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SECTION IV 

Steps When Preparing To Hire A PCA 

(KEEP FOR YOUR RECORDS) 

 

INTRODUCTION:   Options has enclosed some sample hiring forms for you to use 

when hiring a PCA. It is important to do the paperwork carefully and keep a copy 

for your records. 

 

CORI:    Results must be secured. 

LEIE:   Document that this was completed. 

SORI:   Document that this was completed. 

 

All hire form examples are in Section V.  These are the forms you send to the FI 

Department when you want to hire. 

FI fax number – 1.800.359.2884 

FI mailing address – 600 Technology Center Drive 

     Stoughton, MA 02072 

 

** Do not wait for the timesheet to be completed.   The new hire forms must be 

sent to the FI a week before the timesheets 



http://www.mass.gov/findpca
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OIG’S LIST OF EXCLUDED INDIVIDUALS AND ENTITIES 

 
www.oig.hhs.gov/fraud/exclusions.asp 

 
MassHealth requires that all PCAs be checked against the OIGLEIE on a regular basis.  CMPA FI 
Department will not process a timesheet of a person who is named on the list. 
 
OIG’s List of Excluded Individuals/Entities (LEIE) is a public, web-based, searchable datebase 
that provides information about currently excluded individuals and entities. 
 
Web users can determine whether an individual or entity is currently excluded by entering the 
individual’s or entity’s name.  If the entered name matches with the exclusion list, LEIE permits 
users to verify the uniqueness of the match with social security numbers, employer 
identification numbers, or tax identification numbers.  OIG updates LEIE monthly, adding newly 
excluded individuals and entities and removing reinstated individuals and entities.   
 
OIG also publishes a downloadable version of LEIE that varies in certain respects from the web 
version. 
 
More detailed information about LEIE, its use, difference between the web and downloadable 
versions, and additional links to other federal web sites explaining OIG’s exclusion program can 
be obtained at the website. 
 
 
QUESTIONS:  If you have any questions about the  information in this bulletin, please contact 
the EOHHS Compliance Office by telephone at: 
 

 617.348.5202 
 617.210.5474 (fax) 
 Compliance.Office@ehs.state.ma.us (email) 
 Compliance Office, 600 Washington St.  #5276, Boston, MA 02111 (U.S. mail) 

 
 
 
 
 
 
 
 

 

 

http://www.oig.hhs.gov/fraud/exclusions.asp
mailto:Compliance.Office@ehs.state.ma.us


 

THE COMMONWEALTH OF MASSACHUSETTS 
EXECUTIVE OFFICE OF PUBLIC SAFETY AND SECURITY 

Department of Criminal Justice Information Services 
200 Arlington Street, Suite 2200, Chelsea, MA 02150 

 

TEL: 617-660-4640 | TTY: 617-660-4606 | FAX: 617-660-5973 
 

MASS.GOV/CJIS 
 

CRIMINAL OFFENDER RECORD INFORMATION (CORI) 
ON BEHALF OF - HOME HEALTH AIDE REQUEST FORM 

 

Use this form for requesting CORI under the provisions of M.G.L. c. 6, § 172. This form may be submitted by an elderly or 
disabled person who seeks to screen a prospective home health aide. Legal guardians or individuals who have power of attorney 
to make decisions on behalf of an elderly or disabled person may submit this form on behalf of the elderly or disabled 
person. The elderly or disabled person's identifying information must be included in the “on behalf of" section of this form. 
Please note: this is a multi-page request form. Incomplete request forms will not be processed. Requests must be mailed to the 
address provided above, ATTN: CORI Unit. 

 
 

Request Type Details 
 
 
 

Total number of subjects: 
 

Requestor Details 
 
 

Please complete this section using the information of the person submitting this request. A red asterisk (*) denotes a 
required field. 

 
*Last Name *First Name 

 
Middle Initial Suffix *Date of Birth 

 
*Last 6 digits of Social Security number I do not have a Social Security number 

 

*Mailing Address 
 
 

Street 1 
Street 2 
(Apt, Suite, Bldg) 

 
City/Town State Zip 

 
*Phone Ext. Email 



On Behalf Of 
**LEGAL GUARDIANS, POWER OF ATTORNEY OR SURROGATE** 

 

 
 
Please complete this section using the information of the person this request is being submitted on behalf of. A red 
asterisk (*) denotes a required field. 

 
 

*Last Name *First Name 
 

 
Middle Initial Suffix *Date of Birth 

 
*Last 6 digits of Social Security number 

 

*Mailing Address 

 
 
 
Street 2 

I do not have a Social Security number 

Street 1 (Apt, Suite, Bldg) 
 

City/Town State Zip 
 

*Phone Ext. 



Subject Information - Please make as many copies of this page as necessary  

 

 
 
Please complete this section using the information of the subject whose CORI you are seeking. A red asterisk (*) 
denotes a required field. 

