St. Peter and St. Paul Catholic School
Elementary Volunteer Clearance Checklist

e Diocese of San Bernardino Live Scan
o Please submit a copy of the completed Live Scan to the school office.

e DIOCESE OF SAN BERNARDINO Volunteer Policy
e CMG Training Certificate (good for 3 years)
e Proof of negative TB (good for 3 years)
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REQUEST FOR LIVE SCAN SERVICE

Applicant Submission

A3004
ORI (Code assigned by DOJ) Authorized Applicant Type

” VOLUNTEER
ype of License/Certification/Permit OR Working Tiile (Maxmum 30 charactars - I assigned by DOJ, uge exact lila assigned)
Contributing Agency Information:

Diocese of San Bernardino 01173

Agency Authorized to Receive Criminal Record information Mail Code (five-digit code assigned by DOJ)

1201 E. Highland Ave. Paula Garcia

Street Address or P.O. Box Contact Name (mandatory for ali school submissions)
San Bernardino CA 92404 (909) 475-5175

City State ZIP Code Contlacl Telephone Number

Applicant Information:

Last Name First Name Middle Tnifial uffix

Other Name: (AKA or Alias)

Last Name First Name uffix

Sex [ | Male [ | Female

Date of Birth Driver's License Number

Billlng
Feight Weight Eye Color Hair Color Number

Mi {Agency Billing Number)

SC.
Piace of Birth (State or Couniry) Soclal Security Number Number
(Other identification Number)
Home
Address Street Address or P.0. Box City State” ZIP Code
I have received and read the included Privacy Notice, Privacy Act Statement, and Applicant's Privacy Rights.
Applicant Signature Date
Your Number: 1535 Level of Service: DOJ FBI
OCA Number (Agency Identifying Number) (If the Level of Service indicates FBI, the fingerprints will be used lo check the

criminal history record information of the FBI.)

If re-submission, list original ATI number:
(Must provide proof of rejection) Original ATI Number

Employer (Additional response for agencies specified by statute):

Employer Name

Sireet’Address or P.O. Box Telephone Number (optional)

City Slate ZIP Code Maif Code (five digit code assigned by DOJ)

Live Scan Transaction Completed By:

Name of Operator Date

Transmitting Agency LSID AT| Number Amount Collected/Billed
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REQUEST FOR LIVE SCAN SERVICE

Noncriminal Justice Applicant's Privacy Rights

As an applicant who is the subject of a national fingerprint-based criminal history record check for
a noncriminal justice purpose (such as an application for employment or a license, an immigration
or naturalization matter, security clearance, or adoption), you have certain rights which are
discussed below.

» You must be provided written notification: that your fingerprints will be used to check the
criminal history records of the FBI.

* You must be provided, and acknowledge receipt of, an adequate Privacy Act Statement
when you submit your fingerprints and associated personal information. This Privacy Act
Statement should explain the authority for collecting your information and how your
information will be used, retained, and shared. 2

« If you have a criminal history record, the officials making a determination of your
suitability for the employment, license, or other benefit must provide you the opportunity
to complete or challenge the accuracy of the information in the record.

« The officials must advise you that the procedures for obtaining a change, correction, or
update of your criminal history record are set forth at Title 28, Code of Federal
Regulations (CFR), Section 16.34.

» If you have a criminal history record, you should be afforded a reasonable amount of time
to correct or complete the record (or decline to do so) before the officials deny you the
employment, license, or other benefit based on information in the criminal history record. 3

You have the right to expect that officials receiving the results of the criminal history record check
will use it only for authorized purposes and will not retain or disseminate it in violation of federal
statute, regulation or executive order, or rule, procedure or standard established by the National
Crime Prevention and Privacy Compact Council. 4

If agency policy permits, the officials may provide you with a copy of your FBI criminal history
record for review and possible challenge. If agency policy does not permit it to provide you a copy
of the record, you may obtain a copy of the record by submitting fingerprints and a fee to the FBI.
Information regarding this process may be obtained at https://www.fbi.gov/services/cjis/identity-
history-summary-checks.

