Rap Sheets

What Is A “Rap Sheet?”

If you have ever been arrested in llinois
and fingerprinted, you will have an
[llinois State rap sheet. A “rap sheet” or
“yellow sheet” isarecord of your arrest
and conviction history in Illinois State.
Rap sheets are maintained by the lllinois
Department of State Police, Bureau of
Identification (BOI), in Joliet. Each time
that you are arrested and fingerprinted,
the police department sends a report of
the arrest to the BOI. If you have been
arrested previously, the BOI adds the new
information to your computer file; if not,
afileiscreated for you.

The BOI keepstrack of arrestsin Illinois
only. Criminal casesfrom other states
and federal cases will not appear on your
Illinois state rap sheet. The FBI kegpsa
complete list of all arrests across the
country, and your BOI file may have a
notation of your FBI computer code
number.

The state and local courts send informa-
tion to the BOI to update your file. If you
fail to appear on your assigned court date
and a bench warrant isissued for your
arrest, the court tells the BOI and the
warrant is added to your record and will
appear on your rap sheet. After ajudge
has entered afinal decision in your case,
the court contacts the BOI to report the
outcome. Thisinformation is also known
asthe “disposition” of the case.

Types Of Dispositions

There are many possible dispositions that
could appear on your rap sheet. Some
common dispositions include, “ CON-
VICTED UPON A PLEA OF GUILTY,”
“DISMISSED,” and “STRICKEN ON
LEAVE.” Itisextremely important that
you understand the outcome of your
cases. You must know which cases
resulted in criminal convictions and
which cases did not result in a criminal
conviction. Below isalist of the most
common types of dispositions and
whether they are considered criminal
convictions under Illinois state law:

Dismissal isthe equivalent of an acquit-
tal. All charges are dropped and you
retain the same status you had prior to the
arrest. A dismissal isnot aconviction.

Supervision (followed by discharge and
dismissal) can be given for most misde-
meanor offenses. Court supervision
suspends the judgment in a case for a
certain period of time, generally six
monthsto ayear. A guilty judgment will
not be recorded if you comply with the
conditions of court supervision for the
duration of your sentence. If you success-
fully complete the sentence, you do not
have a criminal conviction.*

Drug cases where probation isfollowed
by discharge and dismissal mean the
court will sentence you to probation and

! Criminal Sentencing pamphlet, IL. Criminal Justice |nformation Authority.



defer proceedings until the end of the
probation period. If you fulfill the terms
and conditions of the probation, the court
will discharge you and dismiss the pro-
ceedings against you. Thisisnot a
criminal conviction, but isonly available
for first time offenders.? Thistype of
probation is classified as 710 or 1410 and
isgenerally for first time drug offenders
who agree as part of their probation, to go
into drug treatment. In general, persons
convicted of possession with intent to
deliver or delivery of controlled sub-
stance/narcotics are not eligible.

Class X, Class 1, 2, 3 and 4 felonies,
ClassA, B, C misdemeanor s are crimi-
nal convictionsif you are convicted either
through a plea, bench or jury trial, and are
not given supervision or drug probation.

Conditional dischargeisa probation
sentence that requires you to comply with
conditions set by the court. If you are
sentenced to a conditional discharge you
are not required to report to a probation
officer. However, if you fail to comply
with the conditions set by the court, the
discharge can be revoked. Conditional
dischargeisacriminal conviction, al-
though it may not involve imprisonment.?

Periodic imprisonment requires you to
report to a correctional facility (usually a
county jail) daily for a set period of time
imposed by the Judge. If you are sen-
tenced to periodic imprisonment you are
able to remain in school or work while
serving your sentence. Periodic imprison-
ment isacriminal conviction.*

Home confinement requires you to
remain in your home for a period of time
specified by an order of probation. Home
confinement isacriminal conviction.

Trafficinfractions are usually charged in
the form of a summons and do not require
an arrest and are usually not considered
criminal convictions. A very select few
infractions are reportable.

Remember: Evenif your case was
dismissed, or you were convicted but
served no timein jail, you will still have a
BOI record for the underlying arrest.

Who Can See Your lllinois
Rap Sheet

Conviction information is considered
public information in Illincis.> Since
1991, the Illinois Uniform Conviction
Information Act (UCIA) has permitted
conviction information to be released to
the public upon request. Conviction
information is information relating to a
judgment of guilt or a plea of nolo conten-
dere (no contest). The term includes all
prior and subsequent criminal history
events that relate directly to the judgment
of guilt or no contest. Therefore, convic-
tion information includes the notation of
arrest, the notation of chargesfiled, the
sentence imposed, the fine imposed, and
al related probation, parole and release
information. Information is not “convic-
tion information” when a judgment of
guilt isreversed or vacated (wiped off),
the charges are dismissed or the disposi-

2720 ILL. Comp. Stat. 550/10; 720 ILL. Comp. StaT. 570/41.
8 Criminal Sentencing pamphlet, IL. Criminal Justice Information Authority.
4 Criminal Sentencing pamphlet, IL. Criminal Justice Information Authority.
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tion isnot acriminal conviction (supervi-
sion followed by discharge and dismissal
or drug case probation followed by
discharge and dismissal).®

All requests for conviction information
must be submitted on a Conviction Infor-
mation Request form. Information can be
requested on either a non-fingerprint
request form or afingerprint request form.
A Non-Fingerprint Conviction Infor-
mation Request is based on identifiers,
such as name, sex, race and date of birth,
and will result in a search that matches
those identifiers. A Fingerprint Convic-
tion Information Request will resultin a
fingerprint-based record search, and any
criminal history record information
provided confirms positive identification
of the person who matches the finger-
prints.

The following groups are entitled to view
your conviction history.

The Public

Conviction information can be released to
the public upon request. Any person who
would like to receive your conviction
history can do so by submitting a non-
fingerprint or fingerprint conviction
information request form.

Private And Public Employers
And Occupational Licensing

Employers and occupational licensing
agencies may request conviction informa-

620 1ILL. Comp. StaT. 2635/3.
720 1LL. Comp. STAT. 2635/7.
820 1LL. Comp. StaT. 2635/7.
920 ILL. Comp. STaT. 2635/7.
1020 1LL. Comp. STAT. 2635/12.

tion.” They must request conviction
information using the same request forms
asthe public. Anemployer or licensing
agency that wishes to conduct a criminal
background check on you is obligated to
obtain your signed release. The em-
ployer or licensing company is required to
maintain the signed release on file for two
years.®

The BOI will send the employer or licens-
ing company a copy of its response and
the employer or licensing company is
required to provide you with a copy of the
response. You must notify the employer
of inaccurate or incomplete information
within seven working days after receiving
acopy of your record. You may aso
initiate proceedings directly with the BOI
to challenge or correct arecord given to
an employer or licensing company.® Such
achallenge will be given a priority over
other individual record review challenges
filed withthe BOI. The BOI isrequired
to notify an employer if a subsequent
disposition of conviction or a subsequent
modification of conviction information
has been reported to the BOI within thirty
days of responding to the employer.*®

Criminal Justice And Law
Enforcement Agencies

Criminal justice agencies and peace
officers have the right to review not only
conviction information, but also criminal
history record information. Therefore,



they are entitled to view your arrest
history aswell as your convictions.
Criminal justice agencies are also entitled
to view any criminal violations of munici-
pal local ordinances for which you have
been arrested.™

Bonding Agencies

A bond isakind of insurance policy that
an employer takes out on an individual
employee to protect the employer in case
that employee steals from the company or
from its customers. The agencies that
issue bonds can also obtain your rap sheet
when they are deciding whether to bond
youl.

You

You also have the right to see your own
rap sheet. You are entitled to view both
your arrest and conviction history. Ex-
punged material will not show up on your
rap sheet. (Seep. 19 for afull discussion
of expungement.) The process for re-
viewing your rap sheet is explained on
pp. 6-8.

Why You Should
Review A Copy Of
Your Rap Sheet

There are four good reasonsto review a
copy of your rap sheet.

1. You can check for mistakes.

Rap sheets are often incomplete and may
contain mistakes that can reflect badly on
you and make it harder to get ajob if seen
by an employer or anyone else. For
example, arap sheet might contain dupli-
cate entries that make one arrest and
conviction look like several convictions.
You can correct errorsif you review your
record before you are fingerprinted for a
job.

2. You may not remember everything.

[llinois state law permits employersto ask
job applicants about their criminal convic-
tions. If you do not answer truthfully and
completely and the employer finds out,
you can be denied ajob or fired. There-
fore, it isimportant to view your rap sheet
to help you remember the specific details
of your criminal history so that you can fill
out job applications accurately. Your rap
sheet will identify the charges, the names
of the courtsin which you were tried, and
the crimes that you were convicted of. You
will need thisinformation if you are asked
to explain your criminal convictionson job
applications.

Also, court proceedings can be very
confusing and you may not fully under-
stand the outcome of acase. Sometimes,
a person pleads guilty to acharge and
receives a conditional discharge without

120 1LL. Comp. StaT. 2635/23, 20 ILL. Comp. STAT. 2635/3.



realizing that it is a conviction of acrimi-
nal offense that must be reported if ajob
application asks about criminal convic-
tions. If you review your record before
filling out a job application, you will be
ableto list your convictions accurately.
Then, an employer cannot fire you for

lying.
3. You can preparefor ajob interview.

