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Attachment B
Fingerprinting Procedures for 

 Employees and CLASSROOM SUBSTITUTES

Senate Bill 9, passed by the 80th Legislature in 2007 and codified in Chapter 22, Subchapter C, of the Texas Education Code, mandates that TEA acquire national criminal history reports on charter school employees, certified employed educators, substitutes, and non-certified employees hired after January 1, 2008. The process for employees and classroom substitutes will proceed as follows: 

· STEP ONE – ACCESS: The district must maintain access to the Educator Certification Online System (ECOS) at all times for persons responsible for uploading employee information for purposes of fingerprinting. The district must also maintain access to the DPS FACT Clearinghouse in order to review and adjudicate criminal histories for employees. 

· STEP TWO - UPLOAD: The district will upload required information to the Educator Certification Online System (ECOS) for all newly hired employees and classroom substitutes. Districts will be able to check the progress of each applicant throughout the process via ECOS. TEA/SBEC requires all districts to use the appropriate Excel spreadsheet upload template for certified employees, non-certified employees and for classroom substitutes. For additional information on the upload process, please contact the TEA Division of Fingerprinting at (512) 936-8400, Option 3. 

· TEA will email a list to the district identifying those employees who are subject to fingerprinting. Certified educators and certified substitutes are required to log in to ECOS to pay the fingerprinting fee and receive their Fast Fingerprinting Pass. Fast Passes for non-certified employees will be emailed to the district and a district representative will be responsible for distributing the FAST Fingerprint Pass forms to the individual non-certified employees. 

· STEP THREE - FINGERPRINTING: The employee will schedule an appointment online with MorphoTrust USA (formerly L-1 Enrollment Services). When scheduling the appointment, the applicant must have the FAST Fingerprint Pass form in hand and must make payment arrangements before the appointment can be finalized.  

· The fee for certified educators must be paid online in ECOS. For non-certified employees, payment arrangements must be made at the time the appointment is scheduled. A processing fee of $9.95 must also be paid to MorphoTrust at the scheduled appointment. 

· The employee must take their FAST Fingerprint Pass form, receipt from their online payment and photo identification (driver’s license, state issued identification card, etc.) to their scheduled appointment. 

· It is recommended that the employee keep possession of their FAST Fingerprint Pass and their receipt from MorphoTrust until they are sure their prints have cleared and completed. 

· The district must follow-up with employees whose prints are rejected for poor print quality to ensure that the educator is re-printed.

· STEP FOUR – REVIEW: The district will automatically be subscribed to each employee in the DPS Clearinghouse that was printed with a TEA-issued Fast Fingerprint Pass after the individual has been uploaded and printed. The district must subscribe to records in the DPS FACT Clearinghouse for all those previously printed through the TEA process to ensure they will receive subsequent arrest notifications (rapbacks) from DPS.

· DPS will notify the district by email of the employee’s criminal history activity. If criminal activity exists on the employee’s report, the district may log in to the DPS Clearinghouse to view the employee’s record.

· Review the criminal histories in the DPS Clearinghouse and adjudicate them according to school district/charter school standards. TEA will review these records based on provisions in TEC §22.085.

· The district will continue their subscription in the DPS Clearinghouse to all employees and classroom substitutes during their term of employment with the district. The district must unsubscribe from records in the Clearinghouse as employees leave employment.
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