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Contractor Application 

`````````````````````````````` 
Cindy Donnelly 

Executive Director 
Human Resource Development 
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Steps to Follow 
Step 1: 
Complete packet and have your LCPS Supervisor/ 
Sponsor sign off on page 4. 
Step 2: 

Register for your background check (this information is on 
page 3) and complete the fingerprinting process at Security 
Concepts or HTM Security. 
Step 3: 

 Send or deliver your packet to the HR Receptionist/Clerk. 
@lcps.net 

 Send a photo to the HR Receptionist/Clerk for your 
Contractor ID and Clearance  

@lcps.net 
Step 4: 
After your fingerprint results, contractor packet and photo are 
received, you will get your clearance letter sent to your email. 
HR will let you know when your ID is ready to be picked up. 

*Make sure to have page 4 signed by
YOUR LCPS SUPERVISOR/SPONSOR.



The Las Cruces Public Schools welcomes and encourages all parents and citizens of Las Cruces to volunteer their 
time in our schools. To protect our students, volunteers must comply with Las Cruces Public Schools’ Board of 
Education policy GBJC. The policy requires volunteers to complete a Volunteer Packet and these packets are 
available at the school, the Human Resources department or online at 
https://www.lcps.net/page/volunteers

BACKGROUND CHECK PROCEDURE  
STATE AND FEDERAL BACKGROUND CHECKS* Volunteers are required to have State and Federal Background 
Checks* only once unless there is a break in service of one school year or longer, excluding summers.  

You will need to register online PRIOR to going to fingerprinting at https://nm.state.identogo.com/ or by phone at 
(877) 467-9215. For the background check, there is a $59 fee that is paid by credit card.

STEPS FOR REGISTRATION

After you complete your registration, take your receipt and a valid photo ID to the location that you 
scheduled your background check at in step 6. Below are the two providers in Las Cruces.

Security Concepts (575) 526-4151 HTM Security (575) 524-6904
130 N. Solano Dr. 1065 S. Main St. Suite B
Las Cruces, NM 88001 Las Cruces, NM 88005

Your background report will be sent electronically to LCPS Human Resources in 5 to 7 business days.

STEP 1

Go to the online link for 
registration at:

https://nm.state.identogo.com/

STEP 2

Select the “Green Button” to 
schedule a new appointment.

STEP 3

Type in the ORI Number:
NM930046Z and select “Go”.

STEP 4

Agree to the 
Acknowledgement/Release to 
continue and select “Go”.

STEP 5

Enter your Zip Code.

STEP 6

Schedule your background 
check at your nearest 

your preferred day of the week. 

STEP 7

Select the time you would like 
to go.

STEP 8

Fill out information on the 
application. Please make sure 
the Address you list is the same 
Address on your state issued ID 
(even if your address has 
changed)!

STEP 9

Under Applicant Employer 
Information: Select “No”

After your information is 
entered, proceed to the next 
page to complete your payment, 
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THE LCPS
SPONSOR/SUPERVISOR 

CONTRACTOR INFORMATION SHEET 

Please specify the LCPS school location(s) you will be at. 