Once you provide written consent, em-
ployers and licensing agencies have a
legal right to obtain a copy of your rap
sheet. Employers may also just ask you
to list and describe your criminal convic-
tions. If you know exactly what your
record reveals before you apply for ajob
or license, you will have the opportunity
to think about the best way to talk about
your convictions with the job interviewer.
For example, your rap sheet may report a
conviction for adrug-related crime. An
employer who sees this conviction might
assume that you are currently a drug
abuser. If you look at your record before
your interview, you can prepare to talk
about this issue with the employer. You
might then decide to present aletter from
your drug treatment program as proof of
your rehabilitation and recovery.

4. You may qualify to petition for
expungement.

Reviewing your rap sheets will allow you
to determine whether any of your arrest

information can be expunged. You may
apply for expungement only if an arrest
did not result in a conviction, or the plea
or finding of guilty. (Seep. 19 for afull
discussion of expungement.)

What To Look For When
You Review Your Rap
Sheet

The first thing you should do when you
review your rap sheet is check it carefully
for mistakes. Rap sheets very often
contain one or more mistakes. The
simplest explanation for thisis that your
case was handled by a number of different
agencies. the arresting agency, the
prosecutor’s office, the court, the correc-
tional facility, the probation or parole
department and, finally, the Illinois
Department of State Police. There are
plenty of opportunities for part of your
fileto get lost or for someone to make an
error at some stage of the process.

Here are some common mistakes:
Incorrect entries

Any computer system is subject to human
error. For example, one man’s rap sheet
reported that he was convicted of murder
when, in fact, he had been arrested for
shoplifting and had pled guilty to that



offense. A simple error in typing the
penal code number resulted in aterrible
mistake. Check your rap sheet carefully
to make sure that, as far as you can tell,
al the information on your rap sheet is
correct.

Double entries

Sometimes, information about one arrest
will get split into two or more separate
entries on your rap sheet. This mistake
makes your criminal record look longer
and more serious than it is.

False information

If someone who is arrested uses your
name, your rap sheet might contain arrests
or convictionsthat are not yours. If this
falsification was not caught at the police
station, trial court, or correctional facility,
it generally will not be caught later on by
other agencies.

Cases that can be expunged
but aren’t

You may be able to expunge certain cases
from your record. (Seep. 19 for afull
discussion of expungement.)

How To Review A Copy
Of Your lllinois Rap Sheet

The process for reviewing a copy of your
rap sheet iscalled Access and Review.

221, Apm. Cope tit. 20, 88 1210.10 - 1210.40.

You can start this process at any law
enforcement agency or correctional
facility. These agencies are also called
reviewing agencies. Thefollowingisa
step-by-step guide to completing the
Access and Review process.'?

STEP 1

Fill out the Access and Review Card at
the reviewing agency (see Form #1,
Access and Review Card, on p. 7). The
reviewing agency will fingerprint you.
The reviewing agency will forward this
form to the Bureau of Identification
(BOI). Agencies may charge you afee
for access and review requests. Thisfee
may be waived.

STEP 2

The reviewing agency will contact you
within 90 days to give you an opportunity
to review your rap sheet at their facility.
Your rap sheet will include identifying
information, such as your name, date of
birth, and social security number.

STEP 3

The reviewing agency will review your
rap sheet with you. You cannot keep the
rap sheet or copy it. You may be able to
keep a copy of your rap sheet if the
reviewing officer blacks out your identi-
fying information. The reviewing agency
should inform you of your right to
challenge any or all of the information
contained on your rap sheet. If you are



Form #1, Access and Review Card
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satisfied that your record is accurate and
complete, the transaction is considered
complete.

Other Options For
Reviewing Your lllinois
Rap Sheet

There are a couple of other ways you may
be able to see (and perhaps get a copy of)
your rap sheet. First, when you go to
court for acriminal case, your lawyer is
given acopy of your rap sheet when you
are arraigned. If you did not have a
lawyer, the copy should have been given
toyou. Thiscopy will stay in your
lawyer’sfile and you can ask to seeit.
This option may not be open to you if
your caseis concluded. You can also go
to the County Clerk’s Office to review
your file if you did have a criminal case.
The rap sheet should bein thefile. Ac-
cessing thisfile should be possible at no
cost to you.

Second, if you are currently on parole or
probation or were recently released, your
parole or probation officer may have a
copy of your rap sheet in hisor her files.
You may ask to seeit.

Please be aware that the rap sheet your
defense attorney or your probation or
parole officer has may not be as complete
asthe copy of the rap sheet you receive
through an Access and Review. A rap
sheet from the BOI will list all of your
criminal history information.

How To Obtain And
Correct Mistakes On Your
FBI Rap Sheet

You can obtain a copy of your FBI rap
sheet by writing to:

U.S. Department of Justice
Federal Bureau of Investigation
1000 Custer Hollow Road
Clarksburg, WV 26306

Your letter to the FBI should indicate that
you are making your request under the
Freedom of Information Act. Your re-
guest should include your name, address,
date and place of birth, and a complete set
of fingerprints. The FBI will charge you
$18 for your FBI record, unless you send
them a notarized letter explaining that you
cannot pay the fee.

If you find errors on your FBI record
relating to your criminal history in Illi-
nois, contact the BOI. This agency
reports criminal information to the FBI.
Therefore, it isimportant to initiate a
dispute at the state level through an
Access and Review, and then request that
the corrected information be forwarded to
the FBI.

How To Read Your lllinois
Rap Sheet

The sample rap sheet on pp. 10-18isan
example of what you will receiveif you
initiate an Access and Review (arequest



for your own rap sheet). Be aware that
the rap sheet an employer or the public
receives will not include information
about expunged materials or arrests that
did not lead to convictions.

Your rap sheet is divided by horizontal
lines. Each section between those hori-
zontal lines usually refersto a different
criminal case, but that is not always so.
To assist you in understanding the Illinois
State rap sheet, Key 1 (p. 10) explains the
technical part of the sample rap sheet and
Key 2 (p. 11) identifies the information
you, an employer, or the public has access
to.

Arrests That Happened
When You Were A Youth

Who Is Considered A Minor?

In lllinois, a person under seventeen years
of age is considered a minor and not
criminally responsible for his or her
conduct. In general, a person under
seventeen who is accused of taking part in
conduct that would otherwise subject him
or her to criminal charges will be pro-
cessed in Juvenile Court, and, if found
guilty, will be adjudicated a delinquent
offender. Most juvenile adjudications are
eligible to be expunged (see p. 23). There
arelawsin Illinois where youth, as young
as age thirteen, who are accused of seri-
ous crimes, can be tried in adult criminal
court.®® Any person seventeen years or
older is considered an adult and may be
tried and convicted of criminal charges.

18705 ILL. Comp. STAT. 405/5-805(3).
14705 |LL. Comp. STAT. 405/5-901.
15705 ILL. Comp. STAT. 405/5-901.

1620 ILL. Comp. STAT. 2630/5-a.

17705 ILL. Comp. STAT. 4/5-901(a).
18705 ILL. Comp. STAT. 405/1-8(E) - (F).
19705 ILL. Comp. STAT. 405/5-901(7).

Who Generally Has Access To
Juvenile Records?

Most juvenile arrest information is kept in
Juvenile Court Files and is not available
to the general public except under special
circumstances.** Whether the general
public has access to juvenile information
depends on the seriousness of the minor’s
offense or whether the minor committed
this same type of offense previoudly. In
certain cases, the name, address, and
offense of aminor — but not the entire
court file — are available to the general
public.*> All policing bodies of Illinois
send to the BOI fingerprints and descrip-
tions of all minors age ten and older who
have been arrested for an offense that
would be afelony if committed by an
adult, and may forward such fingerprints
and descriptions for minors arrested for
ClassA or B misdemeanors.’® Asthis
information is still considered juvenile
information, generally only juveniles,
their parents or legal guardians, criminal
justice agencies, and the juvenile’s lawyer
have accessto hisor her record. In cases
involving sex offenses, the victim and his
or her attorney also have accessto this
information.*

In addition, in limited circumstances a
juvenile’s criminal record may be made
available to the minor’s school or poten-
tial employers, including law enforcement
agencies, correctional ingtitutions, and fire
departments.’® If an applicant is applying
for alaw enforcement position, the law
enforcement agency is permitted to view
juvenile court records of those adjudi-
cated a delinquent minor.®
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KEY 1 to Sample lllinois State Rap Sheet

[llinois State I dentification Number
A person’sidentifying information: Thisinformation would go to an employer.

Chicago Internal Rap Sheet Number: This number is only issued if arrested in
Chicago.

Federal Bureau of Identification Number

[1linois Department of Corrections Number

Firearm Owners I dentification

Naturalization Number

Document Control Number: This number links an arrest to all proceedings that
may follow.

Agencies Identification Number: Each agency (arresting agency, prosecuting
attorney’s office, and correctional facility) has their own NCIC number.

Arrest charges and the statutes that pertain to those charges

CSAOD (Conspiracy, Solicitation, Attempt, Original Charge)

Class: This means the type of crime, either a misdemeanor or felony.

