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APPOINTMENT OF LICENSEE (L-1) Instruction Sheet
	Beginning 9.1.2011, paper forms will no longer be accepted. Agencies will be required to submit all forms electronically. Agencies that have not purchased a subscription to TCLEDDS will be required to electronically submit Appointment of Licensee (L1), Pre Employment Separation Request (F5R), Separation of Licensee (F5), and Reports of Training through the Departmental Reporting System (DRS) located on the TCOLE website.  A $35 electronic processing fee will be required for each document processed through the DRS.



Please ensure forms submitted electronically are accepted before printing, signing, filing in the officer’s records. 

Section 1 – Applicant License Status 
New Applicant §217.1 – Check this box if this is the first time licensed for this type of position. (P O, Jailer or elected/appointed) 
(1) Submit Fingerprint Applicant Services of Texas (FAST).form. 
(2) Submit electronically or, mail L-1 to TCOLE.  The agency must retain a signed copy of L-1 the original L-2 and L-3, TCIC/NCIC, DD214’s (if applicable), proof of education, certified documents of arrest records (if applicable), and fingerprint card returns.  
Applicant must sign page 2, section l

Already Licensed §217.7 - For this type of appointment – Conduct a criminal background check per Sec. 1701.451.  Have applicant sign a consent form to view employment record(s), submit F5R request, obtain a “personal status report” (PSR) from TCOLE and contact each of the applicant’s previous employers. 

CHECK ONLY ONE OF THE FOLLOWING
Check this box if: License holder with 180 day break or less in service: from the last appointment for this type of license (180 consecutive days or less) submit F5R request.  Submit electronically or mail L-1 to TCOLE.  Retain copy for records.  

Check this box if: License holder with more than 180 day break in service from the last appointment for this type of license.  Submit F5R request.  Submit electronically or mail L-1 to TCOLE.  Retain copy of L-1, new L-2, L-3, current criminal history and fingerprint card returns for your records.  Proof of weapons qualifications required annually per §217.21.  Include date of new L-2, L-3. 
Applicant must sign page 2, section II

Section 2 – Applicant Information

(1)    TCOLE PID - Social security numbers are no longer used as identifiers.  Unlicensed elected officials, police chiefs and first time temporary jailers receive a PID when their record is created.”  Contact TCOLE (512) 936-7700 if anyone is unsure of their PID.  
(2-4) Last Name, first name, M.I. - as it appears on Driver’s License
(5)    Suffix  - examples: Jr. Sr. I, II, III, IV, V.  – as it appears on Driver’s License
(6)    Race/ Ethnicity   - if other than listed system will default to Multicultural
(7)    Date of Birth - as it appears on Driver’s License
(6)    Gender - as it appears on Driver’s License
(7)    U.S. Citizen - Check one box (see TCLEOSE Rule 217.1 (18) unless licensed prior to 3/1/2003
(8)    Driver’s License Number and State
(9)    Education – Check one box – one of the minimum educational requirements
(12-15) Home Mailing Address, City, State, Zip Code – Address at which you prefer to receive mail from TCOLE
(16)   Home (primary) Phone Number 

Section 3 – Appointment Information

(17)   Date of Appointment – Date “Oath of Office” was administered for this position.

(18)   License / Appointment Type. Check only one. Appointed in an administrator position, check Sheriff, Chief of Police, Constable or City Marshall.  
Check peace officer only for peace officer or reserve positions for licensed peace officers.  County jailer for licensed or temporary jailer.  Reserve is only for licensed or conditional reserve license holders.

(19)   Indicate ”Pay Status” of officer. 

(20)   Retired State Officer – Check yes if qualified under this provision. Sec. 1701.356. 
1. An honorably retired commissioned officer of the Department of Public Safety who is a special ranger under Section 411.023, Government Code, or
1. a retired state employee and who holds a permanent license issued before January 1981 and that was current on 1.1.1995: 

(21)  Contract jailers or medical facility police officers require a $100.00 non-refundable fee.  

(22-23) TCOLE agency number of department, department name and department phone number.

Page 1 must be signed by chief administrator or designee.  Applicant for new license must sign page 2, SECTION I.  License holder over 180 day break in service must sign page 2, SECTION II. 
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