COLDSPRING-OAKHURST CISD | V3-E VENDOR PACKET

SAFETY

Fingerprinting and DPS Process

- Vendors with 4 or more employees on campus will sign form* [5 & |
‘verify their own employees are compliant to be oncoan property

i .
Step 1: ESTAELISH FACT CLEARINGHOUSE ACCESS

Step 1:0BTAIN SERVICE j
CODE FORM

Call the COCISD Business Office at
§936.653.11 15 and ask for the

Service code form. This form has 2
numbers that you will need.

{Step 2: visit IdentoGO

{website

Visit Url hitps :fuenroll.identoso.com!
Follow the instructions & enter the
frequested information. Enter the
service code (beginning with 11)

You will also be asked to enteran ORI
Jnumber (beginning with T X).

You will be given locations that are
i losest to you based on the zip code
You enter.

Yo will be senta confirmation email
utlining your time and date of your
en-minute fingerpnnt appointment.

Step 3:Go to Fingerprint
ointment
Bring your required form of [ D and

proper payment 1o your appointment.

tep 4: Notify School
istrict
Provide receipt or notification to

purchasing department of successful
ppointment.

Make sure to provide forms® 12b & 13
for all four employess.

o

Al Forms can be found on our district
website under departments, Purchasing
wwweocisd.org

You will verify your employees through the DPS Fact Clearinghouse. First establish an account
with the DPS for FACT Clearinghouse. Contact DPS © obtain the contractor packet. You can
rcontact DPS by email or phone. State that you are a “public school district contractor™ and

‘that you need © have an account established for “DPS FACT clearinghouse access™. Pleass
Vinclude: Mame, Address, Phone, and email address to be used for notification of FACT records
tand messages.

‘Access & Dissemination Bureau). Be sure that you sign the letter and it is sign by a distict
T
"""" Amsandb‘msen'lunahmaure:au
 Texas Department of Public Safety |
E'CFI-I'H'B Records Service :
(PO Box 149322

cAustin TX 787149322

. Please Nate: Ajter vou  dgreemient for FACT and return fhe reguined paperwork that
L will be emaifed fo won, Il provide a Fingerpring Fervices (SERVICE CDDE FORM) for
D Wol ko register for g fingerpeinting appoaintment. Follow the directions af the form by logging on or
| calling into Jdenio GO and you will be able fo schedule an appoinimeni for the fingerprinting.

EStep 2: RECEIVING YOUR SERVICE CODE FORM
'AND SCHEDULING YOUR APPOINTMENT

If you are a general contractor {GC) or subcontractor {3C) your secure site account will first
‘have to be approved and then an ORI number configured. You should receive a series of email
ciessaees from the secure site, bit the process won't be completed until vou receive the
i message notifying you that “You have a message in your message center™ At this time you can
log anto your account and retrieve your SERVICE CODE FORM from the message center on
: the secire site.

iConmanies, Vendors, GC's, & SC"s will give the SERVICE CODE FORM to anyone who
cwill be working on school gounds. Employess or subcontractors under you will make an
: appointment for fingerprinting using the SERVICE CODE number you give them (not the
isclmls’ number). They will visit IdentoGo, hitps :Yuenrol Lidentogo.com/. They will need 1o
s bring their required form of [Dand proper payment 1o your appoi ntment.

tCompanies can use their secure site account © check their employess” backerounds to make
isure that they don’t have any offenses that would keep them from working on school grounds.
tIn the COCISD information packet, there are forms that must be signed by the company that
reertifies that the emplovess of the company have completed the fingerprinting process and
iﬂm you (as the DPS account holder) will notify COCISD if there is a change in one of
s your employes’s status,

Step 3: AFTER YOU HAVE COMPLETED FINGERPRINTING

:Once you have completed the fingerprinting process, you must notify the COCISD
: Purchasine Department. COCISD will make a copy of the meceipt and metum the original 1o
i_-,uu for your records. Once the entire contract is mreviewed and signed by COCISD, you are
iable to provide services to the district. If for any reason your fingemrinting or criminal
‘background check reveals any of the characteristics that do not meet the District’s expectations,
syour approval as a contrctor for COCISD will be denied. If vou have additional emplovess
§1Jml work for your company, it & your responsibility to insure that those emplovess are
s fingerprinted, monitor their records and notify COCISD if their approval status changes.
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