Bond Information

State’s Attorney Section: This information includes the prosecutors’ charges.
Custodid: Indicates that a conviction occurred and time was served.
Indicates where time was served

Indicates the conviction

Sentence information



KEY 2 to Sample lllinois State Rap Sheet

Cases without a disposition:

SectionsA, B, and G would not appear on arap sheet that an employer requests be-
cause no court data was received regarding the outcome of these cases. If your rap sheet
indicates “No Court Data Was Reported” or “Pending,” the information would still not
appear on arap sheet requested by an employer. However, if the BOI receives arequest
for your rap sheet from an employer, the BOI may initiate a court search to determine the
outcome of these cases. These cases may have resulted in convictions which would be
reported if discovered by BOI. Under these circumstances, it may be in your best interest
to obtain dispositions for these types of cases.

Cases that resulted in convictions:

Sections C, D, and E indicate convictions. Sections C and E do not indicate the arrest
charges. Arrest charges on Illinois rap sheets are usually reported in the same section as
convictions or at least near conviction information. Section D is an example of a section
that starts with the arrest charges and terminates with outcome of the case. You can link
an arrest to the proceedings that follow that arrest by paying particular attention to the
Document Control Number (DCN) in each section.

Remember, only conviction information is given to an employer. All of Section C and E
would appear on arap sheet that an employer requests. Please pay attention to the
marked information in Section D that identifies what would be given to an employer.

Cases that would not show up on a rap sheet requested by an employer:

Section F is a case whose disposition was “ Stricken on Leave,” which indicates that there
was not enough evidence to prosecute. Thistype of disposition allows the State
Attorney’s office 120 days to build a stronger case. Thistype of caseistreated like a
dismissed case, unless the State Attorney’s Office decides to prosecute. Therefore, this
section would not be given to an employer upon request.

Section H indicates that this person initiated an Access and Review. These sections are
included as arecord of that process, but would not appear if an employer requested your
rap sheet.

Section | indicates that the arresting agencies did not press charges. Therefore, this
section would not appear on arap sheet requested by an employer.



Sample lllinois State Rap Sheet
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Agency Maper: WILL COUNTY STATE'S ATTORNEY MNCIC) ILCP30ITA

B

B 234 55TE Date of Arrest: 2112000

Mame- CLOWT, BOZO Drate of Birth: 12021953
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Ageney Name: WILL COURTY STATE'S ATTORNEY NOCHC: [LO95013A
Cowrd Case Number: FFCMVETS

Coscl Charges/Dis poitien Nota
conyiction

Count Sratute Citaticn Literal Deeseripiion CHEAOQD  Class

1 38113 CONT SEX DELTMQUENCY OF CHILD O A Will not

?H:EJEEE EFEIH OUILTWGUILTY OF LESSER AND 1y i D 0471401904 appear

Case Moz 49027

Agency Mame: WILL COUNTY CIRCUIT COURT RCTC: MLOS0015T

Coant Seafwie Cleacion Litersl Deserigition CEADDy  Cheas

2 56.5:2307 POSS ANABRDLIC STERDID o Z

Dispesition: GUILTY/10 ILCS 305/10-102 Disposition Date; 05145504 A conviction

Caze Mot 49027

Agesey Name: WILL COUNTY CIRCUIT COURT NOIC: ILOAsALST Wl Appear

n.mum@

D D00 ansa2 Diwee Becwived; 617011994

MName- DOE, NOHM Diare of Birih: 22722/1911

Residence:

Subjeet [natitution Numbsee Fhoto Avallahie: MO

‘Dll:l.'flnlng: Agencys EH] PAGE COUNTY SHERIFFE OFFICE WNCHC: ILOXTOC0]

Agency Received From: D PAGE COUNWTY SHERIFFS OFFICE MCIC: TLO22H00

Cumbadial Seatus antus Thais Ageacy Mume

RECEIVED L E R ELE L PAGE COUNTY SHERIFFS OFFICE
Arrut@

D= D1402T12T Dune of Arrest; 0708152

FMams: JKETES, MICHAEL 5 Drade of Bicih: 120770942

Residenoe:

Arresting Ageacy: WILL COUTY SHERIFFS OFFICE METC: TLOS 0000




dgency Case Mumbor: Officer Badpe Namber: Phato Availahle; WO

Arrest Charyes

Count Statute Citation LHeral Description CEACD  Clasy

L 381243 BATTERY 4] F

Arrest Type: Date of {Hianse:

Band [nformation

Dide Bonded: Hasd Receipah; Bond Amoumi: Band Deposit:

Courd Cherges Trspoidion

Couft Scalwie Chisglon Literal Dieseription CRADHE Class

I 1B-12-1 BATTERY o z

Dispasitian! STRICKEN O LEAYVE Diisposicion Dace: Jra03) 1991

Cusw Mo

Agesey Mame: WILL SOUNTY CIRCUTT COURT NCIC: ELO99015)
Armest @

[RCM: O1&83ITI3E Dhite &1 Areest: DT T99]

Name: FKINES, MIKE Date of Beriso 12077 847

Residence:

Arresting Agencyt WILL SOUNWTY SHERIFFS OQEFICE NCIC: DLOSS 000

Agency Case Number: {Hificar Badge Numbes; Phooo Avellabie MO

dArreit Charged

Count Staiuie Clintion Lizerwl Description CEADD  Class

| 33-189-1 BURGLARY [u} ¥

Arresi Type: Dave of CTense:

g fnformation

Thiie Bonded: Homd Recelpith Baond Amouni: Bond Deposit;

Sintey Alnrmay Section

Filing Decisioa; FILED Dheciisen Dare: 0705 1532

Cound Bemtuds CHation Literal Diescription CEAOD Class

i TI0 ILCS 5.0:'k9-1 BURGLARY u] pra




Apmacy Name: WILL COUNTY STATES ATTORKEY NCIC ILoeaD L34

Aecess H‘.n-&w@

DOCN; SOI3EI LN

Mame: DOE, JOHN Dt of Birih: $222/1%1 1

Residence:

Acceis Review Dates 050471889 Hecord Challenge Date: 05531985

Administration Beview Date: 033019940 Adminkration Appeasl Dake:

Agemcy Name: [5F DOA BUREALTOF [DENTIFECATION NCIC: FLOSER00

liram Challesged

Record Arcess and Review Diwcimion Diecisson Dale

ADMINISTRATIVE REVIEW Q3307920

Resord Aceess and Review Drecision Decision Date

RECORD CHALLENGE 044 | 080
S0

DN CBO0N0002 Daie of Arrest: 1171871581

Mame: QRF-ONE PFRODUCTION OHLY Dhaie of Blrik: 0I5

Fesidence;

Arresting Agency: CHICAGD POLICE DEFARTMENT RCIC: ILCPOOG00

Agency Cate Number: X Dfficer Badge Nambaer: Fhoto Available: SO

#+++ RELEASED WITHOUT CHARGING “***

Arrest Charges

Cipznt Statute Chiation Liters] Dieseription CEADD Class

1 ARMED ROSEERYMISCH FAARMHARM O x

Arrest Type: Dute of Offense: 111 4°154]

Bomd Inkxrmntion

Dimte Bonded: Hoad Recelpis: Bomd Amvburils Hasnd Depasit:
Custodial

DC: 0000 oGS Dute Recetved: 10:30/19E8]

Name: ORP-ONE, PRODLUCTION OMLY [rate of Birth: DZT21911

Resldemie:




Cleaning Up Your Rap Sheet

Correcting Mistakes On
Your Rap Sheet

At the time of your review, if you are not
satisfied that your CHRI is accurate, you
should follow the steps listed below to
correct mistakes.®

STEP 1

Send awritten request to the Department
of State Police to fix the record. (See
Model Letter #1 on p. 20.) You need to
state specifically what information you
are challenging.

STEP 2

If you are not satisfied with the BOI's
response to your request, you have the
right to pursue the matter through the
BOI’'s genera hearing procedures. These
procedures require that you petition for
relief to the BOI inwriting. Once the
Department has received your petition, it
will investigate the circumstances. The
Director of the State Police may request
additional information, including schedul-
ing afact-finding conference with you.

STEP 3 (if necessary)

If the Director does not provide relief, you
can petition for a hearing with an admin-
istrative law judge.

2 1LL. Apm. Cope tit. 20, 88 1210.10 - 1210.40.
2120 ILL. Comp. SraT. 2630/5.

Expunging Adult Cases

If you have arrests that did not result in a
conviction, you might be eligible to have
those records expunged. However, if you
have even one conviction on your
record, nothing on therecord can be
expunged. A conviction is considered to
have occurred if the client has served any
time, if the court orders the client to pay a
fine or court costsin a crimina matter
(not including bond money), if probation
isordered (other than for certain drug
offenses), or if conditional dischargeis
ordered.

The only cases that may be expunged are
those that have not resulted in a convic-
tion, such as;

Dismissal or not guilty order, including
arrests where charges were never brought.
These cases can be expunged immedi-
ately.

Supervision order that can be given for
most first time misdemeanor offenses.
Court supervision suspends the judgment,
and afinding of guilt is generally not
recorded if the offender complies with the
conditions of the court supervision for the
duration of the sentence. You qualify for
expungement two years after discharge
and dismissal of supervision.



