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OVERVIEW 

Every individual identified as a perpetrator in a Category II or Cate-
gory I CPS case and those cases in which a preponderance of evi-
dence of child abuse and/or neglect (CA/N) exists and the 
perpetrator is a nonparent adult who resides outside the child’s 
home, is a licensed foster parent, or is an owner, operator, volun-
teer, or employee of a licensed or registered child care organization 
(which includes foster care and adoption workers at DHS and child 
placing agencies) must be listed on the Child Abuse and Neglect 
Central Registry (CA/NCR or central registry). See PSM 716-6, 
Complaints Involving Child Care Organizations and Institutional 
Settings for information on who handles complaints regarding 
licensed or registered child care organizations. 

Central registry includes two separate registries: the perpetrator 
registry and the historical registry. 

The perpetrator registry includes only the names of those 
individuals who have been given notification (identified by a date in 
the DP box) that their names were placed on central registry. The 
historical registry includes only the names of those individuals who 
have not been given due process (DP), meaning those who have 
not been given notification that their names were placed on central 
registry. 

CENTRAL REGISTRY 
CLEARANCES 
(INQUIRIES) 

Central registry records are accessed by completing a query in the 
Central Registry module in MiSACWIS. See the Adding A 
Perpetrator To Central Registry and Perpetrator Notification 
Procedures section below for what to do when a perpetrator listed 
on the historical registry only (no DP date) is identified during a 
central registry clearance. See the Central Registry Clearances on 
Michigan Residents, Central Registry Clearances on Individuals 
Who Reside Out-of-State, and Central Registry Clearances for 
Entities sections in this item for procedures on handling central 
registry clearance requests from individuals and entities. 
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PERPETRATOR 
NOTIFICATION 
(DUE PROCESS) 

Individuals listed on central registry must be notified and informed 
of their rights when listed on the central registry. Perpetrator 
notification requires formal, documented notification to the 
individual, which includes all of the following: 

 The individual has been identified as a perpetrator. 

 The potential consequences of being listed on central registry, 
including who has access to central registry information. 

 The right to review the file. See SRM 131, Release of CPS 
Information, Procedures for Releasing Information section, for 
more information on what information can be released from the 
CPS file.  

 The right to request amendment or expunction of the record. 
See PSM 717-2, Amendment or Expunction, Perpetrator 
(Petitioner) Requests for Amendment or Expunction section for 
more information on these requests. 

These requirements are met when notice is provided to the perpe-
trator using the Perpetrator Notification Letter in MiSACWIS. 

PERPETRATOR 
NOTIFICATION 
REQUIREMENTS 
AND TIMEFRAMES 

Notification to the perpetrator must be done and documented by 
using the Perpetrator Notification Letter in MiSACWIS. This notice 
shall be sent by registered or certified mail, return receipt 
requested, and delivery restricted to the addressee. 

 If the Perpetrator Notification Letter is delivered in person, it 
must be delivered within 5 working days of completing the case 
in MiSACWIS. The date of delivery is the “Date of Notice” to be 
entered on the letter. The recipient must be asked to sign a 
copy of the letter. If he/she refuses, the worker delivering the 
letter must sign on the appropriate line. A copy of the signed 
letter (by perpetrator and/or worker) must be placed in the case 
file. 
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 If the Perpetrator Notification Letter is sent by mail, it must be 
sent by registered or certified mail, return receipt 
requested,and delivery restricted to the addressee within 5 
working days of completing the case in MiSACWIS. Restricted 
certified mail (to be delivered to addressee only) may be used 
at local office discretion. The date of mailing is the “Date of 
Notice” to be entered on the letter. If the notification is returned 
“refused” or otherwise undeliverable, the envelope and receipt 
must be placed in the case file. 

Note:  A minor perpetrator (for example, a 16-year-old parent) may 
only sign the Perpetrator Notification Letter if he/she is legally 
emancipated. If the minor perpetrator is not emancipated, copies of 
the notification letter must be delivered to both the minor and to the 
minor’s parent or legal guardian. Delivery to the parent or legal 
guardian must be documented by certified mail or signature. 

ADDING A 
PERPETRATOR TO 
CENTRAL REGISTRY 
AND PERPETRATOR 
NOTIFICATION 
PROCEDURES 

Known perpetrators cannot be placed on central registry with an 
estimated birthdate. The perpetrator’s proper/legal name and actual 
birthdate must be used. If the perpetrator is unknown and the case 
is kept open for services, attempts must continue to be made to 
identify the perpetrator. If the unknown perpetrator is identified, 
his/her name must be placed on central registry, if required 
(Category I cases, Category II cases, perpetrator is a nonparent 
adult who resides outside the child’s home, etc.). 

Central Registry 
Clearance (Inquiry) 
Only 

Whenever department staff complete a central registry clearance 
and identify a perpetrator listed on the historical registry (no DP 
date), and the address of the perpetrator is known, that staff must 
notify the local office CPS unit where the case was last entered on 
the central registry by using the DHS-835, Central Registry Clear-
ance-No Perpetrator Notification Record Notice. See DHS-835, 
Central Registry Clearance-No Perpetrator Notification Record 
Notice for how to add the date of notice to the DP box on central 
registry and provide proper notice when this form is received by the 
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local office CPS unit or if the staff completing the central registry 
clearance is the local office CPS unit where the case was last 
entered on central registry. 