If you decide to challenge the accuracy or completeness of your FBI criminal histary record, you
should send your challenge to the agency that contributed the questioned information to the FBI.
Alternatively, you may send your challenge directly to the FBI. The FBI will then forward your
challenge to the agency that contributed the questioned information and request the agency to
verify or correct the challenged entry. Upon receipt of an official communication from that agency,
the FBI will make any necessary changes/corrections to your record in accordance with the
information supplied by that agency. (See 28 CFR 16.30 through 16.34.) You can find additional
information on the FBI website at https://www.fbi.gov/about-us/cjis/background-checks.

T Written notification includes electronic notification, but excludes oral notification
2https:/iwww.fbi.gov/services/cjis/compact-council/privacy-act-statement

3 See 28 CFR 50.12(b)

4See U.S.C. 552a(b); 28 U.S.C. 534(b); 34 U.S.C. § 40316 (formerly cited as 42 U.S.C. § 14616), Article [V(c)
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REQUEST FOR LIVE SCAN SERVICE

Privacy Notice
As Required by Civil Code § 1798.17

Collection and Use of Personal Information. The California Justice Information Services (CJIS)
Division in the Department of Justice (DOJ) collects the information requested on this form as authorized
by Business and Professions Code sections 4600-4621, 7574-7574.16, 26050-26059, 11340-113486, and
22440-22449; Penal Code sections 11100-11112, and 11077.1, Health and Safety Code sections 1522,
1416.20-1416.50, 1569.10-1569.24, 1596.80-1596.879, 1725-1742, and 18050-18055; Family Code
sections 8700-87200, 8800-8823, and 8900-8925; Financial Code sections 1300-1301, 22100-22112,
17200-17215, and 28122-28124; Education Code sections 44330-44355; Welfare and Institutions Code
sections 9710-9719.5, 14043-14045, 4684-4689.8, and 16500-16523.1; and other various state statutes
and regulations. The CJIS Division uses this information to process requests of authorized entities that
want to obtain information as to the existence and content of a record of state or federal convictions to
help determine suitability for employment, or volunteer work with children, elderly, or disabled; or for
adoption or purposes of a license, certification, or permit. In addition, any personal information collected
by state agencies is subject to the limitations in the Information Practices Act and state policy. The DOJ's

Providing Personal Information. All the personal information requested in the form must be provided.
Failure to provide all the necessary information will result in delays and/or the rejection of your request.

Access to Your Information. You may review the records maintained by the CJIS Division in the DOJ
that contain your personal information, as permitted by the Information Practices Act. See below for
contact information.

Possible Disclosure of Personal Information. In order to process applications pertaining to Live Scan
service to help determine the suitability of a person applying for a license, employment, or a volunteer
position working with children, the elderly, or the disabled, we may need to share the information you give
us with authorized applicant agencies.

The information you provide may also be disclosed in the following circumstances:

= With other persons or agencies where necessary to perform their legal duties, and their use of
your information is compatible and complies with state law, such as for investigations or for
licensing, certification, or regulatory purposes.

» To another government agency as required by state or federal law.

Contact Information. For questions about this notice or access to your records, you may contact the
Associate Governmental Program Analyst at the DOJ's Keeper of Records at (816) 210-3310, by email at
keeperofrecords@doj.ca.gov, or by mail at:

Department of Justice
Bureau of Criminal Information & Analysis
Keeper of Records
P.O. Box 903417
Sacramento, CA 94203-4170
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REQUEST FOR LIVE SCAN SERVICE

Privacy Act Statement

Authority. The FBI's acquisition, preservation, and exchange of fingerprints and associated
information is generally authorized under 28 U.S.C. 534. Depending on the nature of your application,
supplemental authorities include Federal statutes, State statutes pursuant to Pub. L. 92-544,
Presidential Executive Orders, and federal regulations. Providing your fingerprints and associated
information is voluntary; however, failure to do so may affect completion or approval of your
application.