 
 

*Last Name *First Name 
 

Middle Initial Suffix *Date of Birth 
 

*Last six digits of Social Security number Does not have a Social Security number 
 

Father's Name 
(Last Name, First Name) Unknown 

 
Mother's Name 
(Last Name, First Name) Unknown 

 

 
Elderly or Disabled Person's Agreement of Understanding 

 
I understand that elderly or disabled persons may access all available CORI, including convictions, non- 
convictions and pending Massachusetts criminal history for the purpose of screening home health aides or 
other such positions providing care or services to an elderly or disabled person in his or her home. As an 
applicant for such a position I understand that a criminal record check will be performed on me and that the 
results will not be further disseminated by the requesting individual. 

 
 
 
 
 

Signed under the penalties of perjury, this    day of   , 20   . 
 
 
 
 

Signature of Applicant 
 
 

On this day of , 20 , before me, the undersigned notary public, personally appeared 
 
identification, which were 

(name of document signer), proved to me through satisfactory evidence of 
, to be the person whose name is signed on the 

preceding or attached document, and acknowledged to me that (he) (she) signed it voluntarily for its stated 
purpose. 

 
 
 
 
Notary Public: 

Expires On 



Terms and Conditions  

 

 
 

By using this form, the Requestor agrees to be bound by these terms and conditions and any and all other guidelines, 
disclaimers, rules, and privacy statements within this agreement, collectively referred to as "Terms and Conditions." All 
Terms and Conditions contained herein apply only to obtaining information from the DCJIS. 

 
(1)  As referenced in these terms and conditions, the terms below shall have the following meanings: 

(a) CRA: Consumer Reporting Agency. 
(b)  CRRB: The Criminal Records Review Board. 
(c) CORI:  Criminal Offender Record Information. 
(d)  DCJIS:  The Massachusetts Department of Criminal Justice Information Services. 
(e) iCORI application: The internet-based system used to request and obtain CORI and 

self audits, whether by electronic request or request submitted using a paper form. 
(f)  Requestor: A registered user of the iCORI system and any additional authorized users for the requestor's 

account. Requestor, as used in these terms, includes Consumer Reporting Agency requestors. Requestor, 
as used in these terms, also includes any individual who requests or obtains CORI or a self audit report from 
DCJIS using a paper form. 

(2)  Obtaining CORI from DCJIS using this form is subject to Massachusetts General Law as well as to Federal law, 
including, but not limited to, M.G.L. c.6, §§ 167-178B (the CORI Law); M.G.L. c. 66, § 10 (the Public Records Law)), and 
any current or future laws applicable to the use of  personal information. Sanctions for violations of these laws include both 
civil and criminal penalties. 
(3)  An individual or entity who knowingly requests, obtains, or attempts to obtain CORI or a self-audit from the DCJIS 
under false pretenses, or who knowingly communicates, or attempts to communicate, CORI to any individual or entity except 
in accordance with CORI law, or who knowingly falsifies CORI or any records relating thereto, or who requests or requires a 
person to provide a copy of his or her CORI except as authorized under M.G.L. c. 6, § 172, shall, for each offense, be 
punished by imprisonment in a jail or house of correction for not more than one year or by a fine of not more than $5,000.00. 
In the case of an entity that is not a natural person, the amount of the fine may not be more than $50,000.00.  In the case of 
such a violation involving juvenile delinquency records, an individual or entity shall, for each offense, be punished by 
imprisonment in a jail or house of correction for not more than one year or by a fine of not more than $7,500.00. In the case 
of an entity that is not a natural person, the amount of the fine may not be more than $75,000.00. 
(4)  The DCJIS makes every effort to ensure the accuracy and completeness of the information it provides. Neither the 
DCJIS nor the CRRB shall be liable in any civil or criminal action by reason of any CORI or self-audit report that is 
disseminated by the DCJIS or the CRRB, including any information that is false, inaccurate, or incorrect, because it was 
erroneously entered by the court or the Office of the Commissioner of Probation. 
(5)  Requestors are responsible for providing accurate information for the subject requested. In addition, it is the requestor's 
responsibility to compare the CORI or self-audit results received from the DCJIS to the subject's personal identifying 
information to ensure that results match this information. The DCJIS is not liable for any errors or omissions in the CORI 
results based on a requestor's submission of inaccurate, incorrect, or incomplete subject information. 
(6)  Each requestor who submits 5 or more background checks annually must have a written CORI policy. Each requestor is 
responsible for adopting its own CORI policy. The DCJIS publishes a model CORI policy on its website that may be adopted 
for use by requestors. If this requirement applies to a requestor, the requestor agrees that, at the time of submission of a 
CORI request, it has adopted a CORI policy. 
(7)  The requestor agrees that he/she has reviewed and understands all training materials regarding the CORI process and 
CORI requirements available from the DCJIS on its website, mass.gov/cjis. The requestor also agrees that he/she 
understands that reviewing and understanding the DCJIS training materials before submitting CORI requests is a requirement 
of obtaining CORI from DCJIS.  Requestors are solely responsible for reviewing and understanding the training materials 
provided by the DCJIS. 



