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INTRODUCTION




DEFINITIONS

SB 24 Senate Bill 24, passed by the 87t
Legislative Session

1SS  TCOLE Secure Share; Website used
to securely transmit personnel
documents during background
investigations
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TERMS

Background
Requestor

Background
Provider

T

DEFINITIONS

Background Confirmation
Form; used to confirm a
thorough and complete
background investigation was
done prior fo an appointment

Person doing the background
investigation for the potential
hiring department

Person with access to the
personnel file being sought;
point of contact
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THE SPIRIT OF SB 24

Senate Bill 24 was passed by the 87th Texas Legislature to ensure that
proper preemployment background investigations are being
completed on TCOLE licensees, and to facilitate the secure electronic
transfer of personnel information held by previous employing law
enforcement agencies.

Upon completion of the background investigation, the hiring law
enforcement agency is required to submit confirmation to TCOLE that
the prescribed process has been followed.



SB 24

The affected statutes:

Local Government Code — Section 143.089

Occupations Code — Subchapter J, Chapter 1701
« Occupations Code — Section 1701.451
« Occupations Code —Section 1701.4511
« Occupations Code —Section 1701.456(b)



PERSONNEL FILE

Occupation Code Section 1701.451 (a)(3)(B)(i-xi)




OCCUPATION CODE 1701.45]
(A)(3)(B)(I-X])

SUBCHAPTER J. EMPLOYMENT RECORDS AND FREEMPLOYMENT FPROCEDURE
1701.451. PREEMPLOYMENT PROCEDURE. (2)

Before a law enforcement agency may hire a person licensed under this chapter
in the manner prescribed by the commission:

the agency must, on a
obtain the person's written consent for ) review the information required to be reviewed under this section;
request from the commission and any other person information required to be reviewed under this section; and
commission confirmation the best of the agency's ability before hiring the person:
each entity or individual

the information required to be reviewed under this section:

and reviewed as related to

and
to the person, as applicable:

. each previous law enforcement agency employer, including the semployment application
to the previol
employment termination reports maintained by the commission under this subchapter:;
service records maintained by the commission;

proof that the person meets the minimum gualifications for enrollment in a training program under
a military veteran's United States Department of Defense Form
criminal history record information:;

214 or other military discharge record;

information on pending warrants as available through the Texas Information Center and National

evidence of financial responsibility as required by Secti Transportation Code;

Crime
o}
a driving record from the Department of Public Safety:
proof of United States citizenship; and

information on the person's background from at least three




SECURITY

How TCOLE is How the system How you

protecting IS protecting should protect
the data the data the data
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TEXAS COMMISSION ON LAW ENFORCEMENT
6330 E. Highway 280, STE 200
Austin, Texas TET23-1035

Phone: (512) %36-7T00

http 8E5.00

Background Confirmation Form
kil

This document must be kept in the TCOLE file of the individual listed in top section and emailed to

Background Investigation Conducted by

LArTe

BACKGROUND
ONFIRMATION
FORM

Request
deniedf Documents

Uther: expl
not |E'E|tlE =T Eplain

| certify that | am the chief administrator of the above-named age r the person designated by the

chief administrator to sign this document. | further certify that | have reviewed all documents pertaining
to this individual as listed in Occupations Code 1701.451.




LOCATION OF THE BCF

2"d page of the F5-R from TCLEDDS

TEXAS COMMISSION ON LAW ENFORCEMENT
6330 E. Highway 290, STE 200
Austin, Texas 78723-1035
Phone: (512) 936-7700

https://www.tcole.texas.gov/

Background Confirmation Form
Please print legibly.

