Green City R-1 Schools

301 North East StreEt, Green City MO 63545-9763

Dear Applicant:

Thank you for your interest in applying for a substitute position with the Green City R-1 School
District. Please prepare the following items for a complete file for this position.

1.
2.

3.

ok~

Complete the application form.

Complete the Request for Child Abuse or Neglect/Criminal form which can be found on the
school website on the job opportunities tab.

Enclose a copy of your substitute certificate. If you do not have a substitute certificate, go
online to apply. Instructions to apply online may be found at the following link:
http://www.dese.mo.gov/educator-quality/certification/substitute-teachers . The substitute
certificate is not required if you don’t have 60 college credits and only want to sub as a
paraprofessional, kitchen staff, or secretarial staff.

Request 1 recent letters of recommendation be sent to the school.

Use the enclosed information to get a FBI/Highway Patrol Background Check completed and
sent to the Department of Elementary and Secondary Education. You must have a
background check completed with the Green City R-1 School Code. A background check
from a previous district does not meet the Green City R-1 requirements.

Thank you again for your interest, and we will be looking forward to receiving your application.

Sincerely,

Tennille Banner
Superintendent


http://www.dese.mo.gov/educator-quality/certification/substitute-teachers

Green City R-1 Certified Staff
Substitute Employment Application

The Green City R-1 School District does not discriminate on the basis of race, color, national origin, sex, disability,
or age in its programs and activities. If you have a disability or handicap which may require accommodation for you
to participate in our application process (including filling out this form, interviewing or any other pre-employment
procedure or requirement), please make us aware of any accommodation you feel is necessary. If you have any
inquiries, complaints or concerns about any pre-employment procedure or requirement, including completing this
application, or about the District policy of non-discrimination, you may contact Tennille Banner, Superintendent, at
660-874-4128.

Personal Information:

Date:

Full Name:
Other Names that may appear on your transcripts or records:

Current Address:

House Phone
Cell Phone Number: Number:

Email Address:

Job Information:

Do you have your substitute
certificate?

How many college credits do
you currently have?

In what areas are you
interested in subbing?
(elementary, high school,
both, math, etc.)




Education:

Name & Location

Dates of
Attendance

Name of Degree

Overall GPA

High School:

College/University

Have you attended colleges or universities not listed above?

References:

Name:

Phone

Position

Are you legally eligible to work in the United States?




Additional Information:

YES

NO

Have you ever been arrested for, or charged with or convicted
of a felony or misdemeanor? (Exclude traffic offenses for
which you were not sentenced to jail or for which the fine was
less than $100.00)

Have you ever pleaded guilty or no contest to a felony or
misdemeanor? (Exclude traffic offenses for which you were
not sentenced to jail or for which the fine was less than
$100.00)

Has the Missouri Division of Family Services or a similar agency in
any other state or jurisdiction, ever issued a determination or
finding of cause or reason to believe or suspect that you have
engaged in physical, emotional, psychological or sexual abuse or
neglect of a child?

Have you ever failed to be re-employed by an educational
institution?

Have you ever been discharged or requested to resign from a
position?

If you answered “YES” to any of the questions above, please explain.




Agreement
Applicants should acknowledge and agree to the following provisions as condition for
consideration of their application for employment. Please initial next to each statement.

| hereby authorize my current and former employers and references to furnish any
information about me and about my work experience. | release my current and former
employers and references from any and all liabilities or damages of any nature as a
result of providing such information. My current and former employers and references
may rely on a signed copy of this release.

l understand and consent to having criminal and arrest records checks as well as
background checks by the Missouri Division of Family Services as a condition for
consideration of my application for employment.

I certify that the answers given in this application are true and complete to the very best
of my knowledge. In the event | am employed by the District and in the further event
that | have provided false or misleading information in this application or in subsequent
employment interviews, | understand that my employment may be terminated at any
time after discovery of the false or misleading information.

I understand that this application will be considered active for 90 days. | understand
that if | wish my candidacy to remain open after that date | must submit another
application.