 

 

(8)  Requestors who seek to receive standard or required CORI for employment, housing, licensing, or volunteer 
purposes must ensure that the following are completed prior to submitting a CORI request: 

(a) a CORI Acknowledgement Form has been completed for each subject to be checked; 

(b) the identity of each subject has been verified; 

(c) each subject has signed the CORI Acknowledgement Form; 
 

(d)  each CORI Acknowledgement Form has been signed and dated by the requestor certifying that the 
subject was properly identified; and 

 
(e) the requestor is in compliance with all applicable laws and regulations. 

(9)  All requestors, including those that request CORI through a CRA, must comply with 803 C.M.R. 2.00 and, if 
applicable, 803 C.M.R. 5.00.  In addition, CRAs  are also responsible for ensuring compliance with the Fair Credit 
Reporting Act and with DCJIS regulation 803 CMR 11.00 
(10)  A requestor that uses CORI to commit a crime against, or to harass, another individual may be subject to the 
criminal penalties set forth in M.G.L. c. 6, §178 ½, including imprisonment in a jail or house of correction for not 
more than one year and a fine of not more than $5,000.00.  The DCJIS and the CRRB disclaim any liability for the 
improper use or dissemination of information obtained through the DCJIS or the CRRB. 
(11)  Requestors are subject to audit at any time by the DCJIS and may be asked to produce documentation to 
demonstrate compliance with these provisions and with DCJIS regulations (803 CMR 2.00-11.00 et seq.). 
(12)  No information obtained from the DCJIS regarding use of CORI or the iCORI system shall be construed as 
legal advice. 
(13)   The DCJIS reserves the right to alter, amend, or discontinue any condition of obtaining CORI from the DCJIS. 
Any such changes will appear on the DCJIS website in advance. The user is subject to the terms of use in effect at the 
time of his/her agreement. The DCJIS and the CRRB shall not be liable for any damages associated with use of this 
site. 
(14) These Terms and Conditions are governed by, and construed in accordance with, the laws of the Commonwealth 
of Massachusetts and the laws of the United States, without giving effect to any principles of conflicts of law. If any 
provision of these Terms and Conditions is judicially determined to be unlawful, void, or for any reason 
unenforceable, then that provision shall be deemed severable from these Terms and Conditions and shall not affect 
the validity and enforceability of the remaining provisions. 
By submitting a request for CORI to the DCJIS, I affirm that I have read and understand these Terms and Conditions. 
Further, I understand and agree to, and am bound by, these Terms and Conditions as well as by M.G.L. c. 6, §§ 
167-178B, inclusive, and 803 CMR 2.00-11.00, inclusive. 



VII. ADVERSED DECISIONS BASED ON CORI 

If an authorized official is inclined to make an adverse decision based on the results of a criminal history 

background check, the applicant will be notified immediately. The subject shall be provided with a copy 

of the organization’s CORI policy and a copy of the criminal history. The source(s) of the criminal history 

will also be revealed. The subject will then be provided with an opportunity to dispute the accuracy of 

the CORI record. Subjects shall also be provided a copy a DCIIS information Concerning the Process for 

Correcting a Criminal Record. 

IX. Secondary DISSEMINATION LOGS 

All CORI obtained from the DCIIS is confidential and can only be disseminated as authorized by law and 

regulation. A central secondary dissemination log shall be used to record any dissemination of CORI 

outside this organization, including dissemination at the request of the subject. 



THE COMMONWEALTH OF MASSACHUSETTS
EXECUTIVE OFFICE OF PUBLIC SAFETY AND SECURITY

Department of Criminal Justice Information Services
200 Arlington Street, Suite 2200, Chelsea, MA 02150, MASS.GOV/CJIS

TEL: 617-660-4600 | TTY: 617-660-4606 | FAX: 617-660-4613

Massachusetts Criminal Offender Record Information (CORI)

Request ID: E12REQ2-00000116
Requested By: 123 School

Date Generated: 03/19/2012 19:25 Page: 1 of  4

The information provided within this response contains only Massachusetts criminal offender
record information and is based on the statutory access of the requestor. Unauthorized access,
use or dissemination of this information is prohibited under Massachusetts General Law.

This information is not fingerprint-supported and may not actually relate to the person whose
information you are seeking. Individuals who believe there may be a discrepancy within this
record should contact the Department of Criminal Justice Information Services (DCJIS).