This document must be kept in the TCOLE file of the individual listed in top section and emailed to

secureshare@tcole.texas.qov
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FILLING OUT THE BCF

Background Investigation Conducted on:

Background Investigation Conducted on (applicant information

1. Last Name (Name on File) 2. First Name (Name on File) 4. Suffix

5. TCOLE PID 6. Tentative Start Date



FILLING OUT THE BCF

Background Investigation Conducted by:

Background Investigation Conducted by

7. Last Name 8. First Name 9. Email Address

10 TCOLE PID 11. Agency Name 12. TCOLE Agency Number

13. Agency Address 14. Clty 15. County 16. Z|p Code 17. Phone Number
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FILLING OUT THE BCF

Approving Chief Administrator:

Approving Chief Administrator




FILLING OUT THE BCF

Former Law Enforcement Agencies

Former Law Enforcement A
L] YES — This applicant has held a TCOLE License

21. Does the applicant listed above hold a TCOLE license?
(If yes, proceed to 22)

(This applicant has an active or inactive license as a peace officer, jailer, or
telecommunicator in the State of Texas) [l NO —This is a new TX Licensee

(If no, skip to signature block)

22. Former Law Enforcement 23. Personnel 24, If background personnel documents were not reviewed in person
Agencies Documents Reviewed: | or electronically via TSS, please indicate the reason:

o TCOLE Request Request

list former law enforcement Secure In-Person denied/ Did not expired/ | Documents
— ) -Perso , . .

departments below Share Failed to attempt technical not legible

respond issue

Other: explain

(If more lines are needed for 23-24, please use page 2)




FILLING OUT THE BCF

Signature of Chief Administrator or Designee

| certify that | am the chief administrator of the above-named agency, or the person designated by the
chief administrator to sign this document. | further certify that | have reviewed all documents pertaining
to this individual as listed in Occupations Code 1701.451.

Signature of Chief Administrator or Designee



LOCATION OF TSS

hitps://secureshare.tcole.fexas.gov

)
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TCOLE SECURE SHARE Login SignUp

Welcome!

Apply for an Account with an Active PID#

SECURESHARE APPLICATION



https://secureshare.tcole.texas.gov/

HOW TO GUIDES
FOR TCOLE SECURE
SHARE




HOW TO:;
APPLY FOR A
TSS

ACCOUNT

Navigate to TSS:
hitps://secureshare.icole.texas.qov

Click ‘SecureShare Application’

&';SECUHE SHARE Login SignUp

Login Welcome!

Apply for an Account with an Active

PID#



https://secureshare.tcole.texas.gov/

_|OW TO Fill in the requested information and click ‘Subbmit

APP Y FO R A Application’
- TSS &

ACCOUNT Your Information:




HOW TO: This popup at the bottom of the page means you
‘ have submitted your application for TSS

APPLY FOR A successfully:

1SS
ACCOUNT

This popup at the bottom of the page means
there was an error in submitting your application

o _




HOW TO:
APPLY FOR A
TSS
ACCOUNT

Other popups you may receive during the
application process if something goes wrong:

Errors Solution

Department ID & PID already a An account with that

ssigned to an Account - combination already exists;

Try Login request password change o
recover your account

Application Failed - Refresh your screen
Please contact TCOLE

User already activated Email already verified; please
wait for the review process




HOW TO:
APPLY FOR A
TSS
ACCOUNT

If the application is successfully submitted, you will
receive an email with a link to verify your email
address. Once you click the link it will take you
here:

-.°SECURE SHARE

Verify Your Account:

Click '‘Verity' to confirm your email address.
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H OW TO . If you successfully verify your email address, you

will see this popup:
APPLY FOR A
TSS

After verifying your email address, you will receive
an email stating it has been verified and to wait
for our review process before frying to log in.




HOW TO:
APPLY FOR A
TSS
ACCOUNT

Once your application has been reviewed, you
will either receive an email stating you have
successfully created an account OR your request

was denied.

If approved, you can now navigate to 1SS and log
in.



HOW TO:
APPLY FOR A
TSS
ACCOUNT

Important note: if you do NOT receive an email at
the beginning of this process, please do the
following:

1. Check your Junk/Spam folder
2. Contact TCOLE Secure Share Staff and
provide:
* Your full name
* PID number
* Agency
« Work email address
« A good contact number



Navigate to the login page:

https://secureshare.tcole.texas.gov

ﬁ <“SECURE SHARE

Login SignUp

Welcome!

