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Reason for Change

e Old Process — Non-state employees had to work
with DCP to get security clearance, then come to
DGS to get a separate access card
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* New Process — DGS becomes
the one stop shop for employee
and non-state employee
Identification cards

— This provides for a streamlined and
more customer friendly process




ldentification and
Building ACCess
Cards for State

Offfice Bulldings

Chieft Kimberly S. Lettner

Sergeant Stephen R. Rebinson,
CPS

WWW.dcpLVirginia.goyV




The Capitel Complex:

IS definedias; all buildings and
grounds in the Richmond
Vietrepolitan; area: that are
patroelied: by, the Divisien: of

Capitol Police and/or
maintained by DES.




Standards for ID Cards

AllFBuildings the Executive
Mansion, Patrck IHenry Building anad
Pecalontas Building

A feleny’ conviction Invelving Vielernce or larceny
Withii the past tenryears.

Any ielony conviction within the:past five years - -

ARy sex offense conviction
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Standards for ID Cards Con’t

A misdemeanor conviction Invelving vielence;, larceny,
Or Vielation ofi a'pretective order In the past three
\ears.

Outstanding Walirants.
Active protective orders
Pending charges.

Any: other circumstance determined by DCP' te be
detrimental to security.




Standards for ID Cards Con’t

The Executive Mansien, Patrck Henry
Bullding andf Pecahentas Bullding

ARy feleny conviction.
Any Sex offense.

A misdemeanor conviction: InveIVing| Vielence, Iarceny i
or violation of a protective order in the past three SRy
years. S

Outstanding walkrants:



Standards for ID Cards Con’t

PEnding charges.
Active protective orders.

Any: other circumstances determined: by DCP o lhe
detrmentaill ter Security-




Rejections or Revecations

Based Upen Identiiying miermation submitted, Capitel Pelice shall,
pased upon| sele judgment and diSCretion, approve Security.
clearance:

D cards may be revoked at the discretion of DGS, DCP, or the
ARG agency.

REJections or revocations ol Security’ clearances may. e appealed
by the applicant, iniwriting,, te the: Chiel: ofi the Division! of Capltol
police at P.O. Box 1138, Richmond, Virginia 23218,

ol via e-mall at: ChiefsOffice @adcp.Virginia.gov.




|mportance. ofi ldentification and
Bllldinar Access: Cards:

Streamlines access contrel inte the buildings

Creates a standard credentialing process

Allews levellef buillding access

Allews DCPrefificers tol Insure compliance

Enhances security In state office
puIldings




Background Process

Capitel Poelice: (IDCP) receives DES fienm (DGS-52=
006) Which must be completed.

x Eullfname

a Date of birth

m RAace

 SEex

a Building assigned to
x Building address




Background Process Con’t

This ferm Is then given te the DCP dispatchers wihe will enter
the nfermatien Inter the Virginia Crhaminall Infermatien
Network (MCIN)rand National Crime: Informatien Center
(NCIC)

The infermation DCP receves fromi these tWwo data hases, lets
Us know I an individual has a criminal histery.

he infermation oktained Is then: given te: our Lietutenant of
Administration e1f thellr designee: fior eview. o




Background Process Con’t

After the criminal histeny IS reviewed the individuallis
elthner approved or not approved fior the identification
and bullding| access) carad




Incidents Involving ID Cards

May: 2009 Menree Bullding. Contract woerker moving| furaiture, for
less than twe hours, stele a blackberry and made $700!1n phene
charges. (No ID card)

April 2009 Pocahontas Bullding. Contract Woerker fior Impreper
computer usage. Left his' IDrcard on the desk.

April 2009 Jefifersen Building. Daughter stole methers 1D card to
enter building anal steal prescription drugs.




Questions

Comments

Please contact:

Chieff Kimberly'S. Lettner
786-2568
Klettner@dep. virginia.geyv.

Sergeant Stephen R. Rolkinsen
786-2529
Srehinsen@dcp:virginia.gov:

Pivisien Welsiite
WWW. ACp.VIrgInia.goy
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DGS Parking Services and Building Access Section

BROAD STREET

215 Governor Street

Inter-Agency Malil
Stop: 194-17

(804) 786-5675
Fax: (804) 786-5911

AccessCard@dgs.virginia.gov
www.dgs.virginia.gov/parking

Serving Government. Serving Virginians.
g virg
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Areas Where this Policy Applies
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ID Card Process
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e Forms will be on
[ Contractor completes parts 1 & 2 of ] the DSG website
L

the application form ] i
Information Is

! used for security
- ~ clearance
Contractor submits the application to i
the Access Card Coordinator at the e Must be S|gned by
agency that is hiring them the applicant

- J

Serving Government. Serving Virginians.
t=




Application - Page 1

[-55-12-D06

(OD3) e e
o Y e :
b P I FE— :
m Patking Semvices and Building Access Section
DEPARTMENT OF 215 Governor Strest
GENERAL SERVICES Richmond, Virginia 23219
Serving Government. Serving Virginian: Inter-Agency Mail Stop: 194-17

Phone: (204) 225-3767
www,dgs.virginia.gow/parking Fax: (804] 786-5911
#ccessCard@dgs virginia.gov

