
On-Line Educator Background Checks 
For New Teachers and Other Educators 

 
Background checks are valid for a period of three years.  If you have had a background 
check done through the Educator License office within the past three years, you do not 
need to complete another form.  If you don’t complete your program within the three 
years, you will have to complete another background check.  Cleared background checks 
are required for licensure.  The State Office will not accept copies of background 
checks done elsewhere, including school districts.  You will not be notified when your 
background application is complete.  It is your responsibility to verify this with the 
Teacher Education office. Only on-line background check application will be accepted by 
the Utah State Office of Education.  (Cards are no longer an option.)  Questions?  Please 
email or call Terri Gass at 435-797-1443 or email at terri.gass@usu.edu 
 

YOU MUST INCLUDE A COPY OF STEP 10 WITH YOUR TEACHER 
EDUCATION APPLICATION 

 
 
Step. 1: Accessing the Utah State Office of Education Background Check Webpage    
 

www.utah.gov/teachers 
  
Step 2: Select Background Check Application. From the welcome screen, the educator 
clicks the “Background Check” button: 

 

 
 
Step 3: Enter Login Information. The Educator Background Check (EBC) application 
is designed to work for both new and existing educators that may or may not have a 
record in the CACTUS database. Both new and existing educators will need to attempt to 
find their CACTUS record by entering their Social Security Number and date of birth. 
The application searches the CACTUS database for a matching record.  

 



Step 4a: Matching Record.  If a matching record is found the educator will need to 
verify that the information is correct. The educator will have the ability to update any 
outdated information.  
 
 
Step 4b: New Record.  New educators will not have a record in CACTUS and will be 
prompted to create a new record by filling out the necessary information the Utah State 
Office of Education (USOE) needs to process the background check.  
 

 
 
Step 5: Select Background Check Method.  Educators will have the option of choosing 
between two background check processes: Live Scan process for all Utah residents or 
traditional manual card process for out of state residents.    

Card Submission

 
 
 
 
 
 
 
 



Step 6: Live Scan Release. If the Educator selects to use the LiveScan method (this is 
recommended) they will be required to acknowledge that they have reviewed the 
fingerprint release information and agree to the terms by entering the word “yes” in the 
appropriate box. 
 

 
 
Step 8: Additional Questions. . In order to complete the background check, USOE 
requires the Educator to answer a few additional questions.  Educators will need to 
answer these questions, and then verify the accuracy of the answers by checking the box 
next to the verification statement. 
 

 
 

 
 
 
 
 
 
 



Step 9:  Payment . Educators can now pay the $69 processing fee online using Visa, 
MasterCard, American Express or Discover credit card. 
 
 

 
 

Step 10: Generate Forms. Once the credit card payment has processed, the educator will 
receive a confirmation of payment. Click on the “Generate Form” button to generate the 
LiveScan form the educator will need to complete the background check at the liveScan 
location of their choice.  An email with this receipt information and liveScan document 
will also be emailed to the educators email address. 
 

 

 
 
 
 
 
 



Step 11: Live Scan Authorization Form.  The educator will need to generate their 
LiveScan authorization form to be taken with them to the liveScan location of their 
choice.  The fingerprint process will not be completed until the educator has had their 
fingerprints scanned at a Live Scan fingerprinting site. 

 

 
 
 

 
 


