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VOLUNTEERS

Fingerprint Background Check

All KSD volunteers will be required to complete a
fingerprinf background check through
MACHS (MO State Highway Patrol).
The MACHS fingerprint background check is a separate
background check, providing different information from
the Family Care Safety Registry FCSR.



IMPORTANT THINGS TO KNOW

e A fingerprint background check through MACHS (MO State

Highway Patrol) is required for all KSD Volunteers. Please use
the instructions provided within this pockei to comp|e’re this

process.

® Registration with MACHS is required prior to being
fingerprinted. In the registration process please use code 8493,
this is the KSD organization code for volunteering. Once you
register you will receive a TCN number from MACHS. You will
then be able to schedule your appointment at any |dentoGo
location by selecting “schedule appointment” or you may select
‘walk in” and schedule your appointment with the KSD HR

office.

® Once you have been dpproved to volunteer, you will not need
to complete icirigerpriri’ririg again unless you leave the district
and then return. HOWEVER, you will be asked at the end of
each school year if you are still affiliated with KSD and
wanting to volunteer next school year. It is very important when
you receive that email, that you follow the required steps
provided in that email so your volunteer status can stay active.
A |dpse in active status will require you fo do your

itingerprinririg again.



Part 1 - Register with MACHS

1. Visit https//www.machsmo.gov/MACHSFP/homehtm|
Select Click here to register with the fingerprint portal.
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Q. Then select Click here to register with MACHS
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https://www.machs.mo.gov/MACHSFP/home.html

3. You must enter the KSD Volunteer Registration Number 8493
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4. Fill in your personal information. Make sure to enter your emai

address so you can receive your TCN number.

A T I e A i 1

- LI T R R e g T e L T T =
" b e 1 maiewd e

R tiveg E iy Mype of Search
o GHI Hamm
RACEOH E5aE KIRKWO00 RV
=N Dk Hae
IERE KRS0 VI GEHTIFED
i Crntact Infa rmatian
Firsl Mara G Vedute Rarss (G Lkt M © By
L
Akae Fires sare () Adan W o ne () Alaa Lamt Rarse Hoknn Hatis
Ll L A ApL Huriber Gy
CRy u. e Dp Caoe w
L
Horss Prose Bl Habiw Frse gy E ookil B
i 1

Personal Information

Duis of Birth * [ Hmight * i * i Hair * [P
' ' b 1 1

¥ . o
Aaca Pt o @i



5. Once your persono| information is entered, scroll to
and click on Register
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6. Be sure there is a TCN number and confirm your information is

accurate.
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Your Registration is not Complete
Please read further in onder to complets the registration process.
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1. After you verhty you have a TCN number and your information is
correct, click Confirm Registration at the bottom of the screen.
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Read through the privacy notice and click the Complete Registration
(again).
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NEXT STEPS

Choosing your fingerprint appointment location.

You can go to any ldentoGo location of your choice
OR

You can make an appointment in the Kirkwood School
District Human Resources office

® There are different scheduhng methods depending on where
you would like to go to be fingerprin’red, but you will need
to make the appointment from the ldentoGo site.

e An IdentoGo location will have a larger selection of
appointment times and locations, which may be more
convenient.



Part 2 - Fingerprinting at IdentoGo Location

After registering with MACHS and receiving your TCN number
you will be taken to this screen,

1. Select Register for Digital Fingerprinting Services
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3. Enter your zip code to find an IdentoGo location closest to

you.
“**NOTE: If you are wanting to make an appointment with the
KSD Human Resources office, you will need to select WALK-IN
at the top of the screen and move on to the set of instructions
titled

Part 2A - Fingerprinting at KSD HR Office.

Be sure to take your TCN number, form of
payment (credit or debit card) and your form
of ID (typically drivers license or passport)
with you to your appointment.



Part 2A - Fingerprinting at KSD HR Office

KSD Human Resources Office
1099 Milwaukee St., Kirkwood, MO 63122

Before you can make an appointment to get
fingerprinted at the KSD HR Office, you must have
completed the IdentoGo steps above, selected WALK-IN
as your appointment type and have your TCN number
available.

1. Click on the Google Calendar Link to see available
appointment times and select a time that works best for you.
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Q. Enter your contact information as well as your TCN number

you received when registering with MACHS. Then click BOOK

KSD Fingerprinting
Appointments

Tuesday, October 29 - 9:00 - 9:15am
(GMT-05:00) Central Time - Chicago

@ Kirkwood Schoal District

1099 Milwaukee St, Kirckwoad, MO 63122, USA

[E3  Your contact info
First name

Buffy

Last name

Summers

Ermail address

buffy@sunnydalehigh.edu

TCHN Number (from MACHS registration):

MM123456

3. You will see a verification required screen if you are not using
a Gmail account. Enter the verification code that is sent to your
email and select submit.

e

Verification required
To complete the booking, enter the verification code
sent to bully@sunnydalehigh.edu

Didn't get the werification code? Resend it
Having trouble? Get help

Cancel booking Submit




4. Your appointment is booked! You should receive an email

confirmation as well. A reminder email will be sent 1 week prior
tfo your appointment as well as 1 hour prior.

v

Booking confirmed

T

29  KSD Fingerprinting Appointments
ocT Tuesday - 9:00 - 9:15am
(GMT-05:00) Central Time - Chicago

® Kirkwood School District

1099 Milwaukee 5t Kirkwood, MO 63122

Usa

MNeed to change?

Cancel your appointment

Close

REMINDERS:

® Bring your TCN number, photo ID (typically
your drivers license or passport), and your form
of payment (debit or credit card) with you to
your appointment.

e |f you need to cancel or reschedule your
appointment, please do so as soon as possible,
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