This Massachusetts CORI was generated on 03/19/2012 19:25 as the response to your request
submitted on 03/07/2012 08:51 with the following details:

Request Details

Request ID: E12REQ2-00000116 Request Date/Time: 03/07/2012 08:51
Name: RECORD, TEST

Date of Birth: 01/13/1929 SSN: ***-12-1234
Sex: Race:

Father's Name: Mother's Name:

Response Summary

The following matching subject(s) have been found. Full subject and offense information for
each matching subject is contained within this response.

Name Date of Birth PCF Number

RECORD, TEST 01/13/1929 1293Sa
mple



THE COMMONWEALTH OF MASSACHUSETTS
EXECUTIVE OFFICE OF PUBLIC SAFETY AND SECURITY

Department of Criminal Justice Information Services
200 Arlington Street, Suite 2200, Chelsea, MA 02150, MASS.GOV/CJIS

TEL: 617-660-4600 | TTY: 617-660-4606 | FAX: 617-660-4613

Massachusetts Criminal Offender Record Information (CORI)

Request ID: E12REQ2-00000116
Requested By: 123 School

Date Generated: 03/19/2012 19:25 Page: 2 of  4

The information contained in this response is the result of an exact match of the subject’s name,
date of birth, and last six digits of his or her social security number (if applicable), as submitted
by the requestor, to information contained in the Massachusetts CORI database. The requestor
is responsible for verifying the subject’s identifying information with an acceptable type of
government-issued identification at the time of its submission to the DCJIS, as well as for
verifying that the identifying information contained in this record relates to the subject.

This report contains only criminal offender record information that is maintained in the
Massachusetts CORI database and does not contain criminal offender record information
from other states or sources. This response contains only that CORI to which the requestor is
statutorily entitled, based on information provided by the requestor at the time of request.

The information contained in this CORI report is created and provided by entities other than the
DCJIS. The DCJIS is not responsible for incorrect or incomplete information contained herein,
or for any omissions from the contributing entities.

This CORI report is confidential. Any unauthorized access to, or dissemination of this document
or the information contained therein is subject to the civil penalties set forth in M.G.L. c. 6,
§168, and the criminal penalties set forth in M.G.L. c. 6, §178. Civil penalties include suspension
or revocation of CORI access and monetary fines up to $5,000 for each violation. Criminal
penalties include monetary fines up to $50,000, incarceration in a house of correction for up to
one year, or both a fine and incarceration.

Sa
mple



THE COMMONWEALTH OF MASSACHUSETTS
EXECUTIVE OFFICE OF PUBLIC SAFETY AND SECURITY

Department of Criminal Justice Information Services
200 Arlington Street, Suite 2200, Chelsea, MA 02150, MASS.GOV/CJIS

TEL: 617-660-4600 | TTY: 617-660-4606 | FAX: 617-660-4613

Massachusetts Criminal Offender Record Information (CORI)

Request ID: E12REQ2-00000116
Requested By: 123 School

Date Generated: 03/19/2012 19:25 Page: 3 of  4

Subject 1 of 1 PCF Number: 1293

Name: RECORD, TEST
Date of Birth: 01/13/1929 SSN:

Sex: MALE Place of Birth:

Height: 600 Weight: 200
Hair Color: BROWN Eye Color: BLUE

Address: 1 MAIN ST BOSTON MA
Father's Name: TEST TEST Mother's Name: TEST TEST

Adult Offender Offenses

Court Appearance 1 of 3 Appearance Date: 03/06/2012

Offense 1 of 2

Docket Number: 7671A Case Status: OPEN
Offense Type: MISDEMEANOR

Offense Literal: DISORDERLY PERSON
Offense Description:

Court Name: WORCESTER DISTRICT Court Phone:

Police Dept.: Police Dept. Phone:

Disposition Type: PENDING Disposition Date: UNKNOWN
Incarcerated: N/A Incar. Release Date: N/A

Offense 2 of 2

Docket Number: 7671B Case Status: OPEN
Offense Type: MISDEMEANOR

Offense Literal: DISORDERLY PERSON
Offense Description:

Court Name: WORCESTER DISTRICT Court Phone:

Police Dept.: Police Dept. Phone:

Disposition Type: PENDING Disposition Date: UNKNOWN
Incarcerated: N/A Incar. Release Date: N/A

Court Appearance 2 of 3 Appearance Date: 04/17/2007

Offense 1 of 2

Docket Number: 3911ZZA Case Status: CLOSED
Offense Type: FELONY

Offense Literal: FIREARM VIOLATION(SPECIFY)
Offense Description: SELL W/O LIC

Court Name: WORCESTER DISTRICT Court Phone:

Police Dept.: Police Dept. Phone:

Sa
mple



THE COMMONWEALTH OF MASSACHUSETTS
EXECUTIVE OFFICE OF PUBLIC SAFETY AND SECURITY

Department of Criminal Justice Information Services
200 Arlington Street, Suite 2200, Chelsea, MA 02150, MASS.GOV/CJIS