Model Letter #1, Challenging errors on your rap sheet

(your address)

(date)

State of Illinois

[llinois State Police

Division of Forensic Services and Identification
260 North Chicago Street

Joliet, Illinois 60431-1060

Dear Sir/fMadam:

| reviewed my criminal record on (specify date). | have found the following
errors on my rap sheet:

#1 (specify error)
#2 (specify error)
#3 (specify error)

If you need any additional information, please contact me at any time.
Please notify me of the agency’s decision.
Sincerely,

(your name)




Cases involving a sentence of supervision
or probation for special charges which
include:

» Uninsured Motor Vehicle (Supervision)

» Suspended Registration for Non-
Insurance (Supervision)

» Display of False Insurance
(Supervision)

* Scrap Processor to Keep Records
(Supervision)

» Reckless Driving (Supervision)

» Domestic Battery (Misdemeanor/
Supervision)

e Crimina Sexua Abuse (Misdemeanor/
Supervision)

» Aggravated Battery of a Child
(Probation)

» Offense of Retail Theft (Misdemeanor/
Supervision)

e Cannabis Control Act/First Time
Offender (Probation 710)

* Controlled Substance Act/First Time
Offender (Probation 1410)

» Steroid Control Act (Probation)

« Alcohol and Drug Dependency Act
(Probation)

You qualify for expungement after five
years discharge and dismissal of that
supervision/probation.

2201LL. Comp. StaT. 2630/5.

How Do | Apply To Have My
Records Expunged?

The process for expungement is based on
the rulesin your municipal district and
may differ according to that district.?? It
isimportant to first contact the relevant
court in your district and confirm the
proper procedures and expungement
forms. Usually, you can obtain
expungement forms from the Clerk of the
Circuit Court. (See pp. 24-25 for sample
expungement forms.) The Clerk’s Office
is prohibited from preparing the forms,
advising the parties how to complete the
forms or advising the parties which form
isrequired.

In order to apply for expungement, you
must first obtain a certified copy of a
disposition for each case you wish to have
expunged. These copies cost approxi-
mately $6 and can be obtained from the
court clerk where the case you are peti-
tioning was prosecuted. In filing an
expungement petition, you must:

1. Prepare the document correctly.

2. Filethe original and four copies of the
“Petition to Expunge and Seal.” (Seep.
25))

3. Attach a copy of the disposition for
each case.

4. Pay thefiling fee of $60: Do not list
one case per petition or you will be
charged $60 per petition. Also, inrare
cases, you may be able to have costs



waived if you can show poverty/no
income. Check with the Clerk for details.

5. Serve copies of the petition on the
required parties (the prosecutor/State's
Attorney).

6. Comply with any other legal
requirement.

The Clerk will collect the filing fee,
process the forms and notify you (the
petitioner) of the Judge's decision. Do
not expect immediate resultsif you are
trying to expunge acase. The criminal
justice system in Illinoisis busy and the

expungement processis alengthy process.

You will probably receive a decision six
to eight months after filing your petition.

You should remember that expungement
isdiscretionary and can be denied. If the
records are expunged, they will not be
able to be opened without a court order.
The expunged record can still be used for
sentencing by the Department of Correc-
tions, arresting authority, State’s Attorney,
or by the Court if theindividual is ar-
rested for asimilar or identical case.

You should contact your attorney, the
Public Defender’s Office, or an organiza-
tion such asthe Bar Association if you
have any questions regarding any part of
the expungement process. We have listed
some organi zations that may be able to
assist you on p. 28.

220 1LL. Comp. StaT. 2630/5.

What Does It Mean If A Case Is
Expunged?

If ajudge rulesin your favor and your
case is expunged, you will not have to
report expunged crimes and these cases
will not appear on your rap sheet. The
specific effect of the expungement de-
pends upon the type of case. Your file
will be sealed, impounded (removed and
segregated from other files and prohibited
public access), or expunged.

Acquittalsor release without
conviction:

» TheArresting Police Agency will
expunge the arrest from its records and
will request the return of all identifica-
tion materials from any other reposito-
ries and custodians of statistics that
were previously notified of this arrest
by the arresting agency. This means
that your file folder will be marked
“EXPUNGED,” stored in alocked
cabinet, and deleted from automated
records.

» The BOI will expunge their files of the
record of arrest.

» The Circuit Court Clerk will seal your
file, and your name will be removed
from the official index maintained by
the Circuit Court Clerk. Thefilefolder
will be marked “SEALED” and stored
in alocked cabinet. Any record of a
sedled case will either be printed and

2 The Administrative Office of the Illinois Courts, Manual on Record Keeping, 2™ Ed. 1996, Section L.



included in the sealed file folder and
deleted from the system, or it will be
accessible only by the clerk or a specifi-
cally authorized deputy.®

Discharge and dismissal of supervision:

» TheArresting Police Agency will
expunge the arrest from its records and
will request the return of all identifica-
tion materials from any other reposito-
ries and custodians of statistics that
were previously notified of this arrest
by the Arresting Agency.

» The BOI will expunge their files of the
record of arrest.

» The Circuit Court Clerk will impound
thisfile.s

Discharge and dismissal of special
charges:

» TheArresting Police Agency will
expunge this arrest from its records and
request the return of al identification
materials from any other repositories
and custodians of statistics that were
previously notified of the arrest by the
arresting agency.

* TheBOI will seal their filesand
records of the arrest and the record,
once sealed, may be disseminated only
asrequired by law.

» The Circuit Court Clerk will impound
thisfile.

Expunging Juvenile Cases

Unlike adults, records of arrest and
delinquency adjudications can be ex-
punged when a person reaches the age of
seventeen or two years after the proceed-
ings end — whichever islater. If you
have more than one adjudication for
delinquency, you must wait until you
reach age twenty-one or until five years
after the proceedings end — whichever is
later.

You cannot expunge juvenile adjudica-
tionsfor criminal activity that would
constitute first degree murder or a sex
offense, which would be feloniesiif
committed by an adult. You can petition
the court for expungement of juvenile
records only if you have no convictions
for any crime since your seventeenth
birthday.

Petitions are available at the Juvenile
Court at the Chief Judge's Office. The
Court holds hearings for juvenile
expungement requests. However, the
juvenile does not have to be present for
the hearing and a parent or attorney can
appear in their place. An attorney is not
required for these hearings. Thereisa
filing fee of approximately $64 for each
petition, although you can apply for afee
waiver with the Court at the same time if
your incomeis low enough to qualify.?

% The Administrative Office of the Illinois Courts, Manual on Record Keeping, 2" Ed. 1996, Section L.
% The Administrative Office of the Illinois Courts, Manual on Record Keeping, 2™ Ed. 1996, Section L.

27705 ILL. Comp. StaT. 405/5-915.



Expungement Form #1, Petition To Expunge

——— e r—

| Y115 FOHS 15 T0 BE USED FOR CASES INVOLVING ﬂ-'tq'l-ll'l"l-'#-. ILELEASE WITRIDAT CONVICTION O FOR
| CaBES BWWOLVING A SENTENCE OF SUPERVISICN POR CHARGES ROT SPECIFIED 1N 20 ILCS 33Ea)

(Thinfarm replaces COG#SE) [Raw, LOLTI00 ) COCT Bl L

IM THE CIRCUIT COURT OF COK COUNTY, ILLINOLS

THE FEGPFLE OF THE STATE OF ILLINOIS

ar
A MUNICIFAL CORPORATIOMN
¥, CASF %00, 3
" Delendan i Patitiaser
Charge: Dute ol Arvest:
Arresting Autharily: P, el -
5, 1R, FRL L
Dure of Birth: Sex; Race;

Reiwrn Recards to Feibinaer a

ADDRESS:

CITYETATE L

PETITIHNN TO EXPUNGE
Thieahove mamsed DefendantPeticioser states underoaik, Fhai:

1. The Feiltioner was arresied by the Arrestiag Autharicy on the dute and Fer che allfesse stated sbove

r (3} The Petitioner wan rebeassd withouot being convieted or.

{hi The Petitloner was redeased withent being cenvicied following o senrtesec of sapervisben sod ir has been
T [0 years since dischargs and divminoad of ikt spervision.

%, The Peclisener has mot previousby our has helshe subsegeendly been cenvicted of any crimiogl «fease arany
meunicipal ordinence vielachon, nclulismg vinlatiei of 625 JLCS 54-400 and 510D, forserly Chapdor 4,
ond Seciben 11-234.1 af the Iflnaks Vehicle Cod, and hefibs had st sidee Bieh arreibad for any vuch sdlanse and
there are no criminal charge prading ageinst himher @t the presest dime.

4, Under pemabiies pravided by law puriuant b Seemes 1109 o ihe Code of Civil Pretedune, (e andersigned
Fetitlanercertilles 1hat the stabemaents sid Ferth i 1his instrament are1rue and E0Freer, exeepl 1800 BAI0ers iherein
sBzlad 14 b sn imlormatise amd hcliel ded G0 o 2ech matiers the ondersigned Petiiener certilses o8 aleresabd that
heishe believes ihe same to be tree.