Apply for an Account with an Active
PID#

SECURESHARE APPLICATION

HOW TO: LOG
IN TO T3S



https://secureshare.tcole.texas.gov/

On the login page, click ‘Forgot
Password’

_ R HOW TO: LOG

IN TO T3S




Popups you may see when
attempting to log in is there is an
error:

Errors Solutions
User Load Failed Refresh your screen

Authentication Failed Contact TCOLE Secure
Share Administrators

Refresh Token Failed Refresh your screen

Invalid Login Credentials Invalid email or
password was entered

Not a registered email a An incorrect email
ddress address was entered

Password Reset Confirma Contact TCOLE Secure
tion Failed Share Administrators

HOW TO: LOG
IN TO T3S




HOW TO Log in to TSS:

hitps://secureshare.icole.texas.qov

REQUEST A

/,ﬂ

PERSONNEL

F

Login SignUp

Welcome!

Apply for an Account with an Active

SECURESHARE APPLICATION

PID#


https://secureshare.tcole.texas.gov/

HOW TO Click on ‘Create New Ticket’
REQUEST A
PERSONNEL

F

LE ? ~-<SECURE SHARE

My Account Information Total Requests

User Department FID Last Login Active Awaiting

Active Tickets

Applicant Name Applicant PID Contact DEPT Date Requested Days Open

Active Requests

App First Mame Applicant PID Requestor Request DEPT Date Created Days Open



H OW TO . Enter the PID of the contact at the responding

agency and click ‘Verify PID’

REQUEST A
PERSONNEL
FILE

rS ECURE SHARE
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H OW TO . Select the department by clicking on the blue box

containing the agency’s name
REQUEST A
PERSONNEL
FILE - ercunt suans

Please Select Correct Department




HOW TO Enter the applicant’s first name, last name, and

their PID
REQUEST A
PERSON I\ EL Applicant Information:

Applicant PID #

Click ‘Finish’ to submit the request
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HOW TQ:  Thispopup will appear fo let you know your

request has been successfully submitted

REQUEST A
PERSONNEL
FILE




HOW TO:
REQUEST A
PERSONNEL

F

LE

/,f‘

If It Is unsuccessful, here are the error popups you
may receive:

Errors Solutions

Tickets Failed to Load Refresh your screen

Invalid Ticket Data A number was entered where
text needed to be, or text was

entered where a number should
be

PID Verification Failed Refresh your screen




HOW TO Click ‘Dashboard’ to return, click ‘Create New
. Ticket’ to request another personnel file, or click

R EQ U EST A ‘Logout’ if you are finished with TSS
PERSONNEL

FILE | I |
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H OW TO . If you return to your Dashboard, you can see the

request in ‘Active Tickets’

REQUEST A
PERSONNEL
FILE




After receiving the email, navigate
to 1SS and log in:

https://secureshare.tcole.t A
ps://secureshare.tcole.texas.gov UPLOAD A

PERSONNEL

Welcome!

Apply for an Account with an Active
PID#



https://secureshare.tcole.texas.gov/

Click on ‘Upload File’ on the correct
ine under ‘Active Requests’ when

o cre e o vploas HOW TO:
UPLOAD A

My Account Information Total Tickets
User Department PID Last Lagin Active Awaiting

Active Tickets
Applicant Name Applicant PID Contact Contact DEPT Date Requestes Days Open




Click on ‘Choose file' to browse for
the personnel file

HOW TO:
UPLOAD A
PERSONNEL
FILE




Navigate to the location where the
personnel file is located, select it,

and click ‘Open’ HOW TO
x* UPLOAD A
€ 5> v 4 B> TiseC > Documents > v G || P serchoocumens
Organize *  New folder E-m &
E—— froe - Status Date modified Type | P E RS O N N E L
8 BCFs DO NOT DELETE YET ° 2/22/2022 10:12 AM

-

B tcole_ss_djange File folder
B tcole ss_react BB Custom Office Templates - 1/14/2022 9:21 AM File folder
nehlote Notebool - ile folder
BB Onelote Notebooks 171472022 9:21 AM File fold
¢ @ OneDnve - Texas
L4 Productivity Center, Inc. (PCI) - 1/14/2022 %21 AM File folder
» [ Desktop
& John Doe PID 12345 Personnel File L] 2/17/2022 11:28 AM Chrome HTML Do...