Elementary Schools 

Alameda Elem 
BT Washington 
Central 
Cesar Chavez 
Columbia 
Conlee 
Desert Hills 

Dona Ana 
East Picacho 
Fairacres 
Hermosa 
Highland 
Hillrise 
Jornada 

Loma Heights 
MacArthur 
Mesilla 
Mesilla Park 
Monte Vista 
Sonoma 
Sunrise 

Tombaugh 
University Hills 
Valley View 
White Sands 

Middle Schools 
Camino Real 
Lynn 

Mesa 
Picacho 
MVLA 

Sierra 
Vista 

White Sands 
Zia 

High Schools 
Centennial High 
Crossroads 

Early College High 
Las Cruces High 

Mayfield High 
MVLA 

Organ Mountain High 
Rio Grande Prep 

Other/All 
Early Childhood 
Health Services 

Federal Programs 
Operations 

Special Education 
TLC 

Other: 

ALL 

NoUnder 18 Years of Age? Yes

Supervisor Name (from your company):

Supervisor Phone Number:

r’s Signature Date



LAS CRUCES PUBLIC SCHOOLS 
CRIMINAL HISTORY AFFIDAVIT 

Applicant/Volunteer 

SECTION 1 (Check ONE of the following two statements) 

OR 

SECTION II (Please check yes or no for following questions) 

Continued on Next Page 



NOTE: 



Las Cruces Public Schools 
Access to Buildings – Policy ECAB 

Staff, Volunteer, Contractor Identification – Policy ECABA 

In accordance with Policy and Regulation ECAB and Policy and Regulation ECABA, Las Cruces Public 
Schools (LCPS) has initiated a key card access system and will issue one official Identification Access Badge 
per staff member. The Identification Access Badge will serve as both an identification badge and an access key 
card to gain entry to assigned building(s).  

1. Identification must be displayed at all times during working hours and while conducting activities at
school buildings, functions or trainings.

2. Each school year, all current staff will be issued a sticker with the current school year date to be placed
on their Identification Access Badge.

3. Each staff member shall be responsible for any keys/cards issued to him/her including the Identification
Access Badge.

4. All costs of reissuing an Identification Access Badge shall be the responsibility of the persons or
company to which the Identification Access Badge was Issued. Staff members whose Identification
Access Badges that are lost or stolen, will be charged a $5.00 replacement fee for each instance of loss
or theft.

5. Lost or stolen Identification Access Badges need to be reported immediately.
6. Below is a list of common actions that will damage an Identification Access Badge:

a. Punching a hole or slot in the badge will damage the internal antenna or electric chip.
b. Exposing the badge to extreme heat (direct sunlight on the dash of your car, clothes dryer or

iron).
c. Using the badge as an ice scraper for the windows of your vehicle.
d. Bending, twisting, sitting on, or crimping the badge.
e. Exposing the badge to chemicals including organic solvents, thinners, mineral spirits, alcohol,

isopropyl, ethanol, or methyl.
f. Exposing the badge to high magnetic fields.
g. Key rings or lanyards with key rings can also cause damage to the badge.
h. The badge holder shall NOT lend his/her badge to anyone at any time for any reason.
i. Badges that provide access to any LCPS properties and facilities are the sole property of LCPS

and may be recovered upon demand from any badge holder.
j. When a staff member terminates his/her employment with the school district, said staff member

shall return his/her Identification Access Badge to the appropriate principal or administrator.

Access to Policy and Regulation ECAB and Policy and Regulation ECABA can be found on the school 
district’s website. 

I have read the above information, have been provided knowledge and know how to access the Policy 
and Regulation ECAB Access to Buildings and Policy and Regulation ECABA Staff, Volunteer, 
Contractor Identification. I have been given the opportunity to discuss and ask questions regarding the 
Identification Access Badge. I fully understand that compliance with the terms of this policy is 
mandatory.  

____________________________________________________________________________________ 
Print Name 

____________________________________________________________________________________
Signature          Date 

Revised 07/2023 White- HR Department 
        Yellow - Employee 



Policies: 
Volunteer Pledge
Drug Free Work Place
Reporting Child Abuse
Sexual Harassment
Staff Conduct with Students
Staff Personal Safety and Security
Acceptable use of Technology Resources



ALL PACKETS THAT ARE 
INCOMPLETE 3 MONTHS FROM THE 
SIGNED DATE ON THE 
CONTRACTOR INFORMATION 
SHEET, WILL BE INACTIVE AND 
DISCARDED

Contractor signature: 

*Packet is incomplete without signature on
this page*



PAGES 10-12 ARE FOR CONTRACTORS WHO NEED
ACCESS TO AN LCPS EMAIL AND OTHER SCHOOL 

PLATFORMS.



