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CANNABIS COMPLIANCE DIVISION

Background Disclosure and Cannabis ID Card Request

e  Please note that all owners, current and prospective responsible persons and any other persons engaged in the operation of a
cannabis facility or cannabis business park must submit to and pass a background check. The background check shall include
fingerprinting and completing an out a background disclosure form. Employees of a Cannabis Facility must submit to
fingerprinting (live scan) and submit an application for an ID Card.

To access the background, please follow this link https://deserthotspringsca.viewpointcloud.com/categories/ 1086 /record-types/6598.

You will need a “City Port” account to complete your background disclosure and request a cannabis
ID card if one has not been issued previously. You can also request replacement cards through the
portal by commenting on your current background disclosure record.

(Please do not start a new record for a replacement card).

You can reach the City Port directly here: https://deserthotspringsca.viewpointcloud.com/ or from
the website under “Online Permits”, where you will find Online Services by department.

Welcome to City of Desert Hot Springs!

Welcome to Desert Hot
Springs '_ 7 s il

Online Permits

Once you are logged in to your portal account, click on *My Account” — this will take you to your
dashboard where you can manage your application as well as any other permits or items you may
have filed with the city.
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Once logged in, you can submit a new application, add documents to your existing application,
and communicate with staff. Click on “My Account” in the top right of the page to manage an
existing application, or follow the directions below to begin a new one.
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SUBMITTING A BACKGROUND DISCLOSURE AND REQUESTING A CANNABIS ID CARD FOR THE FIRST TIME

Step 1- Start your application and confirm your information

Canfirm your contact information
Ensure your contact.

Rogulatocy Permit

Si‘ep 2' Se’ect AppliCGﬁon fype. SeleCT o NeW App|ICCITIO n " . If you have completed a background disclosure previously or had a

card issued please access your Background Disclosure via your dashboard. If you are an owner or responsible party as described above, select

“Owner/Responsible Party”, if you are an employee, select “Employee” which will bypass the Out of State Disclosure portion
of the application.

ask questions.

Multiple submissions will delsy processing.
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Step 3 - Background Disclosure. This section applies to owners, and responsible persons. For
clarification, a “responsible person” means any officer, board member, or person who will participate
in the direction, control, or management of, or any person with an ownership stake in, an applicant
or permittee. In addition to your Live Scan you must complete the background disclosure to include

65950 Pierson Blvd.  Desert Hot Springs « CA « 92240
(760) 329-6411+ www.cityofdhs.org

out of state convictions and judgments.

If there are items to report check the corrosponding box.

This form must be completed by the applicant named on the
form.

To avoid delays, please complete all relevant fields.

inal conwictians ox sny civl, admiisrative, o legal judgment o ol cthlies of 1
there are o chargs

plesse

Step 4 - Applicant Information Once you have completed the disclosure portion, you will enter the
information that will be used to process your background disclosure and Cannabis Employee ID card.
It must match the information on your state issued id. You will then complete this section with your

digital signature.

Cannabis Employes
Background Disclosure and ID
Card Request

City of Desert Hot Springs. CA

Stap 4 of 12 Save Drat and Exil

Applicant Information

Ploasa entor complote personal information. Entering n/a or fillar taxt may lead to rejection of your
application will delay background processing.

Lucy Ricarde

w2932

Lucy@The Tropicans. com
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For Owners/Responsible Parties who have completed the out of state disclosure form, you will be
presented with a digital signature page.

Step 7 of 12 Save Draft and Exit

Digital Signature Page

< Back

Step 5 - Cannabis Card Request Please select the facility you will be working at, if you are with a
temp agency, select the temp agency as well as the facility you are being placed with. If you are a
resident of Desert Hot Springs, please check the corrosponding box.

City of Desert Hot Springs, CA MyAccount  Search | [l Lucy-
Step Bof12 Save Draft and Exit
Cannabis Card Request
Cannabis Employee
Background Disclosure and 1D
Card Request Enter the Cannabis Facility you will work for. Temporary Agencies should be noted in the Temporary Agency fields

below. If you do not know where you will be assigned, please leave Company/Project blank.
roject Name @ Business Phone Number

Select your option v

ncy @

Select your option ~

< Back

Step 6 - PHOTO UPLOAD Please upload a passport style photo and a picture of your state issued ID
card or drivers license. Please read the instructions on the photo upload page regarding formatting.
Failure to follow these directions will lead to a rejected application and delay your ability to work.

For more information on Passport style photos: https://travel.state.gov/content/travel/en/passports/how-apply/photos.html
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Step9of 12 Save Draftand Exit

Photo Upload

Cannabis Emy
Piease upload photos following the guidelines below.

ployee
Background Disclosure and ID
Card Request
Pioto format should be pg. il or_prig NO paf. eps or other types will be accepted.
ram an iPhone, “live" phato prior to uploadi ic format can ot

o should be a recent photo taken within the last 6 months.

igh resolution photo that is not blurry. grainy, or pixplated. no photos of a photo will be accopted.

dth and 1.5 inches in height. 2X2 is preferred.

i of aneutral light colored flat background when possible

Photos that do not meat the above requirements will lead to a rejected application and a delay in your
ity to

ability t¢

Headshot) @ Drivers License/ID Photo ©

ucy Ricardo.pog - Clear file ‘Ghoose File ] No file chosen

< Back Next >

INFO: Replacement Fees — There is no fee for your first Cannabis Employee ID Card. Your card should
be returned to your employer if you leave the company so that they may return it to the Cannabis
Compliance department. Should you gain employment with another facility they can request that
your card be delivered. Below is the fee schedule for replacement cards.