> . Documents
» [ Microsoft Tearr
> [ Notebooks

> [E Pictures

» W ThisPC

File name: | John Doe PID 12345 Personnel File ~ |AII Files ~
oo

i




Make sure you chose the correct file
and then click ‘Upload’ to upload

the file to TSS HOW TO
UPLOAD A
PERSONNEL
FILE




There is a status bar to indicate the
progress of the upload

John Doe PID 12345 Personnel File.PDF:
AL UL AA11L11LATHALTELALAAAE1AAARAAETLAAAAT11LALAA111ALL 773 A1 A A AL L1 A AR AL AR LA LA AR LALLM A AN R L LA A A A AN RN N A AN RN NN

There will be the following message
at the top of the page when it
successfully uploads

File Uploaded Successfully

HOW TO:
UPLOAD A
PERSONNEL
FILE




If the upload fails, you may receive
the following error popup:

HOW TO:
UPLOAD A
PERSONNEL
FILE




Click ‘Dashboard’ to return, click
‘Create New Ticket' to request a

personnel file, or click ‘Logout’ if you .
are finished with TSS H OW TO .

UPLOAD A

PERSONNEL
> g




HOW TO:
VIEW AN

UPLOADE

D

PERSONNEL

FILE

/,f‘

Navigate to TCOLE Secure Share and log in:

https://secureshare.fcole.texas.qov

&';sscuns SHARE

Login SignUp

Welcome!

Apply for an Account with an Active

PID#

SECURESHARE APPLICATION



https://secureshare.tcole.texas.gov/

H OW TO . Click on *View Ticket’ on the correct line under
. ‘Active Tickets’ when you are ready to view the

VIEW AN personnel file
UPLOADED
SN .........




HOW TO Click ‘View File’ under ‘Ticket Uploads’ to view the

uploaded documents

VIEW AN
UPLOADED
PERSONNEL
FILE
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H OW TO . If there is an error, you will see a popup that says:

VIEW AN
UPLOADED
PERSONNEL

FILE




FAQS




FAQ #1

Do | need o turn in the BCF if there are no previous
agencies this applicant worked fore




FAQ #2

Do | turn in the BCF if | decide to not appoint this
applicante
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FAQ #3

s this for peace officers only or does this need to be
sent for jailers and telecommunicators?




T
FAQ #4

As the background investigator for my department,
can | submit the BCF without the signatfure of my
Agency’s Chief Administratore




_
FAQ #3

How do | view the documents if they expiree




FAQ #6

| was expecting an email to verity my email for a TSS
account and never received it. What do | do?




/,ﬂ
FAQ #/

| contract out to retired/former officers who do the
background investigation for all potential new
appointments. Can they access 1SSe

4 )

Yes, however the individual must possess
a PID and be either appointed to the
agency as a licensee OR added to your
civilian non-licensed list.

& )
—




FAQ #38

| have a jailer I'm now going to also appoint as an
officer. Do | need to submit the BCFe




RESOURCES
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RESOURCES

SB24: https://capitol.texas.gov/tlodocs/87R/billiext/himl/SBO0024F.ntm

TCOLE Secure Share: hitps://secureshare.tcole.texas.gov

TCOLE Background Confirmation and TCOLE Secure Share:

https://www.tcole.texas.gov/content/background-confirmation-and-tcole-
secure-share-0

Texas Occupational Code:
https://statutes.capitol.texas.gov/Docs/OC/pdf/OC.1701.pdf



https://capitol.texas.gov/tlodocs/87R/billtext/html/SB00024F.htm
https://secureshare.tcole.texas.gov/
https://www.tcole.texas.gov/content/background-confirmation-and-tcole-secure-share-0
https://statutes.capitol.texas.gov/Docs/OC/pdf/OC.1701.pdf

Approval of a 1SS account

Background Provider: document upload
deadline

Background Investigator: document view fill
expiration

Background Investigator: document once
viewed fill expiration

RESOURCES

72 hours

10 calendar days
14 calendar days

72 hours




Q&A




What questions do you

have for use




%sscune SHARE

TCOLE Secure Share Contact:
secureshare@tcole.texas.gov
512-936-7700 (Option 3 and then Option 2)

THANK YOU!


mailto:secureshare@tcole.texas.gov