SPED/Social Work Contractor

1.Synergy SIS
2. LCPS Email
3. LCPS Canvas
4. LCPS Zoom
5. LCPS Teachpoint
6. LCPS Google

Practicum Student

1. LCPS Canvas
2. LCPS Zoom
3. LCPS Google

Other User

1.Please
contact:
Beth Cook
(bcook@lcps
.net)

THIRD PARTY USER-TECHNOLOGY SUPPORT (12/20)

Third-party users in the LCPS systems may need access to a variety of LCPS Technology Support and Student 
Information systems. If applicable, please complete below and submit to BRITTANY UDERO at budero@lcps.net.

3RD Party User's Full Name:

3RD Party User's Contact Phone:

3RD Party User's Email Address:

Is this user a former employee of LCPS?

Start Date for Access:

Please select a THIRD-PARTY USER TYPE:

Today's Date:

3RD Party User's Sponsor:

Sponsor email (credentials sent): 

Existing username (if applicable): 

End Date for Access:

All student teachers, contractors, vendors, business partners and any third-party must have a Las Cruces Public Schools
sponsor to serve as a liaison between the non-employee and Las Cruces Public Schools. The liaison is held accountable for
any usage of the third-party User ID. Access given to student teachers, contractors, vendors, business partners and any
third party must be requested and approved by appropriate administrators and data/system owners. The sponsor MUST 
notify the IT Department in the event the sponsored user’s contract ends before the requested expiration date.

3rd Party User Signature Date

Sponsor Signature Date

Campus/Department Administrator Signature Date

All third-party user credentials will be sent to the sponsor for distribution. 
Please submit signed form to Brittany Udero (BUDERO@LCPS.NET).

Student Teacher

1.Synergy SIS
2. LCPS Email
3. LCPS Canvas
4. LCPS Zoom
5. LCPS Teachpoint
6. LCPS Google

Technology Contractor

1.Please list access
required.

Does this account require 
elevated (admin)

privileges? Yes No



Technology and Research Division 
Las Cruces Public Schools

Las Cruces Public Schools Non-Employee 
Internet and Technology Resources 

Acceptable Use Agreement

Purpose

The purpose of the Acceptable Use Policy (AUP) is to prevent unauthorized access and other unlawful 
activities by users online, prevent unauthorized disclosure of or access to sensitive information and to comply 
with legislation including, but not limited to, the Children’s Internet Protection Act (CIPA), Children’s Online 
Privacy Protection Act (COPPA) and Family Educational Rights and Privacy Act (FERPA). Furthermore, the 
AUP clarifies the educational purpose of District technology. As used in this policy, “user” includes anyone 
using computers, Internet, email, and all other forms of electronic communication or equipment provided by 
the District (the “network”) regardless of the physical location of the user. The AUP applies even when District 
provided equipment (laptops, tablets, etc.) is used off District property. Additionally, the AUP applies when 
non-District devices access the District network.

LCPS uses technology protection measures to block or filter as much as reasonably possible, access to visual 
and written depictions that are obscene, pornographic, or harmful to minors over the network. Las Cruces 
Public Schools reserves the right to monitor users’ online activities and to access, review, copy, and store or 
delete any communications or files and disclose them to others as it deems necessary. Users should have 
no expectation of privacy regarding their use of LCPS district property, network, and/or Internet access or 
files, including email.

LCPS will take all necessary measures to secure the network against potential cyber security threats. This 
may include blocking access to District applications, including but not limited to email, data management and 
reporting tools, and other web applications outside the United States and Canada.

Employee Responsibility
If you are supervising students using technology, be vigilant to ensure students are meeting the provisions 
outlined in the AUP.

Digital Citizenship
Can be defined as the norms of appropriate responsible technology use.
All employees are responsible for modeling and actively practicing positive digital citizenship.
Employees using classroom technology are explicitly required to teach students about positive digital citizenship.
What users do and post online must not disrupt school activities or compromise school safety and security.