New CPS 
Investigation 

If a preponderance of evidence of CA/N is found during a CPS 
investigation and the case is a Category I or II or the perpetrator is 
a nonparent adult who resides outside the child’s home, is a 
licensed foster parent, or is an owner, operator, volunteer, or 
employee of a licensed or registered child care organization, the 
perpetrator must be listed on the central registry; see PSM 716-9. 

Whenever a new CPS investigation identifies a perpetrator listed on 
the historical registry (no DP date), the CPS unit conducting the 
investigation must provide notice to the perpetrator. See New 
Investigations With Prior Historical Registry (No DP Date) Listing 
section below. 

Note:  If a copy of the Perpetrator Notification Letter is in the case 
file but the date of the notice is not displaying in the DP box, 
contact the Michigan Department of Technology Management and 
Budget Help Desk to have a remedy ticket created. The Help Desk 
will manually add the date the Perpetrator Notification Letter was 
sent to the perpetrator into the DP box for the complaint. 

New Investigation With No Prior Central Registry Listing 

Upon completion of an investigation which identifies an individual 
as a perpetrator that must be entered on central registry, the 
perpetrator is automatically added to central registry when 
completing the disposition of the Investigation in MiSACWIS. Once 
the perpetrator is added to central registry, print the Perpetrator 
Notification Letter. See the Perpetrator Notification Requirements 
and Timeframes section above regarding the requirements and 
timeframes for delivering the Perpetrator Notification Letter to the 
perpetrator. 

New Investigations With Prior Historical Registry (No DP Date) 
Listing 

When a new CPS investigation begins and the required central reg-
istry inquiry reveals that any member of the new CPS investigation 
is a perpetrator listed on the historical registry (no DP date), the 
local office conducting the new investigation must, at the 
completion of the investigation, provide notice to the perpetrator(s) 
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on the historical registry. The process for this notification depends 
on the disposition of the new investigation. 

No Perpetrator Needs To Be Entered On Central Registry: 

To provide the Perpetrator Notification Letter in MiSACWIS, enter 
the Investigations task module and select the form/reports 
hyperlink.The Perpetrator Notification Letter should be selected and 
will print and the DP date will automatically be added to central 
registry for the selected complaints. See the Perpetrator Notification 
Requirements and Timeframes section above regarding the 
requirements and timeframes for delivering the Perpetrator 
Notification Letter to the perpetrator. 

Perpetrator Must Be Added On Central Registry: 

The perpetrator is automatically added to central registry when 
completing of the investigation in MiSACWIS. Once the perpetrator 
is added to central registry, enter the Investigations task module 
and select the form/reports hyperlink.The Perpetrator Notification 
Letter should be selected and will print and the DP date will 
automatically be added to central registry for the selected 
complaints. See the Perpetrator Notification Requirements and 
Timeframes section above regarding the requirements and 
timeframes for delivering the Perpetrator Notification Letter to the 
perpetrator. 

Note:  When a new CPS complaint is received by a local office, 
and the required central registry inquiry is completed, none of the 
perpetrator notification requirements above are required if the new 
complaint is not assigned for investigation. 

Central Registry 
Clearance-No 
Perpetrator 
Notification 
Record Notice 
(DHS-835) 

If a local office CPS unit receives the DHS-835, Central Registry 
Clearance-No Perpetrator Notification Record Notice, or the depart-
ment staff completing the central registry clearance is the local 
office CPS unit where the case was last entered on central registry, 
that local office CPS unit must provide notice to the perpetrator and 
add the DP date to central registry, if the perpetrator’s address is 
known.  
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See the Perpetrator Notification Requirements and Timeframes 
section above regarding the requirements and timeframes for 
delivering the Perpetrator Notification Letter to the perpetrator. 

Note:  If a copy of the Perpetrator Notification Letter is in the case 
file but the date of the notice is not displaying in the DP box, 
contact the Michigan Department of Technology Management and 
Budget Help Desk to have a remedy ticket created. The Help Desk 
will manually add the date the Perpetrator Notification Letter was 
sent to the perpetrator into the DP box for the complaint. 

CENTRAL REGISTRY 
CLEARANCES FOR 
INDIVIDUALS AND 
ENTITIES 

See SRM 131, Confidentiality, Procedures for Release of Central 
Registry Information, for how to release central registry information 
to: 

 Individuals who reside in Michigan. 

 Individuals who reside out-of-state. 

 Agencies/entities. 

 Employers. 

 Potential employers. 

 Volunteer agencies. 

 Potential volunteer agencies. 
CASE FILE REVIEW 
REQUESTS AND 
CENTRAL REGISTRY 
AMENDMENT AND 
EXPUNCTION 
RESPONSIBILITIES 

An individual may appear as a perpetrator on central registry in 
multiple, prior complaints, under different case numbers, in multiple 
counties/local offices. Each local office showing a previous central 
registry complaint on an individual is responsible to: 

1. Handle any requests by the perpetrator to review the 
complaint(s)/case file and for consultation with the supervisor. 

2. Handle any challenge to its decision for each complaint it has 
listed on central registry. 
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See PSM 717-2, Amendment or Expunction and PSM 717-3, 
Administrative Hearing Procedures for more information on amend-
ments and expunctions. See PSM 717-4, Release of CPS Informa-
tion for more information on what information can be released from 
the CPS file. 
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