


Contracted Services 
Services provided by a vendor or an independent contractor to the District 
that offers their services to the public.  

If services are for an extended period of time and/or exceed a certain 
threshold amount, the services are procured through a bidding process 
by the Purchasing Department

If services are for a short-term period, the District requires a service 
provider packet be completed by the end user (i.e. campus/department) 
and the vendor outlining the agreed terms (i.e. dates, amounts for 
services, etc.)



Contracted Services Procedures-Long Term

Services procured through Purchasing Department

● End-user (campus/department) 
○ Determines the specific services/scope of work required
○ Establishes the duration of time the work is needed
○ Provides any required qualifications, certifications, etc. of the vendor and/or its 

employees
○ Furnishes any additional requirements 

● Purchasing Dept. develops specifications based on information 
provided by end user and includes additional bid attributes (i.e. 
criminal history background, insurance requirements, warranty 
information, continuation of services, right to extend, etc).



Contracted Services Procedures-Long Term
Purchasing Department follows procurement procedures to comply with laws 
and regulations:
●  Advertising,
● Setting evaluation criteria with end user, 
● Facilitating review of  bids,
● Obtaining best and final offers by bidders (if applicable)
● Obtaining end users recommendation of awarded bidder
● Presenting to Board of Trustees through an action item for their approval

Once awarded and approved by the Board of Trustees,  purchasing department 
notifies the end-user 



Contracted Services Procedures-Short Term
The District requires a service provider packet be completed by the end 
user (i.e. campus/department) and the vendor.  Packet includes:

● Request for service provider form which documents the need for the 
service, required credentials, date/time of service, place of service, 
terms, fees, etc.

● Insurance requirements,
● Conflict of Interest questionnaire,
● IRS W-9 form
● Certification of Criminal History Record Information form



Contracted Services Procedures 
For both long-term and short term service contracts, it is required to have 
a background check conducted on all employees of the vendor if it is 
determined there will be close contact with students.

Purchasing Department includes a Certification of Criminal History Record 
Information form in the bid specifications which is also part of the service 
provider packet. The End-User will be responsible for ensuring these 
requirements are maintained by the vendor.

If it is determined that there will be close contact with students for a 
specific time, the Human Resources Department requires additional steps 
to clear the vendor/service provider.



Human Resources Procedures if Applicable
Once the purchasing department has cleared the individual or awarded the bid, the company’s 
employees or individuals must complete a background and possibly fingerprinting. Texas Education 
Code (TEC) §22.0834 and §22.08341 govern the fingerprinting and criminal history record information 
requirements for contractors and employees working with school districts and charter schools that have 
continuing duties with related services and the opportunity for direct contact with students.

Option 1 - No Continues contact with students - Bid Condition Requirements 
(Construction)

Option 2 - No continues contact with students - Background check only ( One 
Day Event - UIL Judge)

Option 3 - Continues contact with students - Background and Fingerprinting 



District Background Process for Contracted 
Employees/Vendors



Step 1: Certification of Criminal History Record  Inform ation



Step 1: Criminal History Record Information and Computerized Criminal 
Histo ry



Step 2: IdentoGo Fingerprint Registration Process
Mr. David R. Canales,

 

As a UISD vendor/contractor, you 

are required to complete the 

Fingerprinting process in order to be 

cleared to provide services.

 

Attached is a video showing the 

procedures for the Fingerprinting 

process.

 

Please make sure to email/submit 

your receipt, as indicated on the 

video, as soon as your fingerprinting 

is completed.



Step 3: Status of Fingerprint Report/Criminal History 
Report

Employee Relations Department emails purchasing or department on the status of vendor or contractor.




