                  SECURITY CLEARANCE REQUIREMENTS
				        FOR
UNIVERSAL PREKINDERGARTEN (UPK) PROVIDERS





SECTION 1 - INTRODUCTION:  
UPK Providers must review and comply fully with the Security Clearance section, Article 19 in the UPK Agreement. 

Failure to comply with the requirements of Article 19 (a) (3) as listed below may result in liquidated damages of $300 per day and/or termination of the contract.

Article 19 (a) (2)
Personnel Eligibility Tracking System (PETS) shall mean the Board’s web-based database available at: https://www.nycenet.edu/Offices/DHR/pets/Login.aspx that allows the Contractor to enter Staff information into a roster (the “PETS Roster”) in order to monitor the fingerprinting status of each Staff member.  .    

Staff shall include any and all of Vendor’s, or its subcontractors’ (if any), employees, officers, directors, members, partners, agents, or consultants who, at any time during the Term of the agreement, have direct contact with Students; or  work in or visit a location during times that Students are present unless such contact is only on an incidental and supervised basis; or  provide online services to Students and have contact with Students via telephone, email or internet; or  have regular access to Students’ confidential information.  Vendors shall also include any Staff who becomes affiliated with Vendor or its Subcontractors after execution of the Agreement.

Under the terms of the Agreement between UPK Providers and the New York City Department of Education (NYCDOE), Providers are prohibited from hiring or retaining any person who refuses to grant authorization for fingerprinting or criminal record review; who has not completely and truthfully reported information concerning his or her criminal convictions; who is within the category of Staff required to sign a Release[footnoteRef:1]1, but refuses to do so; who has a criminal conviction record, subject to and consistent with Article 23-A of the New York State Correction Law; who has been or is currently the subject of an indicated child abuse and maltreatment report on file with the Central Register of Child Abuse and Maltreatment (“SCR”); or who has been previously deemed ineligible for employment by the Board. [1: 
] 

 
Fingerprinting and clearance of Staff and execution of a Release, where applicable, is a condition precedent to each Staff member providing services under the contract.  Providers must ensure that each Staff member is prohibited from having contact with Students and Students’ confidential information until: 

a. The DOE’s designated Security Clearance Office has current and active fingerprint records for each Staff member. 
b. Vendor has entered Staff members’ information into the PETS roster and the Staff member is designated ‘Eligible’ in PETS.

Providers with Staff Fingerprinted by the NYSED:

If the applicant was previously fingerprinted on behalf of the New York State Education Department (for example, when being certified), the applicant will not need to be fingerprinted a second time by the DOE. The applicant should fill out the following two forms:

OSPRA 103: http://www.highered.nysed.gov/tcert/pdf/ospra103.pdf
Fingerprint Referral: http://schools.nyc.gov/NR/rdonlyres/EE6DD35B-B76A-4846-ADE8-8D8514315BDC/0/Form551FingerprintReferral.pdf 

The completed forms should be sent to:
Department of Education
Division of Human Resources, Room 200
HR Connect Walk-In Center
65 Court Street
Brooklyn, NY  11201

Please note: Once the OSPRA 103 has been submitted and entered, additional fingerprinting at 65 Court Street for the person who submitted the OSPRA 103 is prohibited.  There is no charge for submitting an OSPRA 103.

Provider is required to verify eligibility to work via an I-9 form and acceptable documentation.  DOE will not track or maintain this information.

All staff of providers must be fingerprinted by the DOE or via the OSPRA 103 option.  Fingerprint results from New York City Department of Investigation (DOI) are no longer valid.  Persons previously cleared by fingerprints from DOI will need to be fingerprinted again. 

SECTION 2 - STAFF WHO ARE REQUIRED TO HAVE SECURITY CLEARANCE:
 
Please refer to Article 19 (a) (3) under Section 1 for definition of Staff.

Providers have an obligation to enter staff information into the PETS roster before staff starts providing services and staff security clearance must be verified as a condition of employment and update PETS roster as new staff members are hired and as staff status changes.  

SECTION 3 PROCEDURES: 
Before the start of the school year, and thereafter as new staff are hired vendors must have staff fingerprinted by NYCDOE’s HR Connect Walk-In Center (HR Connect) at 65 Court Street, Room 102; Brooklyn, NY  11201.  The telephone number is (718) 935-4000.  The hours of operation are Monday – Friday (except holidays) 9 a.m. – 5:00 p.m. Staff must be on the premises by 4:30 p.m. Staff may report to the HR Connect during business hours with a letter on the Provider’s letterhead, stating name of person being printed, social security number and position title; the letter must be signed by the Program Director or Site Director.

Providers must maintain and keep current on the PETS roster all records pertaining to staff, and make the records available for review by the NYCDOE immediately upon request.

SECTION 4 - IF SECURITY CLEARANCE IS DENIED:
The Chief Executive of the Division of Human Resources has the authority to determine if any of the Provider’s staff will be denied access to UPK students for security reasons.  Where contact with the children is denied, the NYCDOE will notify the Provider.  The employee will be given an opportunity to present information on his or her behalf.  Until the decision to remove the employee is reversed, the employee is prohibited from having contact with children under the care of the Provider. The Provider must immediately assign another employee, who has been fingerprinted and cleared, to fulfill the responsibilities of the removed employee.

SECTION 5 - IF STAFF IS ARRESTED WHILE EMPLOYED IN THE UPK PROGRAM
Per Chancellor’s Regulation C-105, an employee is required to notify their employer and the NYCDOE Office of Personnel Investigation (OPI) in writing immediately by fax (718)935-4336. Notification to OPI must include the name of the employee, the date of the arrest, the charges against the employee, as well as any documentation the employee received from the Police Department (e.g., Criminal Court Complaint).  The provider, upon notification from the employee, is required to notify the respective Field Office Operations Manager by fax or email. A copy of this information must be placed in the employee’s personnel file.  Failure of the provider to notify the Field Office may result in termination of the contract.
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