Privacy

I will not share personal information about students and employees including, but not limited to, names, home
addresses, birth dates, telephone numbers, student ID numbers, employee numbers, and visuals,
Transfer of student information shall be only through approved LCPS district information systems and
facsimile. Email and collaborative documents are not secure methods for transmitting student data.
I will be aware of privacy settings on websites that I visit.
I will abide by all laws, this Acceptable Use Policy, and all LCPS District security policies.

Passwords

User is responsible for their passwords and their actions.
Under no circumstances are District passwords to be shared with others, including other LCPS staff and
students.
Log out or lock unattended equipment and accounts to maintain privacy and security.

LCPS Form EJA-E3 (Revised 7.22)



Professional Language 

Use professional language in all work-related communications including email, social media posts, audio
recordings, conferencing, and artistic works.

Cyberbullying 

Bullying in any form, including cyberbullying, is unacceptable both in and out of school.
Report all cases of bullying to the site administrator or other authority.

Inappropriate Material 

Do not seek out, display, or circulate material that is hate speech, sexually explicit, or violent while at school or
while identified as an LCPS employee.
Exceptions may be made in an appropriate educational context.
The use of the LCPS network for illegal, political, or commercial purposes is strictly forbidden.
Transmitting large files that are unrelated to LCPS business and disruptive to the District network is prohibited.

Security 

All users are responsible for respecting and maintaining the security of LCPS electronic resources and
network.
Do not use the District network or equipment to obtain unauthorized information, attempt to access information
protected by privacy laws, or impersonate other users.
Do not try to bypass security settings and filters, including through the use of proxy servers.
Do not install or use illegal software or files, including unauthorized software or apps, on any LCPS computers,
tablets, smartphones, or new technologies.

Equipment and Network Safety 

LCPS assumes no responsibility for personal devices used at a district site or on the district network.
LCPS reserves the right to restrict personal devices that do not meet established security profiles from use on
the district network.
Take all reasonable precautions when handling District equipment.
Use caution when downloading files or opening emails, as attachments could contain viruses or malware.
Vandalism in any form is prohibited and must be reported to the appropriate administrator/or technical
personnel.

Copyright 

Fair use exceptions: https://www.copyright.gov/help/faq/faq-fairuse.html
All users must respect intellectual property.
Follow all copyright guidelines:(http://copyright.gov/title17/) when using the work of others.
Do not download illegally obtained music, software, apps, and other works.

Appropriate Use of Technology Resources 

Students and employees, contractors, volunteers, and other district officials are reminded that use of any and all
LCPS property is for LCPS business.

LCPS Form EJA-E3 (Revised 7.22) 



LCPS Acceptable Use Policy for the Internet 
and Technology Resources (AUP)

Acceptable Use of Technology resources means technology must be used in a responsible, efficient, ethical 
and legal manner and in accordance with the LCPS Mission Statement, Priorities, and Goals.

The use of LCPS technology resources, including but not limited to, the Internet (World Wide Web), electronic 
mail, hardware, software and online services, to access, transmit, publish, display or retrieve any material in 
violation of any federal or state laws or regulations or any material that is contrary to the educational goals of 
the District is prohibited. This includes, but is not limited to:

Copyrighted material
Pornographic, obscene or other sexually oriented material
Material protected by trade secret
Material which is threatening, promotes violence or advocates destruction of property
Material which advocates or promotes violence or hatred against a particular individual or groups of individuals
or advocates or promotes the superiority of one racial, ethnic, or religious group over another
Material related to gambling or any illegal activity
Material related to political elections

Requirements of Students, Employees, Contractors, Volunteers, and other District Officials
Must sign and abide by the district’s Acceptable Use Agreement(s) indicating their knowledge of and agreement
to terms and conditions of use of district technology resources
Check district e-mail accounts on a regular basis and destroy unnecessary files/documents.
