the 
Department of Emergency Services and Public Protection (DESPP) facilities are required, 
under their contracts, to have background investigations completed by the Department of 
Emergency Services and Public Protection (DESPP). Contractors are responsible for costs 
associated with criminal history record checks (State & Federal) including fingerprinting costs. 
All contractors’ employees must have security approval by DESPP prior to starting work. 
Contractors must submit the employee information required by the department upon contract 
award. Contractors are to include contingency employees who may be utilized to cover 
absenteeism. No Contractor’s employee will be admitted to DESPP facilities without 
identification and a completed criminal history record and background check.  
 
INSTRUCTIONS: 
To begin the background process, appointments are coordinated by contacting Chastity DeLillo 
in Human Resources at (860) 685-8394.  Processing is conducted by appointment only at 1111 
Country Club Road in Middletown, CT.  When you arrive, you are to inform the Trooper at the 
front desk you need to go to Human Resources (do not say fingerprinting). 
 
REQUIRED IDENTIFICATION: 
A current and valid photo id with a signature (license or state id) or a valid passport. 
 
FEES:   (subject to change without notice) 
Required Criminal History Record Checks fees for State Contractor are as follows:  
 
Processing Fee (In-State Only) $15.00  Cash (exact change),  

*Check/Money Order made payable to:  
“Treasurer-State of CT” 
Fees CANNOT be combined in one check. 

State Fingerprinting Fee  $75.00 
Federal Fingerprinting Fee 
 

$12.00 

 
*If paying by check/money order, a separate check/money order needs to be made for each fee 
made payable to “Treasurer–State of CT”.  Fees are subject to further changes without 
notice. Please contact the State Police Bureau of Identification (SPBI) at (860) 685-8480 for fee 
verification. 
 
NOTE: It is the companies’ responsibility to make contact with Chastity DeLillo via email at 
Chastity.Delillo@ct.gov to receive verification of conditional clearance before employment can 
begin.  Please note conditional clearance is pending the outcome of the background 
investigation for in state contractors only.  If sub-contractors are working from out of state, the 
background must be completed prior to starting. 
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Why is a background required? 
DESPP as a law enforcement agency standards are different than many other State agencies 
so we require a background investigation.   Also, depending on where in the agency the 
individual works, they may have access to information. 
 
What is the process? 
The applicant or company schedules an appointment to fill out the appropriate paperwork 
(waiver) with Human Resources and have fingerprints taken. 
 
What type of background do sub-contractors/contractors receive? 
A Type C (basic background investigation) 
 
What does a Type C background consist of?  
§ Criminal check 
§ Motor vehicle record check 
§ Financial check (probate and/or judicial information) 
§ Federal and state fingerprint results 
§ Any other information that may be requested/needed 
 
Are there fees and if so what are they? (all fees are subject to change without notice) 
Yes, they are as follows:   
· Processing fee $15  (in state only) 

o Out of state do not pay, they are not being processed through our agency. 
· State fee $75 
· Federal fee $12.00 
· Fee’s cannot be combined in one check, if cash is being provided it needs to be 

exact change ($15, $12 & $75).  Please call if you have questions; if it is not correct, 
appointments will be rescheduled. 

 
How are fingerprint fees to be paid? 
The Fingerprint Unit allows the following payment forms: Cash (exact change), check or money 
order made out to Treasurer – State of Connecticut 
 
What is needed for the scheduled appointment with Human Resources? 
Valid and current photo id with a signature (license or state id) or valid passport (copy will be 
made) and individuals need to know their social security number. (Anyone with a “DO” license 
cannot use this as a form of identification). 
 
Are fingerprints considered a background investigation? 
No, fingerprints are only a records check to include State and Federal criminal history checks. 
 
Do I need verification after the fingerprints are completed before I can begin working with 
the agency? 
Yes.  It is the companies’ responsibility to make contact with Chastity DeLillo via email at 
Chastity.Delillo@ct.gov to receive verification of conditional clearance before employment can 



The Department of Emergency Services and Public Protection (DESPP)  
Background Investigation Q & A 

2 of 3 

Revised 12/02/17 

 

begin.  Please note conditional clearance is pending the outcome of the background 
investigation for in state contractors only.   
 
If I had fingerprints taken for a pistol permit or another position, do I have to have them 
redone? 
Yes, although your fingerprints are on file they are not for our “hiring” purposes. 
 
What happens if something shows up on the fingerprint results? 
The applicant will be contacted and meet with the Human Resources Administrator to go over 
the results and discuss what actions if any need to be taken (Federal results only).  
 
Am I able to go to my local police department to be fingerprinted? 
No.  Fingerprints are to be with the DESPP Fingerprint Unit to avoid any issues reading 
fingerprint results or not being fingerprinted correctly. The only time we allow this is if someone 
is from out of state and a packet needs to be sent from Human Resources with instructions. 
 
Are fingerprints considered a background? 
No.  Fingerprints are not a background investigation.  Fingerprints are the beginning portion of a 
background. They are the State and Federal criminal history check only. 
 
Who can my information be released to? 
We do not and cannot release any of the information received from your fingerprint or 
background results.  The results are confidential and used for our agency purposes only.  
 
If I have a background conducted for DESPP, can I use that clearance for other State 
Agencies/Police Departments? 
Backgrounds conducted with (DESPP) are for clearance for our agency only and cannot be 
used for other agencies or police departments..   
 
How long does it take to receive clearance? 
The employer should contact Human Resources (Chastity DeLillo) minimum of five days after 
the individual’s appointment to see if results have been received.  Individuals cannot start 
working until clearance has been received. 
 
Do backgrounds have to be completed before individuals can begin? 
If an individual works in state, they may be given conditional clearance from their criminal 
history fingerprint results. If they are working from out of state, backgrounds have to be 
completed before they can begin. 
 
How long are backgrounds good for? 
If an individual has had a background completed but left the agency and has been gone for six 
(6) months or longer, they will have to complete to whole process again. 
 
Will I receive a card key for building access? 
No.  Sub-contractors do not receive card-keys; they enter during normal business hours. The 
agency is unable to incur the cost for all individuals and not everyone needs access.  If there is 
a job where someone feels their person needs one, they can call Chastity DeLillo to discuss 
further (860) 685-8394. 
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Will I receive a photo id? 
Some sub-contractors will receive a photo id to verify they are working with our agency and 
have gone through the beginning stages of the background process.  This photo id is for the 
Department of Emergency Services only.  It is not to be used for other state agencies or 
municipalities. Also, it should not be used as any type of representation of our agency. 
 
How are photo id’s received? 
Once conditional clearance has been received by Human Resources, an appointment needs to 
be made with Computer Services (Mark Spellman) to have a photo id taken (860) 685-8087 
(please no walk ins). 
 
When should photo id’s be returned? 
When your job with DESPP is completed, the photo id(s) is to be handed in to your agency 
contact (the person who over saw the project) or back to Computer Services.  
 

How will the Troops/Units know sub-contractors will be working there? 
Based on the company’s contract with the agency where it should be noted how to handle this 
but it is best for the company to provide a list of all the employees that will be working at each 
location to avoid any issues.  If further verification is needed, they can contact Human 
Resources or the companies agency contact. 

What happens during inclement weather? 
If there is pending bad weather or a storm, please call a day or two before to verify if the 
appointment is still standing or needs to be rescheduled. 
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