WHEREFORE, the Pesicloner asks the Court ipsxpusge inier arre vecsrds pnd eetuen thessine 1o Pelitioner ot ile

s il n aliave.
DATELD:
X
Prapared byt DEFERBANTFETITIONEIL
Adldress:
CirySinteTip: =3 Bereived this duyal .
Phome:
ey, MNmj: State”s Aftorney or Prosecutor

COROTHY BROWN, CLERKOF THE CRRCUIT COURT CF COORK COUNTY, ILLINO:




Expungement Form #2, Petition To Expunge And Seal

g =

Thic Frm ie o be used i cases moolving 2 seacence of sepervitan for charges of: |

635 ILOS 573-T87 farmerly Ch, $5% 1797 - CXINSURED MOTOR VEHICLE

815 ILCE 5'3-70F Feemerly Ch, #5% J-T0F - FUSPENDED EFGISTRATION FOR NONINEURANCE |

625 ILCS 573-TI0 farmerly Ch. #5% =TI0 - DESFLAY CF FALSE INSUMANCE

625 ILCS S Former]y Ch, B34 S400.00E0 - SORAP PROCESS0OR T KEEP RECRDS |
|

628 ILCS §/11-505 formerly Ch, 55% 11-543 - RECKLESS DRIVING
720 ILCS $/52-1,2 furmerty €k 38 12-3.2 - DOMESTIC BATTERY _

T2 ILCS 51215 dewrmmerly Ch. 18 12-1% - CRIMINAL SEXTUAL ARLKE x

730 ILCH 517-43 formerly Ch. 38 12.4.5(3) & (B} - AGGRAVATED BATTERY OF A CHILD

T LICE 4E6 A-Y formeriy Che 38 1&A-3 OFFENSE OF RETAIL TREFT

T2 ILCS 85810 formardy Ch, 36% TI0 - CASRARIS CONTROL ACTIFirs Time Offender

THFILCS STRAL0 formerly The 564 D « CONTROLLEDR SUBSTASNCE ACTFiril Tinie Cilender

T ILCE STRILD {f) Barmerly Ch, 561 1317 - STERCED CONTROL ACT

BB TLCS B0 0 103 ar 300M0:10 farmerly Ch. 1710 6368-2 < ALDOHOL ANE DRUG DEFESDENCY ACT |

T b ey v D D05 R A [Rev. 10aM0 COCH 01T
I THE CIRCUIT COURT F COOK COUNTY, [LLINMS
THE FECPLE OF THE STATE OF ILLINGES

of
A MUNICIPAL CORPORATION
Vi CASE MO

DielcizbaiinPelillsaar

Charpe: Dwtw ul Arrest:
Arresting Authariey 1. Maz
{ISE. [R. FB1, DCN)
Draie ol Eirth: L2310 Hace;
Retorn Recards to Peelrloner an
ADRESS:
CITYSTATERZLP:

PETITION TOEXPUNGE ANDSEAL
Ths alove hamsd DelindantFaisissr siates wnder oais, ibats

1. ThePetitioner was srrealed by the Arresting Autharity en thedate asd forthe affense stated above.

L ThePetitioner wis released without belng convicted lalloning s seatencd of probation sr supervisias and
it has biewn five (33 vears since dlicharge anil dismizusl of that prebaties or supervision.

% The Feilitioner kasmot previveity nor kas he'she subsequently been convicted of any criming] nffense or any
muslcipal srdinasee violatsea, including vhalatians af 625 1LCS 5/4-200 and 5/01-204.1 {forses]y Chapter 4 wnd
Seerinm 11-204. 1 of the Hinols ¥ chicle Code )y and he'she had pubsisos been arreiied ler any such eflenie and there
areno criminal charges prading agaiast hlmdhes gtihe: presemi tlme,

E B Llnd:rplulmupul.JUEU by faw pErsuan b Sectins 1-109 althe Cadeaf Civil Procedare, e mnde rikg ned Perifoner
cerelfies thad che stacem ety st farth in thiinstrumest ace irue and correct, excepe as to matrers theveln stated o be
i information and beliel and a3 00 sech maers the endendgned Felilioner coriilie as alfereeaid that he'sbe helieyes
tEsdiie e b brue,

WHEHEFORE, the Pethibner asks the Ceurd teazpenpeasd seal hisTer recordd dad reéturs the saes bo Petiivier ar

thr address shuws sbove,
Prepared hy: DATED: d
Aodeli A SO T e LT T T P
BFEFERDANT PETITIONER

CiewSiadn/Eip;

Frceived 1R oy ol ;
IMpme: r.
"""“5‘""‘"']" Feare's Adinrmey ar Prosersise

TROEOTIY RHOWSR, CLERK OF THE CHUOUTT COUHT OF Q00K OOUNTY, [LLINOE
I — — ——




Sample Order To Expunge

(Heev, T2rbp) CLCHANED

[NTHE CIRCUITCOURT OF COOK COLMTY, ILLINGILS
THE PEOFPLE OF THE STATE OF ILLINCHS
nr
AMUSTCIPAL CORPOBRATIONMN

vy,
M,

Delendamn Petisoner

ORDERTO EXPLNMGE (ANDSEAL)

I. Thecoart having feusi that the Delesdant/Tetitionerbas been scyquitted or released without being convicted:

ITISORDEREDTHAT:

A ARRESTING POLICE AGENCY  shall expumpenhs
wrrest fram s reeerds, aad 00 is further direeted chat the Arresting Apeney shall Fiegjisbsl the radarn af all
Ideniification materials frem asy athor repositories and castndians of statbtics chat werg previoaily walified .
ol rhis arresl by the Arresting Agency;

B Tho Winsds State Palive, Berean of [dentificatian, shallox punge their fbes ol ihe record of thds arrest;

T, The Cirewit Cowrt Clerk shall seal this ke and the mame el the defendani shall be obliderated (rom the
afficial index reruired o be kept by the Cirewls Coort Clerk.

%, Thecourl having found thoi the DefendantPetitioner has bren released witkowt being comvicted follawizpa
sentemce of supervision and it bos been bwo (2] yenry simcedischarge asd dismissal oot sepervision;
ITISORDEREDTHAT:

A ARRESTING POLICE AGENCY, shall expunge this
arrest from |is records, and it |5 further divected dkat the Arresting Agency shall request ibe returm of sli
bdenrification naborials Mrom any sther répasliories and custodiams ol statistics that were provieusly
motified of this arred by (e Arresting Ageacy;

I The [Hinois Stofe Pulicy, Bureaw of [dentifcatios, sholl expange thelr flesof the recerd sl ihis arresn;

. The Cireuit Court Clerk shall impeumd this file.

X Thecourthaving found thet the Defendant/Fetitioner has been released withaut belnp convicted follanwing &
senfenccof supervision for ao affemse listed dn 20 TLCS 2630/5[a) and it hos been five {Spvears since discharge
amd dismiszal af that supervision;

ITISORDERED THAT:

A ARREATING POLICE AGENCY, shall expunge this
arrest from its records, and it is further diseeted that che Arresting Apeaey shall request the return of
allidentification materiols from ooy sther repesitories and custodiams of statistics that were previoesly
nitified of this arrest by the Arresting Agency;

B, The Nimnis State Polics, Beeeai of IdenfiTeadisn. sl peal ihedr Oles smd records el this prresi ond
the record, once sealed, may e disiomduated anly av requdred by lan;

o The Cireait Comit Clerk sleall npownd ikis Ale,

Prepared by:
Names
Adldress:
Ty St e F i e
Fhone:
Adty. o,

Dade: .

Judge Judiges X,

DOROTHY BROWNCLERKOF THECIRCUIT COURT OF COOR COUNTY, ILLIMOIS



Are There Other Ways To Clear A
Juvenile’'s Record?

There are other waysto clear ajuvenile’'s
record without awaiting period. Thefirst
option isto fileaMotion to Vacate a
finding of delinquency. It can be brought
either before or after the disposition is
completed, essentially asking for early
termination of the minor’s probation. Itis
recommended that a motion to vacate be
filed for each case with the trial judge
who heard the case. To win your motion,
you should state and give proof of the
following:

1. You have followed orders of probation.

2. You have engaged in positive outside
activities such as school clubs, employ-
ment, or other activities.

3. You have an interest in clearing your
record now so that it will not affect you
future education and employment oppor-
tunities. If possible, include supporting
information, such as letters from teachers,
coaches, etc.

When a case is dismissed, the arrest and
juvenile court referral still appear on the
police records. These records can be
cleared by filing aMotion to Vacate
Dismissed Case Records. In order tofile
this motion, there must have been no
findings of delinquency. A separate
motion should be filed for each case with
the trial judge who heard the case. To win
your motion, advocate that you would like
the arrest, charges, and court referral to be

erased from the police department’s
records, as well asthe BOI records,
because of the problemsit could cause
you in the future. If the court rulesin
your favor, be sure to forward a copy of
the disposition with the correct filing fee
to the local and state police departments
to ensure expungement.

It isalso possible to fileaMotion to
Vacate Supervision in asituation where
the disposition was supervision, but there
was no finding of delinquency made. A
separate motion should be filed for each
case with the trial judge who heard the
case. Pleaserefer to the six points made
above on how to win your motion. If the
court rulesin your favor, be sure to
forward a copy of the disposition and the
correct filing fee to the local and state
police departments.

Note: Many juvenile court judges do not
think supervision can be vacated or
expunged. To convince ajudge to con-
sider your request, emphasi ze the foll ow-

ing:

1. “Court supervision” remainson a
person’s record and can be accessed by
police and prosecutors.