TEL: 617-660-4600 | TTY: 617-660-4606 | FAX: 617-660-4613

Massachusetts Criminal Offender Record Information (CORI)

Request ID: E12REQ2-00000116
Requested By: 123 School

Date Generated: 03/19/2012 19:25 Page: 4 of  4

Disposition Type: CONVICTION Disposition Date: UNKNOWN
Incarcerated: YES Incar. Release Date: 03/15/2011

Offense 2 of 2

Docket Number: 3911ZZB Case Status: CLOSED
Offense Type: FELONY

Offense Literal: FIREARM VIOLATION(SPECIFY)
Offense Description: SELL W/O LIC

Court Name: WORCESTER DISTRICT Court Phone:

Police Dept.: Police Dept. Phone:

Disposition Type: CONVICTION Disposition Date: UNKNOWN
Incarcerated: YES Incar. Release Date: 03/15/2011

Court Appearance 3 of 3 Appearance Date: 05/11/1990

Offense 1 of 1

Docket Number: 3912ZZ Case Status: CLOSED
Offense Type: MISDEMEANOR

Offense Literal: DISORDERLY PERSON
Offense Description:

Court Name: WORCESTER SUPERIOR Court Phone:

Police Dept.: Police Dept. Phone:

Disposition Type: CONVICTION Disposition Date: 05/15/1990
Incarcerated: NO Incar. Release Date: N/A

Sa
mple
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Home > Crime Prevention & Personal Safety > Background Check > Criminal Offender Record Information (CORI) >

How to Read a Criminal Record >

Disposition Codes

INTERPRETING DISPOSTION CODES

If a disposition code and its accompanying interpretation has been bolded*, its use on a record is presumptively

indicative of a conviction.

ADMF

ASF

Admit to a Finding: admission by defendant that criminal charges are true or that there is sufficient
evidence that a judge or jury could find such facts true. Court may either continue the case without
a finding for a period of time (see CWOF) or enter a finding of guilty. Also known as admission to
sufficient facts.

APP Appeal: a resort to a higher court for the purpose of obtaining a review of a lower court's decision
and reversal of the lower court's judgment. This may also refer to when a defendant, having been
convicted in a jury-waived session in the district court, was able to appeal his case and to obtain a
six person jury trial under the old de novo system.

APP WD Appeal Withdrawn: when a defendant withdraws his/her appeal to a higher court.

B Bail: a monetary or other form of security given to ensure the appearance of the defendant at every
stage of the proceedings. The court may as a condition of bail order the defendant to be supervised
on pretrial probation and agree to certain conditions.

BF Brought Forward: when defense or prosecutor moves to advance the case prior to the date
previously set for hearing or trial.

BO or BOGJ Bound Over: when probable cause is found to exist at a preliminary hearing, the court directs that
the case be bound over for action by the grand jury.

BOF Balance of Fine: amount of fine due set by court.

C Continued: court will continue case for another date for hearing, trial, etc.

CASP Community Alcohol Safety Program: refers to a condition of probation ordered by the court usually
where the charge is first offense of operating under the influence.

CBF Case Brought Forward: when defense counsel or prosecutor moves to advance the case prior to date
previously set for hearing/trial by the court.

CC Court Costs: costs imposed by the court.

CCI Court Costs Included: see above.

CMNTY SRV Community Service: condition of bail or probation ordered by the court which includes a specific
period of hours of service to the community.

CMTD* (OR
COM)

Committed; incarcerated

CMUT Commuted: the substitution of a lesser penalty or punishment for a greater one. Sentences can only
be commuted by the Governor with the advice and consent of the Executive Council.

CONC* Concurrent: sentences to be served at the same time or to run together.

CONS* Consecutive: sentences to be served one after another.

CWOF or CWF Continued without a finding: not considered a conviction. The court allows the defendant to "save"
his record and not have a guilty finding entered as long as he completes a period of probation
without further criminal charges and complies with the terms of probation. Most often occurs where
the defendant has admitted to sufficient facts (see above).

DEL Delinquent: a child between the ages of 7 and 17 who violates any city ordinance, town by-law or
commits a crime against the commonwealth. Upon a finding of delinquency, the judge may
commit the juvenile to the custody of DYS until his/her 18th birthday, or until his/her 21st birthday if
after a jury trial the court finds that his/her release poses a danger to the public.

DF Default: failure by the defendant to appear in court during criminal case; a warrant will be entered
for his/her arrest.

DISCH Discharged: released from supervision of the court.

DISM Dismissed: the court may dismiss a case for various legal reasons. The commonwealth has the
remedy of appeal if a case is dismissed over its objection.

The Official Website of the Executive Office of Public Safety and Security (EOPSS)

Mass.Gov

Public Safety

Page 1 of 4Disposition Codes

6/18/2009http://www.mass.gov/?pageID=eopsterminal&L=5&L0=Home&L1=Crime+Prevention+%...
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DRC Dismissed at Request of Complainant: refers to criminal charges being dismissed based upon the
victim's assertion to the court that he/she wishes these charges to be dismissed.