Protect the privacy of confidential material, such as home addresses and/or personal phone numbers of others
Be sensitive to the fact that electronic materials should contain proper spelling, grammar and appropriate writing
conventions and accuracy of information
All users must use up-to-date virus protection software on any computer on which district files are created, saved,
or modified; this includes electronic mail
AUP will be reviewed and signed yearly by all students and employees

District Services

The District reserves the right to log the use of the Internet and monitor/limit/file-server space utilization.
The District reserves the right to examine e-mail, personal file directories, Internet usage and other information
stored on LCPS computers
Misuse of LCPS devices and networks may result in restricted access or account cancellation.
Failure to uphold the responsibilities listed above is misuse. Any infractions of the provisions of the acceptable
use policy may result in suspension or termination of access privileges and/or appropriate disciplinary action
and/or criminal prosecution by government authorities

Disclaimer:
LCPS makes no guarantees about the quality of the services provided and is not liable for any claims, losses, 
damages, costs, or other obligations arising from use of the network or district accounts. Users are responsible for any 
changes incurred while using LCPS district devices and/or network. LCPS also denies any liability for the accuracy or 
quality of the information obtained through user access. Any statement accessible online is understood to be the 
author’s individual point of view and not that of Las Cruces Public Schools, its affiliates, or employees.

Instructions:
After having read the above information, sign below and return to your District sponsor.

I have read, understand, and agree to abide by the provisions of the Acceptable Use Policy of the Las Cruces Public 
Schools District.

School/Office:

Name:

Signature: Date:

Please return this form to your district sponsor to be kept on file. It is required for all anyone that will be using a computer network 
and/or Internet access.
LCPS Form EJA-E3 (Revised 7.22)



CONTRACTOR COPY 

Las Cruces Public Schools 
Volunteer Pledge- Reference (NM ADC) 

 
 
 
 
 

 

 

 
 

 
 
 

 

 

 

 

 
 

 

 

 



CONTRACTOR COPY 

LAS CRUCES PUBLIC SCHOOLS 
DRUG FREE WORK PLACE – POLICY GBEC 

 

 

 

 

 
 
 
 

 

 



CONTRACTOR COPY 

LAS CRUCES PUBLIC SCHOOLS 
REPORTING CHILD ABUSE – POLICY JLF 

 

 



CONTRACTOR COPY 

LAS CRUCES PUBLIC SCHOOLS 
SEXUAL HARASSMENT – POLICY ACA 

 

 

 

 
 

 



LAS CRUCES PUBLIC SCHOOLS 

CONTRACTOR COPY 

STAFF CONDUCT WITH STUDENTS – REFERENCE POLICY GBEBB 

 

 

 

 

 

 

 

 

 

 

 



LAS CRUCES PUBLIC SCHOOLS 

CONTRACTOR COPY 

STAFF PERSONAL SAFETY AND SECURITY – REFERENCE POLICY GBGB 

Safety and Support: 

 

 
 
 
 

 

 
 
 
 
 

 

 

 

 



LAS CRUCES PUBLIC SCHOOLS 

CONTRACTOR COPY 

ACCEPTABLE USE OF TECHNOLOGY RESOURCES – REFERENCE POLICY EJA 

The use of LCPS technology resources, including but not limited to, the Internet (World Wide Web), 
electronic mail, hardware, software and online services, to access, transmit, publish, display or 
retrieve any material in violation of any federal or state laws or regulations or any material that is 
contrary to the educational goals of the District is prohibited. This includes, but is not limited to: 

 
 
 
 
 

 
 

Appropriate Use of Technology Resources 

 

Inappropriate Use of Technology Resources 

 

 
 

 
 

 
 

 
 

 
 



CONTRACTOR COPY 

Requirements of Students, Employees, Contractors, Volunteers, and other District Officials 

 

 
 

 

 

 

 

 

District Services 

 

 

 

 