2. Arrests, charges, and court referrals
remain on local and state police depart-
ment records indefinitely. These records
hinder your ability to succeed in the
future.

Whether you are ajuvenile or an adult, it
is extremely difficult to get records

27



expunged without the assistance of an
attorney. In particular, Motionsto Vacate
should be filed by an attorney. Always
contact your local bar association and
public defender’s office for guidance and
referralsin your area. Some organiza-
tions that assist clients seeking expunge-
ment are listed below.

Pardons/Executive
Clemency
If you are pardoned by the governor, you

still cannot expunge your conviction and
you must list your conviction on applica

tions that ask for such information. How-
ever, if you receive a pardon, you can list
that information if asked about your
conviction history. A pardon will show
that you rehabilitated yourself while taking
full responsibility for your actions. In
llinois, petitions for Executive Clemency
arereviewed by the lllinois Prisoner
Review Board.2 There are no limitson
who is able to petition for executive
clemency. However, only one petition may
befiled per year.?® A petition will not be
reviewed until acomplete petition has been
filed AND al essentia relevant informa-
tion has been received from other sources.

Organizations That Assist Clients With Expungement

Cabrini Green Legal Aid Clinic
206 W. Division Street

Chicago, IL 60610

Tel: (312) 266-1345

Coordinated Advice and Referral
Program for Legal Services

910 West Van Buren St.

Suite 700

Chicago, IL 60607

Tel: (312) 738-9494

Serves. Cook County

Land of Lincoln Legal Assistance
(limited cases)

Tel: (618) 462-0036

Serves. 65 southernmost countiesin
[llinois

2730 ILL. Comp. STAT. 5/3-3-13(a).
2730 ILL. Comp. StAT. 5/3-3-13(a-5).

Northwestern Children & Family
Justice Center (for juveniles)

357 E. Chicago Avenue

Chicago, IL 60611

Tel: (312) 503-3100

Prairie State L egal Services

975 North Main St.

Rockford, IL 61103

Tel: (815) 965-2134

Serves. Most of northern and north
central Illinois outside Cook County

Self Help Legal Center
Southern Illinois University
School of Law

Carbondale, IL 62901

Tel: (618) 453-3217



Tofilea petition for Executive
Clemency:

1. Prepare a typewritten essay that

» Explainsthe brief history of the case
and the reasons for seeking an Execu-
tive Clemency.

* Provides a detailed statement of the
facts of the offenses, including dates,
places, and all surrounding circum-
stances. This statement should include
your version of the offenses.®

» States the offenses for which clemency
is being sought, the counties of convic-
tion, case numbers, sentences imposed,
dates sentenced, time served, and dates
of discharge. Specify whether convic-
tions were the result of jury verdicts,
bench trials, or guilty pleas. You must
disclose the status of any pending court

appeals.

» States the name under which you were
convicted, any aliases, socia security
number, and state prisoner number, if
applicable.

» States whether you have previously
asked for Executive Clemency and, if
so, the month and year in which your
request was considered.

2. A copy of the petition must be deliv-
ered or mailed to the sentencing judge (or

0730 ILL. Comp. STAT. 5/3-3-13(a).

chief judge of the circuit if the sentencing
judge is no longer serving) and the current
State’s Attorney of the county in which
you were convicted.

3. You must provide the lllinois Prison
Review Board with proof that these
individuals received copies of the petition
either by affidavit or by registered or
certified mail receipt.

» This proof should be sent with the
petition to the Board.

* You may request a hearing in writing
when the petition isfiled. The names
and addresses of any withesses who you
would like to have testify must be
provided to the Board with the written
request.

4. The Board will then schedule apublic
hearing. Petitioners, their supporters, and
opponents may attend the hearing. If you
areincarcerated, a representative may
request to speak at the hearing. A personal
appearance by the petitioner is not re-
quired. Testimony at the hearing isinfor-
mal. Persona presentations are limited to
twenty minutes and up to four people may
speak during any presentation.

Following review of the petition and the
public hearing, the Board will make a
confidential recommendation to the
Governor. Thisrecommendation is
confidential and not disclosed to anyone.
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Completing Employment

Applications

“I've received my rap sheet, reviewed it, and made corrections.
| still do not know what to put on employment applications!”

Before you fill out an employment appli-
cation, you must understand what a
convictionis. Criminal convictionsin
Illinois are determined by the disposition
(sentence) of the case, not necessarily by
the classification of the crime. For ex-
ample, if aperson is sentenced to Supervi-
sion for a misdemeanor and successfully
complies with the conditions set by the
court resulting in adischarge and dis-
missal, this particular case would not be
considered a criminal conviction. Please
refer to pp. 1-2, where we have listed the
most common dispositions and whether
they are considered convictions.

What Must | Disclose
About My Criminal
Record?

[llinois law requires that you disclose
conviction information if you are asked
by a prospective employer about your
criminal history. The Illinois Human
RightsAct makesit illegal for any em-
ployer, employment agency, or labor
organization to ask about arrests or

SL775 ILL. Comp. StAT. 5/2-103.
32225 ILL. Comp. StaT. 10/4.1.

criminal history record information that
has been expunged or sealed.®! |f asked
guestions such as “Have you ever been
arrested?’ or “List al of your arrests,”
you must reveal only those arrests that
have not been expunged. The Act prohib-
its these entities from using such informa-
tion as a basisto refuse to hire, promote,
or select for training or apprenticeship,
segregate, discharge, or discipline the
applicant or employee. If you have been
asked illegal questions, or have been
denied employment on the basis of arrests
that did not lead to conviction, you may
file acomplaint with the Illinois Depart-
ment of Human Rights.

If you apply for alaw enforcement job,
you may berequired to list all arrests,
including those that did not result in a
conviction. If you apply for ajob at achild
care center, be aware that even though you
may be asked only about convictions, the
law requiresthat every applicant be inves-
tigated to determineif he or she has ever
been charged with acrime.® As previousy
discussed, law enforcement has accessto
your arrest history.



How Do | List My Convictions?
Although you must disclose your convic-
tions, pay attention to the questions you
are asked. If the application alows you to
omit some cases, such as those that only
ask about convictions within the past five
or seven years, then disclose just the
information requested. Most employers
want to know — and are entitled to know
— the “disposition” (or outcome) of those

Arrest Date  Disposition Date

Conviction

cases that resulted in conviction. Be
prepared to provide some basic informa-
tion, such as the arrest date, disposition
date, crime or offense you were convicted
of, and sentence.

As an example, turn to the case labeled D
on the sample rap sheet (p. 15). Thisis
how you could explain this conviction if it
were yours:

Sentence

1/19/94 5/14/94

Here are some questions you may see on
an employment application and the
correct response:

Q: “Haveyou ever been arrested? If
so, explain.”

A: lllinoislaw does not statethat it is
illegal for employers to ask this question.
Most employers are permitted to receive
conviction information only from the
Bureau of Identification. However,
potential employers may legally ask about
arrests even though they are permitted to
receive only conviction information. You
should provide employers with atruthful
answer and/or consult with alegal organi-
zation in your area before filling out an
answer to this question.

Remember: Itisillega for an employer,
employment agency, or labor organization

10 ILL. Comp.
SrtaT. 305/10-102

Sentence not
indicated in this case

to ask about arrests or criminal history
record information that has been ex-
punged or sealed.

Q: “Haveyou ever been charged with
acrime? If so, explain.”

A: Thisquestion issimilar to being
asked if you have ever been arrested.
Please refer to the answer to the previous,
“Have you ever been arrested?’

Q: “Haveyou ever been convicted of a
crime? If so, explain.”

A: If “yes” list al convictions.
Q: “Haveyou been convicted of a
crimein the past 7 years? If so, ex-

plain.”

A: If “yes” list al criminal convictions
during the past seven years.
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Felony Bars To
Employment

Many jobs require a person to undergo an
intensive criminal background investiga-
tion. In some positions where employees
are responsible for the direct care of
another, certain convictions can serve as
an absolute bar to employment.

In Illinois, alicenseisrequired for any
person, group of persons, or corporation
that receives children or arranges for their
care.® In order to even apply for the
license, the applicant must submit to a
criminal background investigation.®* No
applicant will be granted alicense and no
individual is allowed to be employed in a
child care facility if the person has ever
been declared a“ sexually dangerous
person” or convicted of committing or
attempting to commit any of the twenty-
seven listed offenses in section 10/4.2 of
the Child Care Act of 1969.3¢

A licenseisalso required in lllinoisto
operate afoster family home. The law
prohibits any person who has been con-
victed of committing or attempting to
commit any one of fifty-two listed of-
fenses from operating or residing in a
foster family home.®” However, alicense
may be issued to operate afoster family
home to a person convicted of one of the
prohibited offenses aslong as all of the
following requirements are met:

» therelevant offense occurred more than
ten years before the date of application;

33225 1LL. Comp. Srtat. 10/4.
342251LL. Comp. Stat. 10/4.1.
B7251LL. Comp. StaT. 205/0.01 et seq.
%6225|LL. Comp. Stat. 10/4.2(b).
87225 ILL. Comp. StaT. 10/4.2(C).
8225ILL. Comp. Stat. 10/4.2(d).
392251LL. Comp. StaT. 46/25(8).