Replacement Fees

Fees for lost or damaged cards

First 1D lssued Free
Second ID Issued ~ $25
Third 1D Issued $50
Fourth ID Issued %75

Replacement cards can not be paid via the portal at this time. To request a replacerment card please contact us
through messaging found on your portal dashbeard. You can pay the fee when the card is picked up/deliverad.

Application Status Page - this page will be blank during the submission phase. Status messages will
appear here as your application is processed. You can view this from your dashboard.

© City of Desert Hot Springs. CA MyAccount  Search | tusy-
Step o1z Save Draftand Ext
Application Status

Cannabis Employes

Background Disclosure and ID

Card Request
< Back Next >
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Step 7 - Attachments If you have any additional attachments to upload, you may do so here. You
can add any information related to your background disclosure, your Live Scan application, or after
submission if you are asked for revised photos, they can be uploaded under Attachments.

City of Desert Hot Springs, CA

Step120f12 Save Draft and Exit
Attachments
Cannabis Emp

loyee
Background Disclosure and ID Include
Ploas

any additional files with your submission. Any box marked “Required” i required to submit your application.
Card Request

ximum allowed file size for any upload is 100 ME.

File

Lucy Ricardo LiveScand

Uploaded on Oct 27, 2021 at 10:51 Delete

Step 8 - Submission Confirmation This is your last chance to edit your application before
submission. Please check that all relevent entries are correct and complete. You can make
corrections by clicking edit next to the section you would like to update.

UPDATED 8/3/2022 — WEBSITE UPDATE


http://www.cityofdhs.org/

CITY OF DESERT HOT SPRINGS

CANNABIS COMPLIANCE DIVISION

65950 Pierson Blvd.  Desert Hot Springs « CA « 92240
(760) 329-6411+ www.cityofdhs.org

@ Gity of Desert Hot Springs, CA MyAcoount  Search | tuey -

Have apriect 47 Save Draft and Bxit
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Cannabis Employee i tly, then click ! below.

Background Disclosure and ID

Card Request
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760.320. 6411 oxt 704

Application Status
Edt

Attachments. Attachment File
Edit
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< Back Confirm and Submit >
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USING THE “CITY PORT” DASHBOARD TO MANAGE YOUR RECORDS AND CHECK APPLICATION STATUS

Now that you have submitted your disclosure you can check your employment status in real fime!
After submission you are brought to the status page of your record. Here you can see your city issued
employee ID number. From this record, you can communicate with staff, upload additionall
documents and check your current status.

@) City of Desert Hot Springs, CA MyAccount  Search | tuey-

Lucy MeGillicuddy
enimbrockSgrml co

Checking your status: From the dashboard, click on applications, select the application you want to
check.

@ City of Desert Hot Springs, CA MyAccount  Search [ Lucy~

Your Applications
& Dashboard

D Type Location etk Status

2 Messages Created

@ Profile CID-21-  Gannabis Employee Background Disclosure and

Active
489 ID Card Request Oct 27,2021 | Active

D Applications

&= Projects 65950 PIERSON BLVD

218 Background Disclosure Form (archive) DESERT HOT SPRING Jul 26,2021 Complete
& Permits & Docs CA92240

" Payments

& Inspections
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Here you will see any current status updates. You may also print your approval letter for your
employer, and chat with staff.

@) City of Desert Hot Springs, CA MyAccount  Search | [ Lucy - © City of Desert Hot Springs, CA My Account

Harborside

D “Your submission

ClD-21-489 ‘Submitted Oct 27, 2021 at 11:24am Cannabis Employee Background Cleared for Work
Disclosure and ID Card Request Issued. Your document is ready.
Your Submission CID-21-489
Attachmenis
Guests (0) Contact Information Lucy MeGllicuddy Issued: Oct 27,2021
Email addrese Phone Number Your Submission
ucy@TheTropicana.com Attachments
© Camabis Employee Background 7605557257
Guests (1)
 Cleared or Work )
Otssue D Gard Mailing Address Print your document
623 East b8t Street  Palm Springs. G 92262 © Cannabis Employee Background Print this document and retain for your records
© Cleared for Work Print Document
© Approved toWork
GCannabis Employee 5.50.050 Background checks. .
Portal A. Prior to commencing work at a cannabis facility or a cannabis business @ lssue D Card
‘park. ail current and prospective responsile persons, employees. independent © Active Employee
contractors. and any other persons who will be engaged in the operation of ) )
the cannabis facility or a cannabis business park must submit o and pass a Aska question about this
The shallinclude and other
necessary information for 3 criminal history recorcs check conducted by the Desert
Hot Springs Police Department hired througt s
section
Your Liva Scanhas been approved. sing the background check. each responsible persen, empioyee,
Application Status rontractor, and any othar parson angaged in the oparation of tha
ity or 3 cannabis business park shall be assigned a City-issued

that must be visibly worn at alltimes. No person

Active Employee Status:

Active employee status means that you are approved for work and your ID card has been issued. If
you change employers or are placed at another facility by a temp service, you can message us
here:

© City of Desert Hot Springs, CA MyAccount ~ Search | 3
Harborside

Gannabis Employee Background ACtIVe Employee

Disclosure and ID Card Request © In progress. This step is in progress

CID-21-489

Message the reviewer
Your Submission

Attachments
Guests (1)

@ Cannabis Employee Background
@ Cleared for Work
@ Approved to Work

@ Issue ID Card /
© Active Employee

If you have any issues with any portion of this process, please reach out to Cannabis Compliance IT Tech Loni via the portal, email Ibrock@dhspd.com , text/call 760-625-
6053, or office 760-329-6411 ext. 267
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