Identification and Building Access Card Application
Mon-State Employee

all non-state employvees who provide services or worl: in a building at the Capitol Complex are required
to submit this application. This information will be used as a basis for issuance of a security clearance
and suitability determination, Disclosure of the information is voluntary however your Social Security
Murnber may be requested to exclude potentially derogatory information. Informnation contained herein
is authorized by Sections 2,2-3803, 15.2-1722, and 30-34.2:1 of the Code of Virginia,

Contractors must subrmit this form, with the first page completed, to the Access Card Coordinator at the
agency they will be working for. Contact information for Access Card Coordinators can be found on the
Di3S website (www . dgs.virginia.gov/parking),

ParT 1: Company's Information

Comp any Mame:

Name of Contact Phone:
at Company:
Fax: Email:

Employer Identification Number
Federal Tax Identification Number:

ParT 2: Applicant’s Information

First Name: Middle Mame:
(leqal name)

Last Mame:

‘ [ Initial Issue O Renewal (Replacement

Paosition Title:

Phone: Email:
([:nan:?ddo;nlii;;m Seur O Male [ Female Race:

By providing vour signature below you agree that the information you have provided is accurate, Any
false information submitted will be grounds for denial/revocation of any clearances issued and/or
prosecution under state law. I agree that I will:

Safeguard the card and not allow it to be used by anvyone else;

Illegal possession of cards will be prosecuted under all applicable state laws;

Motify the Agency Coordinator immediately i the card is lost or stolen;

Pay the $15.00 fee if my card needs to be replaced;

Return the card to the Agency Coordinator immediately upon termination of my employment;
Wear the card at chest level on my outermost garrment and in clear view,

Signature of Applicant: Date:
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o List expiration date if
d h it is less than a year

Agency Access Card Coordinator

completes part 3 of the application * BUI_ldlng #’s are In the
N y policy document

l e AcCCEeSS groups

determine which card
readers can be
The application is submitted to DGS accessed
at least 5 days before the need
U e [fthey don’t needto

use any card readers
select the ID card
only option

Serving Government. Serving Virginians.
t=



Application - Page 2

Applicant’s First & Last Name:

This request must be received by DGS at least five working days prior to cormmencement of waork,

ParT 3: Agency Badging Coordinator Completes

Coordinator’'s Mame: Phone:

Agency:

Division; Sub-Unit :

Start/Effective Date: Termination, Expiration Date:
(Maxirmur is One Year)

Check the Appropriate [ &ccess Change fnew cardnot issuedi [ Initial Issue [ Renewal

Action:
Feplace Card Because: [ Broken [ Lost [ Stolen O Cracked
Building ACCBsS
Mum ber Group Access Level

1 Ou [Our [ Mo &ccess, IDCard COnly (don®t All in Acoess Sraup)

1 Ou [Our [ Mo &ccess, IDCard COnly (don®t All in Acoess Sraup)

O Ou [t [ Mo Access, ID Card Only (don't Al in &ccess Groop)

1 Ou [Our [ Mo &ccess, IDCard COnly (don®t All in Acoess Sraup)

Building Mumber! Look-up on the Parking Services and Building Access Section website

Acosss Groyp! Contact the Parking Services and Building Access Section to request appropriate
codes for vour office areais)

Acosss Level:

Level Hours Days
I f:00arm - 6:00pm | Monday-Friday (Mo Holidays)
II 24 Hours Monday-Friday (Mo Holidays)
111 24 Hours 365 Days avear
Signature of Agency Supervisor: Drate:
Signature of Agency Head or Designee: Drate:
[Dresignees must be on fle with DaEs)
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ID Card Process

4 )

DGS scans and enters appropriate
data into a tracking database

|

Background information is submitted
to DCP

}

DCP informs DGS who pass and fails
the security clearance

Serving Government. Serving Virginians.
t=
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ID Card Process

e It will take about 3

4 )
DGS notifies Agency Card days after
Coordinator who passed and when -
they are scheduled for an appointment Smelttmg a form
S 4 to hear from DGS

|

Agency Coordinator informs the
contractor/non-state employee

Serving Government. Serving Virginians.
t=
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ID Card Process
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At appointment date and time the
contractor reports to the DGS Parking
Services and Building Access Section

J

|

A photograph will be taken and the ID

card will be issued

A valid photo-
Identification
Issued by a
government
agency must be
presented by the
contractor

Serving Government. Serving Virginians.
t=
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ID Card Process

p . * Required to pass a
background check
After one year the card will expire each year
~ / « Anew ID card
| with new

the process over

expiration date Is

{ If continued access is needed start } issued eaCh year

Check the renewal
box on the
application

Serving Government. Serving Virginians.
t=
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Tenant Agency Responsibilities

 Informing all contractors of the security
requirements

* |dentify appropriate access levels and
submitting application

* Notify DGS when an ID card has been revoked

« Collecting all expired and revoked cards then
return to DGS




2

=
(I
v,
Y

\?«-f-‘{'

Commonwealth ofVirginia
Department of General Services

Program Implementation

o DCP will continue to process until the last
week In September

 DGS will begin accepting applications on
October 1%

» Next week the policy document and
application form will be posted on the DGS
website

— www.dgs.virginia.gov/parking
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Contact Us
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e DGS Parking Services and Building Access
Section:

— 215 Governor Street Richmond, VA 23219
— Inter-Agency Mail: 194-17

— Phone: (804) 786-5675 ”\ﬁ
— Fax: (804) 786-5911 f\f 9
— Email: AccessCard@dgs.virginia.gov &@

— Web: www.dgs.virginia.gov/parking
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