* the applicant disclosed the
conviction(s) for purposes of the back-
ground check;

* during the background check, the
conviction was assessed and waived in
compliance with the law;

* the applicant meets al other require-
ments and qualification to be licensed asa
foster family home;

* after the disclosure, the child was
placed in the home or alicense was
issued; and

* the applicant has a history of providing
a safe, stable home environment and
appears to be able to continue.®®

Individuals with convictions for commit-
ting or attempting to commit any of the
many listed offenses are prohibited from
working for a health care employer.®
Such employment includes home health
care aides, nurse aides, personal care
assistants, private duty nurse aides, day
training personnel, and similar health-
related occupations in which direct careis
provided. Thisbar can be waived based
upon any mitigating circumstances,
including, but not limited to:

* the age of the applicant when the crime
was committed

* the circumstances surrounding the
crime

* length of time elapsed since the
conviction



 crimina history since the conviction
* current employment references

» work history

* character references

» other evidence that the applicant does
not pose athreat to the health or safety
of residents, patients, or clients.”

A walver, however, does not obligate a
health care employer to offer employment
to an applicant.

Final Note

Keep in mind that you may have to
explain your casesin detail at an inter-
view, so you will need to understand the
charges that you have been convicted of.

402251LL. Comp. STAT. 46/40(b).
4225 1LL. Comp. STAT. 46/40(F).

This means you should review your
record and prepare to briefly explain the
circumstances underlying your convic-
tions. You should highlight all your
successes and accomplishments since
then. Most important, you should provide
evidence of rehabilitation that addresses
the nature of your convictions. For
example, if your convictions were drug
related, provide reference letters from a
treatment provider or counselor who can
confirm your successful recovery, and
from a clergy, community or family
member who can say how you have
changed.

The Key To Your Success Is
Preparation.

Good Luck!
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Appendix: Circuit Court (oy county)

Adams

521 Vermont Street

Quincy, lllinois 62301-2934
Phone: 217/277-2100

Fax: 217/277-2116

Alexander

2000 Washington

Cairo, lllinois 62914-1717
Phone: 618/734-0107
Fax: 618/734-7003

Bond

200 West College

Greenville, lllinois 62246-1057
Phone: 618/664-3208

Fax: 618/664-4676

Boone

601 North Main, #303
Belvidere, lllinois 61008-2644
Phone: 815/544-0371

Fax: 815/547-9213

Brown

#1 Court Street

Mt. Sterling, Illinois 62353-1233
Phone: 217/773-2713

Fax: 217/773-2233

Bureau

702 South Main Street
Princeton, Illinois 61356-2037
Phone: 815/872-2001

Fax: 815/872-0027

Calhoun

Main & County Roads
Hardin, Illinois 62047-0486
Phone: 618/576-2451

Fax: 618/576-9541

Carroll

301 North Main St.

Mt. Carroll, lllinois 61053-0032
Phone: 815/244-0230

Fax: 815/244-3869

Cass

P.O. Box 203

Virginia, Illinois 62691-0203
Phone: 217/452-7225

Fax: 217/452-7219

Champaign

101 East Main Street
Urbana, Illinois 61801-2736
Phone: 217/384-3725

Fax: 217/384-3879

Christian

On the Square, Box 617
Taylorville, Illinois 62568-0617
Phone: 217/824-4966

Fax: 217/824-5105

Clark

501 Archer Avenue, Box 187
Marshall, Illinois 62441-0187
Phone: 217/826-2811

Fax: 217/826-1396

Clay

On the Square, PO. Box 100
Louisville, lllinois 62858-0100
Phone: 618/665-3523

Fax: 618/665-3543



Clinton

850 Fairfax

Carlyle, lllinois 62231-0407
Phone: 618/594-2415

Fax: 618/594-0197

Coles

6th and Jackson, Box 48
Charleston, Illinois 61920-0048
Phone: 217/348-0516

Fax: 217/348-7324

Cook

Richard J. Daley Ctr., Room 1001
Chicago, Illinois 60602-1305
Phone: 312/603-5030

Fax: 312/603-4557

Crawford

Court Street, PO. Box 655
Robinson, Illinois 62454-0655
Phone: 618/544-3512

Fax: 618/546-5628

Cumberland

Courthouse Square, Box 145
Toledo, Illinois 62468-0145
Phone: 217/849-3601

Fax: 217/849-3183

DeKalb

133 West State St.

Sycamore, Illinois 60178-1416
Phone: 815/895-7131

Fax: 815/895-7140

DeWitt

201 W. Washington St.
Clinton, Illinois 61727-0439
Phone: 217/935-2195

Fax: 217/935-3310

Douglas

401 South Center, PO. Box 50
Tuscola, Illinois 61953-0050
Phone: 217/253-2352

Fax: 217/253-9006

DuPage

505 N. County Farm Rd.
Wheaton, Illinois 60189-0707
Phone: 630/682-7111

Fax: 630/682-7085

Edgar

115 West Court St.

Paris, 1linois 61944-1739
Phone: 217/466-7447
Fax: 217/466-7443

Edwards

50 E. Main Street

Albion, lllinois 62806-1262
Phone: 618/445-2016

Fax: 618/445-4943

Effingham

100 E Jefferson, #101, PO. Box 586
Effingham, Illinois 62401-0586
Phone: 217/342-4065

Fax: 217/342-6183

Fayette

221 South Seventh

Vandalia, Illinois 62471-2755
Phone: 618/283-5009

Fax: 618/283-4490

Ford

200 West State, Box 80
Paxton, Illinois 60957-0080
Phone: 217/379-2641

Fax: 217/379-3445
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Franklin

On the Square, PO. Box 485
Benton, Illinois 62812-2264
Phone: 618/439-2011

Fax: 618/439-4119

Fulton

100 North Main St., PO. Box 152
Lewistown, Illinois 61542-0152
Phone: 309/547-3041

Fax: 309/547-3674

Gallatin

Lincoln Boulevard, PO. Box 249
Shawneetown, Illinois 62984-0249
Phone: 618/269-3140

Fax: 618/269-4324

Greene

519 North Main St.

Carrollton, Illinois 62016-1093
Phone: 217/942-3421

Fax: 217/942-5431

Grundy

111 E. Washington St., Rm. 30
Morris, lllinois 60450-0707
Phone: 815/941-3257

Fax: 815/942-2222

Hamilton

Public Square

McL eansboro, Illinois 62859-1490
Phone: 618/643-3224

Fax: 618/643-3455

Hancock

Courthouse Square, Box 189
Carthage, Illinois 62321-0189
Phone: 217/357-2616

Fax: 217/357-2231

Hardin

Main & Market, PO. Box 308
Elizabethtown, Illinois 62931-0308
Phone: 618/287-2735

Fax: 618/287-7833

Hender son

4th & Warren, Box 546
Oquawka, Illinois 61469-0546
Phone: 309/867-3121

Fax: 309/867-3207

Henry

137 West Court St., PO. Box 9
Cambridge, Illinois 61238-0009
Phone: 309/937-3572

Fax: 309/937-3990

Iroquois

550 South Tenth St.

Watseka, I1linois 60970-1810
Phone: 815/432-6950

Fax: 815/432-0347

Jackson

10th & Walnut, PO. Box 730
Murphysboro, Illinois 62966-0730
Phone: 618/687-7300

Fax: 618/684-6378

Jasper

100 West Jourdan

Newton, Illinois 62448-1973
Phone: 618/783-2524

Fax: 618/783-8626

Jefferson

10th and Broadway, Box 1266
Mt. Vernon, Illinois 62864-1266
Phone: 618/244-8007

Fax: 618/244-8029



Jersey

201 West Pearl

Jerseyville, lllinois 62052-1852
Phone: 618/498-5571

Fax: 618/498-6128

Jo Daviess

330 North Bench St.
Gdena, Illinois 61036-1828
Phone: 815/777-0037

Fax: 815/777-2229

Johnson

Courthouse Square, P.O. Box 517

Vienna, Illinois 62995-0517
Phone: 618/658-4751
Fax: 618/658-2908

Kane

540 S. Randall Rd.

St. Charles, I1linois 60174
Phone: 630/232-3413
Fax: 630/208-2172

Kankakee

450 East Court St.

Kankakee, Illinois 60901-3917
Phone: 815/937-2905

Fax: 815/937-3903

Kendall

807 W. John St., PO. Box M
Yorkville, lllinois 60560-0259
Phone: 630/553-4183

Fax: 630/553-4964

Knox

200 South Cherry St.
Galesburg, Illinois 61401-4912
Phone: 309/343-3121

Fax: 309/343-7002

Lake

18 North County St.
Waukegan, Illinois 60085-4340
Phone: 847/377-3380

Fax: 847/360-6409

LaSalle

119 W. Madison

Ottawa, Illinois 61350-0617
Phone: 815/434-8671

Fax: 815/433-9198

Lawrence

On the Sgquare

Lawrenceville, lllinois 62439-2390
Phone: 618/943-2815

Fax: 618/943-5205

Lee

309 S. Galena, Box 325
Dixon, Illinois 61021-0325
Phone: 815/284-5234

Fax: 815/288-5615

Livingston

112 West Madison St.
Pontiac, Illinois 61764-0320
Phone: 815/844-2602

Fax: 815/842-1844

Logan

601 Broadway, PO. Box 158
Lincoln, lllinois 62656-0158
Phone: 217/735-2376

Fax: 217/732-1231

McDonough

#1 Courthouse Square, PO. Box 348
Macomb, Illinois 61455-0348
Phone: 309/837-4889