DRD Dismissed Request Defense: in MA, the prosecution must agree to dismissal of criminal charges
against the defendant; the court may not on its own dismiss criminal charges based upon the request
of the defense.

DWOP Dismissed Without Prejudice: the Commonwealth may file new complaint upon additional evidence
or witness coming forward.

DYS Department of Youth Services: state agency that juveniles are committed to until the ages of 18 or
21, respectively, upon finding of delinquency or adjudication as Youthful Offender by the court.

DY Day(s): may refer to number of days the defendant was held awaiting trial as being served; or period
of sentence following finding of guilt.

EXTN Extended: continued for a period of additional time.

F&A* (OR
F/A)

From & After indicates a sentence to be served consecutively to another sentence (not
concurrent).

FEE Fee: cost charged by court.

FILE Case placed on file by court and disposes of case without the defendant having offered any
admission to the criminal charges; although the case has not been dismissed, the case is placed on
file which allows the prosecutor to move to reopen the case in the future.

FILE NF Filed No Finding: a defendant's original plea is "not guilty" and the court may dispose of case with
the Commonwealth's consent and place it on file. This does not prevent the Commonwealth from
moving to reopen the case in the future.

FINE* Fine: amount set by statute that defendants are required to pay based upon crimes charged
and committed.

FJ First Instance Jury Trial: formerly referred to de novo system in which a defendant could have a
bench trial and then if convicted could appeal the trial to a jury, or waive the bench trial and go
straight to the jury.

F&NW Forthwith & Not Withstanding: refers to sentence to be served immediately.

FPA File Pending Apprehension

FROM/AFT* From & After (not concurrent): see above.

FRTH Forthwith: court may order defendant to pay fines or monies owed immediately.

G* Guilty: conviction of criminal charge; a finding by judge or jury beyond a reasonable doubt
that defendant committed crime(s) charged by the Commonwealth.

G FILED* Guilty filed: conviction of criminal charge without a period of incarceration or probation.

GJ Grand Jury: body of people (usually 23) summoned to inform on crimes committed within its
jurisdiction and to indict persons of crimes when it has been presented with sufficient evidence to
warrant holding a person for trial.

HC or HOC* House of Correction: county facility for holding inmates on bail or when sentenced to a period
of incarceration. The maximum sentence is 2½ years.

HWB Held Without Bail: finding by courts that no conditions or monies will ensure the return of the
person for every stage of the criminal proceeding. Also called pretrial detention.

IND or
INDICT

Indictment: a formal written accusation drawn up and returned by a grand jury (GJ) charging one or
more persons with a crime. Indictments in adult cases are tried in Superior Court.

INDF Indefinitely: Prior to 1994, a court could give a defendant an indefinite sentence to the state
reformatory, with parole eligibility set by the Parole Board. This was abolished in 1994.

JD Jurisdiction declined: district court may decline jurisdiction over a case in order that it will be
handled in the superior court. Also referred to as Juris Dec.

JT Jury Trial: the defendant has a constitutional right to be tried by a jury of his peers (6 person in
district court, 12 persons in superior court with two alternates in both courts). In criminal cases the
jury must unanimously find that the defendant committed the crimes charged beyond a reasonable
doubt.

JURIS DEC Jurisdiction Declined: please refer to JD above.

JUV COMP D Juvenile Complaint Dismissed: this may occur when a defendant has been indicted as a Youthful
Offender and the case proceeds in Juvenile Court as YO case and not as a juvenile case.

LIFE Life: a defendant serving a life sentence is eligible for parole after 15 years, except for life
sentences for 1st degree murder which are life without parole.

MT (or MIS) Mistrial: order by judge terminating trial before conclusion; generally a new trial will then occur.

NDEL Not Delinquent: See Not Guilty; entered in juvenile court.

NF No Finding

Page 2 of 4Disposition Codes
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NG Not guilty: finding by judge or jury that the evidence presented by the Commonwealth did not prove
beyond a reasonable doubt that the defendant committed the crimes as charged.

NOB No Bill: when the grand jury declines to indict, it returns a "no bill of indictment."

NOLO Nolo contendere: Latin translation is " I do not wish to contend"; formerly used in the
Commonwealth in which a defendant enters a plea in a criminal proceeding who does not admit
guilt but states that he will offer no defense against the charges. The defendant may then be declared
guilty, yet retain the right to deny the validity of the finding in related proceedings.

NOS Notice of Surrender: defendant has been given written notice by the probation department that the
probation officer intends to seek usually a revocation of probation and an imposition of a custodial
sentence.

NP Nolle Prosequi (or Nol Prossed): motion by the Commonwealth to dismiss charges as if they were
never brought in the first place because of insufficient evidence.

