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Step 1: Register for your background check. https://cogentid.3m.com/



Background Check Processing Why is a federal background check important?



Important! PC: Use Internet Explorer to register Mac: Use Firefox to register



Choose New Mexico and click on Register Online for a Background Check under Applicant Use. Social!Security Security Social Number is not not Number is is not Number required! required! required!



ORI Number: NM931140Z



Parents within the community are entrusting Santa Fe Public Schools with the safety of their children. The background investigation helps protect students, volunteers and community members.



Reason Code: School Employment 22-10-3-3



Registration can also be completed via telephone 1-877-996-6277 Registrations may be canceled or modified at www.cogentid.3m.com, prior to fingerprinting.



Step 2: Fee $44



SFPS does not currently have the funding to pay for volunteer background checks. However, we are currently working hard to find funds to help support our volunteers.



Online Payment: Credit Card Phone or Fingerprinting Site: Money Order or Cashier’s Check made out to Cogent NO CASH OR CHECKS • All refunds will be made at 3M Cogent’s discretion. Refunds will not be granted if an applicant has already been fingerprinted. • It is the applicant’s responsibility to verify the registration information is correct prior to being fingerprinted. • Improper registration will require you to re-register, re-pay (applicant’s expense) and refingerprint. Improper registration includes: • Entering demographic data incorrectly. • Selecting the wrong agency. • Refunds will only be issued if an error was made by a 3M Cogent Customer Service Representative while registering an applicant through the Call Center. • 3M Cogent reserves the right to retain a refund processing fee.



Step 3: Fingerprinting



Appointments Not Required Location Option #1: Department of Public Safety 4491 Cerrillos Road



Onsite Kiosk for Easy Registration



Location Option #2: UPS Store 3201 Zafarano Drive, Suite C



Location Option #3: UPS Store 3005 S. St. Francis Drive, Suite D



Bring your Registration ID # provided to you at time of Registration completion. Visit any fingerprint location during any site’s scheduled fingerprinting hours.



Step 4: Results



Results As early as 72 Hours! The SFPS Volunteer Coordinator is the only individual who can view background check results. 3M Cogent does not have access to view results and is not at liberty to make employment determinations.



Contesting Results .Submit a Background Results Acknowledgement Receipt Form and a Dispute Form along with Photo ID to Santa Fe Public Schools Volunteer Coordinator or to one of the following government agencies: 1. Federal Bureau of Investigation 2. New Mexico Department of Public Safety 3. Court that Processed Arrest



Exceptions to the background investigation may be granted, but not guaranteed, to former District employees who have cleared a background investigation within the past two years, federal employees with a current Q Clearance, active military, police and fire personnel, or minors.



Confidentiality Personal information typically requested to complete a background investigation may include: name, address, phone number(s), email address, social security number (not required), and certain demographic information (gender, ethnicity, etc.). Such information will be maintained in a secure and confidential manner, and the District may not release personal information collected from a volunteer, including the person’s name, address, phone number, social security number, or other identification number except by court order, as required by law, or with the written consent of the person who is the subject of the personal information. A volunteer may not perform any volunteer duties until the District has obtained all criminal background information, and has been cleared as a volunteer. A volunteer’s personal information and records related to criminal background checks will be retained for two years, consistent with District document retention protocol. After two years, such documents will be destroyed if the volunteer is no longer active. All background results received by SFPS are the property of SFPS and cannot be shared with any other organization or individual. Background results will not be shared with outside organizations, unless there is a fully executed memorandum of understanding for the organization to be a partner or contractor with SFPS. If the volunteer continues to provide services to the District, personal information must be updated on a yearly basis, via a returning volunteer application. A new background check is not required unless there is a break in a volunteer’s service of more than six months.
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