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C)SECURITY

I. Registration/Check-in

Registration via on-line/
Fax/Walk-in

Applicant travels
to council

Il. SSV

Student exits
council if only SP

SC check student history

Validate Identify; Verify
SSN, Scan ID/DL

f

Obtain contact method (phone or e-mail)
Verify personal data, read consent &
disclosure, capture electronic signature

Go to register student, print route
slip, verify addresses, update as
needed, capture applicant's

Validate address

or inside.safetylca.org
for SSV results

SSV Processed Review SS card,
verify name/#,
update system

with Pass or Fail

with applicant electronic signature

Proceeds to
class

Waits in
lobby for SSV
processing

Process ends; system

lil. DMV

applies $5 fee database upda

ted with SSV

result

If pass, system proceeds to DMV

Data base record stored, E-mail
notification sent to council, System
applies $22.50 DMV fee

> Data base record stored

Verifies name to state
issued DL or state issed id
card number

SC resubmits, triggers

Yes
SC contacts employer/applicant to process manually to restart
verify #, DOB, name. Decision to
resubmit SP using accurate data >
No Process end

database updated with DMV
result

If pass, system proceeds to

background

screening
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C)SECURITY

IV. Background Screening

Background screening

Parish, state, federal
database checks,

7 year lookback
felony offenses
Patriot Act

Felony conviction
must match name to
SSN or DOB

database updated
Record appears on
unprinted card list

No match
Pass

database updated
Sterling sends adverse
action notice to applicant

Applicant contacts Sterling to
resolve

Resolved?

Process ends; system
applies full Security
Passport fee

Database updated with
background screening results

If Pass, system proceeds to
Notification

V. Notification (work in process)

Database updated realtime with
successful processing, applicant
name added to notify list

>

System phone call/email
sent twice daily.
Employer receives email

Notify list updated to reflect
contact to applicant/employer

Cards printed and filed ready
for pick-up

Notification complete
when card printed

VI. Distribution (work in process)**

Employer's authorized Security Passport representative
picks up cards OR employer notifies Safety Council if
employees are authorized to pick-up their own card

>

Must show id and signs for

cards picked-up

Signature file stored manually

SC mails card list with

Database updated with
notification results

When notify complete, proceeds
to Distribution

Employer requests

Advise of mailing fee & cost of

—»

mailing

duplicate cards

cards

$25

Mailing fee applied

$7 ground
$20 overnight
per duplicate card

o Security Passport Cards should be picked-up
within 72 hours of employer notification. Those cards
not picked up after the 72 hour timeframe will be
mailed UPS ground to the employer.

UPS mailing fee will be applied.
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