NPC No Probable Cause: finding by court that there is insufficient evidence to believe that a crime has
occurred or that the defendant committed a crime.

PARD Pardoned: conditional release under supervision by the parole board; a pardon can only be granted
by the Governor with the advice and consent of the Executive Council.

PC Probable Cause: Finding by a judge that there is sufficient evidence to believe that a crime has
occurred or that the defendant has committed a crime, in order to bind a case over from the district
court to superior court for hearing.

PD (or &PD) Paid

PG Plea of Guilty: admission by defendant to criminal charges and waiver of right to jury or bench trial.

PROB Probation: the court may order the defendant to be supervised by the probation department with
certain conditions and/or programs to be completed during a specific period of time; this may be
following a period of incarceration, with a suspended sentence, or straight probation.

PROB EXTN Probation Extended: court may extend the period of probation that the defendant has been ordered
to complete; this may be in order to have additional time to complete community service, a program
or upon a finding of a violation of probation, the court may extend the period of probation rather
than order the defendant to serve a period of incarceration.

PROC ST Proceedings Stayed

PROG Program: usually refers to a condition of probation that the defendant has been ordered to complete,
and may include completion of alcohol safety awareness program, anger management program or
batterer's treatment program, for example.

PTP Pre-Trial Probation: as a condition of bail or release, the court may order the defendant to report to
probation prior to the case being resolved.

REM Removed: usually refers to the term of removing a case from a lower court to a higher court.

REST Restitution: amount of monies ordered by the court that the defendant has been ordered to pay as a
condition of the sentence.

RMT (or
REMIT)

Remitted: refers to when the court does not require the defendant to pay court costs or fines due to
indigency or other reasons.

ROR Released on Recognizance: defendant is not required to post monies to the court to ensure his/her
return during the course of the proceedings and instead is released without the requirement of
posting bail money.

R/R Revise and Revoke Sentence: post-conviction remedy of defendant asking the court to change
his/her original sentence; sentencing judge may upon certain findings, revoke original sentence and
order new sentence or deny the motion.

RSVD Revised: refers usually to sentencing at the appellate level.

SDP Sexually Dangerous Person: formal adjudication as a sexually dangerous person. Pursuant to G.L. c.
123A, s. 14, if after a trial an individual is found to be a SDP, such person shall be committed to the
treatment center for an indeterminate period of a minimum of one day and a maximum of such
person's natural life until discharged pursuant to the provisions of section 9.

SENT Sentence: after finding by judge of jury on criminal charges, or offer of plea by defendant, the court
may sentence a defendant to a period of incarceration (either committed or suspended) and/or
probation and other terms.

SF Surfine: additional fine required by statute associated with specific crimes.

SFI Surfine Included

SFN Suspended Fine

SP Supervised Probation

SPS* Split Sentence: After a finding of guilty or as part of a plea bargain, a defendant may be
ordered to serve a period of incarceration and the balance on probation.

SS* Suspended Sentence: when period of incarceration is not ordered to be served
but "suspended" during the period of probation; if the defendant successfully completes the
probationary period, he/she will not be ordered to serve the sentence (or period of
incarceration).
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INTERPRETING STATUS CODES

C Case Closed

O Open or Pending Case

W Outstanding Warrant

VPH Violation of Probation Hearing

WPD If a warrant was issued to a particular police department, that police department name should follow

the “WPD:”.

If none appears, disregard the entry.

SS RVK Suspended Sentence Revoked: see SS; this is when due to violation of probation or further criminal
activity, a defendant may be ordered to serve the sentence that had not been imposed but suspended.

STAY Stay of Order of Sentence: judicial order abeying the period of incarceration for a specific time.

SUMM Summons: a mandate issued in lieu of arrest requiring the defendant's appearance in criminal court
where he/she may be named to appear to answer to criminal charges; or as a mandate requiring an
individual to appear as a witness at a trial or hearing.

SUP Support: refers to entry of order of child support in cases of paternity or formerly illegitimacy in
criminal court.

SURR Surrendered: refers to having a defendant returned to court; usually refers to defendant on probation
and having new criminal activity.

SURR DEF Surrendered on Default: brought to court to answer to charges of having not appeared in court on
date required.

TB True Bill: return by the grand jury on one ore more indictments holding the defendant on criminal
charges; see indictment.

TBPD To Be Paid: refers to court costs, fines or restitution.

TD (T&D) Terminated and Discharged: refers to termination of supervised probation and defendant being
discharged from probation.

TERM Terminated: refers to termination of supervised probation.

VAC Vacated: usually refers to the removal of default entered on an individual's criminal record.

VN Violation of Probation Notice: written notice by probation of terms that defendant has allegedly
violated; due process rights attach at hearing that will be scheduled.

VOP Violation of Probation Finding: finding following a hearing before judge concerning whether the
defendant has violated the terms of his probation. As a result of a finding, that a defendant is in
violation, a judge may revoke a CWOF and enter a guilty, impose committed time, or extend the
term of probation.