Principal Purpose. Certain determinations, such as employment, licensing, and security clearances,
may be predicated on fingerprint-based background checks. Your fingerprints and associated
information/biometrics may be provided to the employing, investigating, or otherwise responsible
agency, and/or the FBI for the purpose of comparing your fingerprints to other fingerprints in the FBI's
Next Generation Identification (NGI) system or its successor systems (including civil, criminal, and
latent fingerprint repositories) or other available records of the employing, investigating, or otherwise
responsible agency. The FBI may retain your fingerprints and associated information/biometrics in NGI
after the completion of this application and, while retained, your fingerprints may continue to be
compared against other fingerprints submitted to or retained by NGI.

Routine Uses. During the processing of this application and for as long thereafter as your fingerprints
and associated information/biometrics are retained in NGI, your information may be disclosed

pursuant to your consent, and may be disclosed without your consent as permitted by the Privacy Act
of 1974 and all applicable Routine Uses as may be published at any time in the Federal Register,
including the Routine Uses for the NGI system and the FBI's Blanket Routine Uses. Routine uses
include, but are not limited to, disclosures to: employing, governmental, or authorized non-
governmental agencies responsible for employment, contracting, licensing, security clearances, and
other suitability determinations; local, state, tribal, or federal law enforcement agencies; criminal justice
agencies; and agencies responsible for national security or public safety.



DIOCESE OF SAN BERNARDINO
Volunteer Policy

The Diocese of San Bernardino deeply values the contributions of our volunteers who
generously give their time, talent, and dedication in service to our parishes, schools, and
ministries. Volunteers play an essential role in supporting the mission of the Church and are
viewed as representatives of the Diocese and their respective parish communities. To ensure a
safe, respectful, and faith-filled environment for all, the following policy outlines the
expectations and responsibilities of all volunteers.

1. Voluntary Nature of Service

All service provided by volunteers is strictly on a voluntary basis. Volunteers do not receive
compensation or benefits and are not considered employees of the Diocese or its affiliated
entities. (Any former employee wishing to volunteer in an area they worked in, must sign a
waiver acknowledging they will not receive compensation, this waiver is available in the Office
of Human Resources.) As such, volunteers may be released from their role or asked to step
down from any ministry service at any time at the discretion of the Pastor, Principal, Parish
leadership or Diocesan leadership, with or without cause.

2. Conduct and Representation

Volunteers in our parishes, schools or other Diocesan institutions and entities assume full burden
of responsibility for establishing and maintaining clear, appropriate boundaries in all
relationships. Code of Pastoral Conduct.

Volunteers are expected to conduct themselves in a manner that upholds the values and teachings
of the Catholic Church. As visible representatives of the parish, school, and the Diocese,
volunteers must avoid any behavior (public or private) that could cause scandal or bring
disrepute to the Church, including behavior on social media or in public settings.

3. Compliance with Diocesan Policies

Volunteers must comply with all applicable diocesan policies, including but not limited to the
Safe Environment Policy for the Protection of Children, Finance Policy, Workplace
Violence Prevention Policy and Harassment Policy. Violence, threats, intimidation, and any
form of harassment will not be tolerated.

4. Reporting Harassment

Volunteers are required to report any instance of harassment or misconduct immediately. This
includes harassment by clergy, employees, vendors, other volunteers, or members of the parish
community. Reports should be made to the parish Pastor, Diocesan Human Resources Director,
or other appropriate Diocesan authorities.

5. Responsibility to Maintain a Safe Environment



Volunteers must refrain from any behavior that may be perceived as harassing, abusive, or
inappropriate. This includes verbal, physical, or visual conduct that creates an intimidating,
hostile, or offensive environment. Volunteers share in the responsibility of ensuring the Church
remains a place of dignity, safety, and respect for all.