Fax: 309/833-4493

37
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McHenry

2200 North Seminary Ave.
Woodstock, Illinois 60098-2837
Phone: 815/338-2040

Fax: 815/338-8583

McL ean

104 West Front St., Room 404
Bloomington, Illinois 61702-2400
Phone: 309/888-5324

Fax: 309/888-5281

Macon

253 East Wood St.

Decatur, Illinois 62523-1489
Phone: 217/424-1454

Fax: 217/424-1350

Macoupin

201 East Main Street
Carlinville, lllinois 62626-1824
Phone: 217/854-3211

Fax: 217/854-8561

M adison

155 N. Main

Edwardsville, lllinois 62025-1955
Phone: 618/692-6240

Fax: 618/692-0676

Marion

100 Main, PO. Box 130
Salem, lllinois 62881-0130
Phone: 618/548-3856

Fax: 618/548-2358

Marshall

122 N. Prairie, PO. Box 328
Lacon, lllinois 61540-0328
Phone: 309/246-6435

Fax: 309/246-2173

M ason

125 N. Plum

Havana, Illinois 62644-0377
Phone: 309/543-6619

Fax: 309/543-4214

M assac

Superman Square, PO. Box 152
Metropolis, Illinois 62960-1882
Phone: 618/524-5011

Fax: 618/524-4850

Menard

P.O. Box 466

Petersburg, Illinois 62675-0466
Phone: 217/632-2615

Fax: 217/632-4124

M ercer

100 Southeast 3rd St., PO. Box 175
Aledo, Illinois 61231-0175

Phone: 309/582-7122

Fax: 309/582-7121

Monroe

100 South Main St.

Waterloo, Illinois 62298-1322
Phone: 618/939-8681

Fax: 618/939-5132

Montgomery

120 N. Main Street, Box C
Hillsboro, Illinois 62049-0210
Phone: 217/532-9546

Fax: 217/532-9519

Morgan

300 West State St., Box 1120
Jacksonville, 1llinois 62650-1165
Phone: 217/243-5419

Fax: 217/243-2009



Moultrie

10 South Main St.

Sullivan, Illinois 61951-1969
Phone: 217/728-4622

Fax: 217/728-7833

Ogle

4th & Washington

Oregon, Illinois 61061-0337
Phone: 815/732-3201

Fax: 815/732-6273

Peoria

324 Main St., Rm. G22
Peoria, Illinois 61602-1319
Phone: 309/672-6989

Fax: 309/677-6228

Perry

Courthouse Square, Box 219
Pinckneyville, 1llinois 62274-0219
Phone: 618/357-6726

Fax: 618/357-3923

Piatt

101 W. Washington St.
Monticello, Illinois 61856-0288
Phone: 217/762-4966

Fax: 217/762-8394

Pike

100 East Washington
Pittsfield, lllinois 62363-1497
Phone: 217/285-6612

Fax: 217/285-4726

Pope

Main Street, PO. Box 438
Golconda, Illinois 62938-0502
Phone: 618/683-3941

Fax: 618/683-3018

Pulaski

N. 2nd & High Street, P.O. Box 88
Mound City, Illinois 62963-0088
Phone: 618/748-9300

Fax: 618/748-9329

Putnam

120 North 4th Street
Hennepin, lllinois 61327-0207
Phone: 815/925-7016

Fax: 815/925-7549

Randolph

#1 Taylor Street

Chester, Illinois 62233-0329
Phone: 618/826-3116

Fax: 618/826-3750

Richland

103 West Main Street
Olney, lllinois 62450-2170
Phone: 618/392-2151
Faxs. 618/392-8207

Rock Island

210 15th St., Box 5230

Rock Idand, Illinois 61201-5230
Phone: 309/786-4451

Fax: 309/786-3029

St Clair

10 Public Square

Bellevillg, lllinois 62220-1623
Phone: 618/277-6832

Fax: 618/277-1925

Saline

10 East Poplar St.

Harrisburg, 1llinois 62946-1553
Phone: 618/253-5096

Fax: 618/253-3904



Sangamon

200 South 9th Street, Rm. 405
Springfield, Illinois 62701-1299
Phone: 217/753-6670

Fax: 217/753-6665

Schuyler

Lafayette & Congress, P.O.Box 80

Rushville, Illinois 62681-0189
Phone: 217/322-4633
Fax: 217/322-6164

Scott

35 East Market St.

Winchester, 1llinois 62694-1216
Phone: 217/742-5217

Fax: 217/742-5853

Shelby

PO. Box 469

Shelbyville, lllinois 62565-0469
Phone: 217/774-4212

Fax: 217/774-4109

Stark

130 Main Street, Box 426
Toulon, Illinois 61483-0426
Phone: 309/286-5941

Fax: 309/286-4039

Stephenson

15 North Galena St.

Freeport, Illinois 61032-0785
Phone: 815/235-8266

Fax: 815/233-1576

Tazewell

342 Court Street
Pekin, Illinois 61554
Phone: 309/477-2214
Fax: 309/353-7801

Union

309 W. Market St., Rm 101
Joneshoro, Illinois 62952
Phone: 618/833-5913

Fax: 618/833-5223

Vermilion

7 North Vermilion St.
Danville, lllinois 61832-5806
Phone: 217/431-2541

Fax: 217/431-2538

Wabash

401 Market, PO. Drawer 997
Mt. Carmel, Illinois 62863
Phone: 618/262-5362

Fax: 618/263-4441

Warren

100 West Broadway
Monmouth, Illinois 61462-1795
Phone: 309/734-5179

Fax: 309/734-4151

Washington

101 E. St. Louis St.

Nashville, Illinois 62263-1100
Phone: 618/327-4800

Fax: 618/327-3583

Wayne

301 East Main St., PO. Box 96
Fairfield, lllinois 62837-0096
Phone: 618/842-7684

Fax: 618/842-2556

White

301 East Main St., PO. Box 310
Carmi, Illinois 62821-0310
Phone: 618/382-2321

Fax: 618/382-2322



Whiteside

200 East Knox Street
Morrison, Illinois 61270-2819
Phone: 815/772-5188

Fax: 815/772-5187

Will

14 West Jefferson St.
Joliet, lllinois 60432-4399
Phone: 815/727-8585
Fax: 815/727-8896

Williamson

200 West Jefferson

Marion, Illinois 62959-2494
Phone: 618/997-1301

Fax: 618/998-9401

Winnebago

400 West State St.

Rockford, Illinois 61101-1221
Phone: 815/987-5464

Fax: 815/987-3012

Woodford

115 North Main St., PO. Box 284
Eureka, I1linois 61530-0284
Phone: 309/467-3312

Fax: 309/467-4626
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Foreword

* Doyou havea criminal record?
» Haveyou ever been arrested?

» Doyou havearrest chargesthat were never heard in court or dismissed, or
wer e you acquitted of the charges?

» Haveyou recently filled out a job application and been asked the question:
“Have you ever been convicted of a crime?”

“How to Review and Clean Up Your Illinois Rap Sheet” has been written by staff at the
Legal Action Center to help you understand your criminal history record and answer
questions about it. After reading this manual you will know:

* how to obtain a copy of your state rap sheet
* how to read what is on your rap sheet
* how to correct any errors that may be on your rap sheet

» whether you are eligible to and how to expunge/erase or seal portions of your
criminal record

» whoisentitled to see your rap sheet

There is also a section in the manual that will advise you how to answer questions on job
applications that ask about your criminal history. You will be shown how to list your
convictions. Thereiseven a section on how to present yourself at ajob interview. Being
prepared is one of the most important steps you can take to overcome obstacles to obtain-
ing employment.

Thismanual provides the most up-to-date information possible. But remember that laws
and rules can change and could affect some of the advice. The agenciesthat have been
identified in the manual should provide assistance if you need additional information.



Introduction

In lllinois, there are numerous records on file at the Illinois Department of State Police,
Bureau of Identification (BOI). If you have ever been arrested and fingerprinted for
violating a state or local ordinancein Illinois, even if you were not charged with or
convicted of the crime, you will have an arrest record on permanent file at the BOI.
These records are also called “rap sheets.”

Under Illinois State law, conviction information is considered public information. There-
fore, employers, licensing agencies, and the public have the right to access your convic-
tion information. Many criminal justice agencies, such as police departments, courts,
prosecutors, correction facilities, and probation and parole offices also have the right to
see not only your conviction information, but also your arrest history. If you have arap
shest, it isimportant for you to review it. You should know exactly what information it
contains and make sure that the information is accurate. In certain circumstances when
your arrest did not lead to a conviction, you may be able to expunge or remove some
information.

This manual will inform you how to view a copy of your rap sheet, understand it, and
correct mistakes. It will also explain what you can do to make your record appear less
threatening to potential employers and anyone else who may seeit. These steps are
essential for finding ajob.

The Legal Action Center isanon-profit, public interest organization that works with
people with criminal records, people with histories of drug or alcohol dependence, and
people with HIV/AIDS. The Center has helped thousands of individuals “ clean up” their
rap sheets.