VWF Victim Witness Fund: statutory fund established. Depending upon whether the defendant is charged
with a felony or misdemeanor, he is assessed certain fines that must be paid into the victim witness
fund.

WAR Warrant: issued by court or vested authority naming a person charged with a crime, and
commanding their appearance before the court.

WAR/WD Warrant Withdrawn/Recalled: when a defendant appears in court, the warrant will be recalled.

WD Withdrawn: may refer to defendant's withdrawal of appeal to a higher court for review.

WKND To Be Served Weekends: court has authority to order defendant to serve term of incarceration on
weekends.

YO Youthful Offender: a person who is subject to an adult or juvenile sentence for having committed,
while between the ages of 14 and 17, an offense that if he/she were an adult would be punishable by
imprisonment in the state prison, and (a) has previously been committed to DYS, or (b) has
committed an offense which involves the infliction or threat of serious bodily harm, or (c) has
committed a violation of G.L. c. 269, sections 10(a),(c), (d) or 10E.

© 2009 Commonwealth of Massachusetts
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Commonwealth of Massachusetts 
Sex Offender Registry Board 

 

  SOR Form 4 (05/11) 
 

M.G.L. c. 6, § 178I REQUEST FOR SEX OFFENDER REGISTRY INFORMATION 
 

All requests for sex offender information must be made on 
this form and mailed to the Sex Offender Registry Board, 
Attn: SORI Coordinator, P.O. Box 4547, Salem, MA  01970, 
along with a self-addressed stamped envelope.  The Board will 
provide a report that includes the following information: whether the 
person identified is a sex offender with an obligation to register, the 
offense(s) for which the offender was convicted or adjudicated, and the 
date(s) of the conviction(s) or adjudication(s).  Please be advised that 
the law only permits the public to receive information on sex offenders 
required to register and finally classified by the Board as a level 2 
(moderate risk) or level 3 (high risk) offender.  Therefore, information 
is not available to the public if the identified individual is a level 1 (low 
risk) offender or if he/she has not yet been finally classified by the 
Board.  
 
All requests shall be recorded and kept confidential, except to 
assist or defend in a criminal prosecution. 
 
Requestor’s name:  ______________________________________________________________ Date of birth:  ________________________ 
 
Organization name:  (if any)_____________________________________________________________________________________________ 
 
Address:  ______________________________________________________________________ Telephone number:  (____)_______________ 
 
   ______________________________________________________________________ 
 
I swear under the pains and penalties of perjury that I am the above-named person, at least 18 years of age, and I am requesting information 
for my own protection, the protection of a child under 18 years of age, or for the protection of another person for whom I have responsibility, 
care or custody.   
 
Requestor’s signature:  _____________________________________________ Date:  ____________________________ 
 
I hereby request that the following information be used to determine whether the identified individual is a sex offender required to register in Massachusetts. 
 
 Subject’s LAST NAME:   
 
 Subject’s FIRST NAME:: 
 
Subject’s MIDDLE INITIAL:  
 
Date of birth or approximate age:          
 

 M M D D Y Y Y Y AGE 
 

 
 

Address (PRINT):  ____________________________________________________________________________________________ 
 
Personal identifying characteristics:   
 
Sex: ______     Race:  ______     Height:  ______      Weight:  ______      Eye Color:  ______     Hair Color:  ______ 
 
Other information (e.g. license plate number, parents’ names, etc.):  ___________________________________________________________ 
 
_____________________________________________________________________________________________________________________ 
 
 
If additional information is needed, please contact the Requestor at the telephone number above.  
 
 

**********WARNING********** 
SEX OFFENDER REGISTRY INFORMATION SHALL NOT BE USED TO COMMIT A CRIME OR TO ENGAGE IN ILLEGAL DISCRIMINATION OR 
HARASSMENT OF AN OFFENDER.  ANY PERSON WHO USES INFORMATION DISCLOSED PURSUANT TO M.G.L. C. 6, §§ 178C – 178Q FOR SUCH 
PURPOSES SHALL BE PUNISHED BY NOT MORE THAN TWO AND ONE HALF (2 ½) YEARS IN A HOUSE OF CORRECTION OR BY A FINE OF NOT MORE 
THAN ONE THOUSAND DOLLARS ($1000.00) OR BOTH (M.G.L. C. 6, § 178N).  IN ADDITION, ANY PERSON WHO USES REGISTRY INFORMATION TO 
THREATEN TO COMMIT A CRIME MAY BE PUNISHED BY A FINE OF NOT MORE THAN ONE HUNDRED DOLLARS ($100.00) OR BY IMPRISONMENT FOR 
NOT MORE THAN SIX (6) MONTHS ( M.G.L. C. 275, § 4). 

  /   /     

SORB USE ONLY 
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