6. Conflict of Interest

Volunteers serving at a parish, school, or any diocesan entity where an immediate family member
is employed must conduct themselves in a way that avoids actual or perceived nepotism or
conflicts of interest.

7. Confidentiality

Volunteers may be privy to confidential information. Any confidential information entrusted to
said volunteer is to be protected in accordance with Church teachings, professional ethics and
legal obligations. Any confidential information is to be maintained both during and after
volunteering and is not to be disclosed to any unauthorized person whether inside or outside of
the Diocese. Any actual breach or suspected breach of confidentiality is to be reported to the
Pastor, Principal, Office Director or designee.

8. Acknowledgment
All volunteers are required to sign an acknowledgment form confirming they have read,

understood, and agree to abide by this policy and any additional policies relevant to their
ministry or volunteer role.

Name:

Signature:

Date:

Parish:

Ministry(ies):
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Select this module to complete training ONLINE.

End-User Instructions

1. Go to https://sanbernardino.cmgconnect.org

2. If you have previous safe environment certification (VIRTUS): Your historical
records may have been imported to CMG Connect. Please do NOT create a new
account. Click Sign In located in the upper right corner of the page. From the
Account Login screen, sign in with your own information using the username format:
FirstnameLastname-shd (Ex: JonDoe-sbd) and password: 1234
You will be prompted to update to a more secure password the first time you sign in. Once the new
password is saved, return to the sign in page and use your new credentials to access your training.

3. If you are NEW to CMG Connect: Please create a new account by completing all of the
boxes under the Register for a New Account area. This will include your address, primary
parish or school, and how you participate at your parish or school. Once your account is
successfully created, you will automatically be brought to your training dashboard page.
Please enter your first and last name in the system as it appears on your
official documentation so overall results can be correctly associated with
your training account.

4. Click to open the A. Safe Environment ONLINE Training - San Bernardino
module posted under the Required Trainings area of your dashboard.

5. After your account is certified as compliant by the Diocese, you can also download and/
or print a certificate for the completed curriculum. To access, log in to your account and
click Print Certificate under the finished module(s).

CATHOLIC
CIM| MUTUAL GROUP

For technical assistance, contact us via the
button found in the bottom right corner of the web page. Last Updated: 08/31/23
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PREVIOUSLY CERTIFIED USERS:
Sign in to your historical account
with the username format:
ot o 0 ot e o 2 e o e Bt e ot FirstNameLastName-sbd

@}?ﬁiﬁ“ ‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ - and password: 1234

\ 0
‘\y BERNARDINO

Diocese Of San Bernardino

n -
| g = VSR S ]
P8 Register for a New Account Please contact cmgconnect@catholicmutual.org or
= ‘ click the button if you need additional help
‘ eeeeeeee fion accessing your account.
vt wesenams Lame
eeeeeeeee Address 1%
a
= I T
= posress2 #Select the Primary Parish/School at which you Volunteer or Work. (Search ar scroll down to find your parish.)

NEW ACCOUNTS: Progress through all three account
creation screens in the Register for a New Account area
then click to complete your profile set-up.

+ Once logged in, locate A. Safe Environment e
ONLINE Training - San Bernardino on your main —
dashboard and click @51 to begin.

Select this module to complete training ONLINE.

+ Complete each of the training sections—as you il Ut
finish page, it will be marked with a green check Incluces: "Safe Haven - I¢s Up to Your video
mark (&) to show that your progress is saved. e et s

+ Once you have been certified by the Diocese, a
completion certificate will be available under the
finished module on your dashboard. Click the gray
Print Certificate button to access.
With your valid email address on your account, you \
will also receive a system message when approved.

Complete &

Print Certificate &

Please note: If you finish your online training but do not complete your Background Check requirement, you will
NOT be certified for compliance. Contact your Local Site Coordinator or the Diocese for more information.

https://SanBernardino.CMGconnect.org/
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