Signature: Date:




Receipt of Documentation of Privacy Information

The signature below indicates that the applicant received a copy of the Privacy Act Statement
and the Noncriminal Justice Applicants Privacy Rights which is included as the next 2 pages in

this application.

This form should be signed and returned to the Green City R-1 School District before the district
accesses your background check results.

Signature Date




Privacy Act Statement

This privacy act statement is located on the back of the FD-258 fingerprint card.

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.

As of 03/30/2018



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.

o You must be provided yritten notifcaﬁonl that your fingerprints will be used to check the
criminal history records of the FBI.

e You must be provnded and acknowledge receipt of an adequate Privacy Act Statement
when you submit your ﬁngerprmts and associated personal information. This Privacy Act
Statement should explain the authority for collecting your information and how your
information will be used, retamed and shared. ?

o If you have a criminal hlstory record, the officials making a determmanon of your
suitability for the employment, license, or other benefit must provide you ‘the opportunity to
complete or- challcnge the acciiracy of the infor: mahon in the record.

o 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 Fegieral Regulations
(CFR), Section 16.34. :

o If you have a criminal history record, you should be afforded a 1easonable 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.’

You have the nght to e'(pect that officials rece" mg ‘the results of the criminal history record
check will use it only for authorized purposes ‘and will not rétain 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.*

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 FBL. Information regarding this process may be obtained at
https:/wwy.ibi.gov/services/cjis/identity-history-summary-checks.

If you decide to challenge the accuracy or completeness of your FBI criminal history 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 CIFR 16.30 through 16.34.)

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

* See 28 CFR 50.12(b).
4 See 5 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 1V(c);

28 CFR 20.21(c), 20.33(d) and 906.2(d).

Updated 05/10/2017
Non-substantive updates incorporated in January 2018
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Missouri State Highway Patrol
Applicant Fingerprint Services of Missouri

Applicant Fingerprint Form for State and FBI Criminal History Background Checks

Section One: _Agency Information

AGENCY 4-DIGIT MACHS REGISTRATION NUMBER:
Green City R-1

Agency Name:
Agency ORI: M0921093Z Agency OCA: 105123

Section Two: The Missouri Automated Criminal History Site (MACHS)

For fingerprinting services through the state electronic fingerprint vendor, you must first register with the
Missouri Automated Criminal History Site (MACHS). If you do not have internet access, you may contact
3M Cogent directly at 1-877-862-2425 to have a Fingerprint Services Representative conduct the
registration on your behalf.

MACHS Registration Instructions:

1. Log-on to www.machs.mo.gov

2. Click on the "blue box" MACHS Fingerprint Search Portal

3. Click on the “blue box" to Register with MACHS

4. In the yellow-highlighted box, enter your agency 4-Digit Registration Number and hit "enter"
5. Enter your personal information.

6. At the Missouri Background Check Fingerprint Summary verify all personal data and agency
information before proceeding. If all information entered is accurate and complete, click Complete
Registration. This will take you to the fingerprint services vendor for further processing to include
payment and to select a fingerprint location. Please note your Transaction Control Number (TCN).
The TCN will be required at the time of fingerprinting to confirm your MACHS registration data.

Your processing fee is automatically calculated based on the 4-digit registration number that you provide.
Fees are either paid at the time of registration or are payable to 3M Cogent at the time of fingerprinting
unless a billing account has been established by your agency. Upon completion of the fingerprint
appointment, 3M Cogent will transmit your fingerprint background check request to the Missouri State
Highway Patrol (MSHP) for processing through the state and FBI. The results of the search will be
provided to the authorized agency within 5 to 10-business;days.

Section Three: Registration Confirmation (fml applicant or agency use)

Applicant Name:

TCN (Confirmation Number)

Date Prints Taken

2056 = Certified Teachers
2057 =:Substitutes
2058 = Uncertified Employees (i.e. custodians,secretaries)

2059 Bus Drivers




