
Contractor Placement Application Process 

The following guidelines have been established for the placement of Contractors: 

All Contractors MUST complete the Placement Questionnaire, Contractor Application, Confidentiality 

Agreement, Criminal Offender Record Information (CORI) form and Fingerprints or Suitability Letter.  

Attached please find said documents as well as information on how to schedule your fingerprint appointment.  

Approved CORI and Fingerprints must be on file before a Contractor can start their placement. 

Overview of the Placement Process 

1. Once a placement request has been approved by the appropriate department, the following needs to be

submitted to Human Resources - Attention Mikaela Carrozza, Human Resource Specialist.

□ Placement Questionnaire

□ Contractor Application

□ Confidentiality Agreement

□ CORI Form (with colored copy of proper identification)

□ Fingerprints or Suitability Letter (if you’ve been fingerprinted for another district)

□ Emergency Contact Information

2. Once all required documentation is received, including CORI and Fingerprints, you will be notified that

you are cleared to work with Haverhill Public Schools.

PLEASE RETURN YOUR COMPLETED PACKET DIRECTLY TO: 

Mikaela Carrozza, HR Specialist (978-420-1912) 

Via email mcarrozza@haverhill-ps.org 

OR 

4 Summer Street, Suite 104, Haverhill, MA 01830 

9.22.2025 

Haverhill Public Schools 
Human Resource Department 

Human Resources Checkbox: 

School Brains _____  CORI _____ FP/Suitability _____   Notified Cleared _____ 

mailto:mcarrozza@haverhill-ps.org


 

 

Contractor Placement Questionnaire 

 

Please check one:      Individual Contractor            *Agency Contractor            

  

PLEASE PRINT CLEARLY 
 

Contractor Name: ___________________________________  Telephone #: _____________________ 
 

Name of Agency: _____________________________________________________________________ 
 

Name & Title of Agency Representative: ___________________________________________________ 
 

Representative Phone and Email Address: __________________________________________________ 
 

Field/Area: ________________________________________   
 

Start Date: ______________  End Date: ______________  Total Hours Requested Per Week: _________ 

          

Schools: ____________________________________________________________________________   

  
 

 

TO BE COMPLETED BY HPS ADMINISTRATOR 
 

Access to Any HPS Computer Systems Needed?  Y / N 
 

Start Date: __________    End Date: __________    Total Hours Planned Per Week: ________  

 

Funding Source:________________________________________ 
 

 

 
 

Administrator Name (print):____________________________________ 

 

Administrator Signature: _______________________________________ Date: _______________ 
 

 

Please return the contractor application packet to Mikaela Carrozza, Human Resource Specialist. Once all documentation 

is received and processed, the Contractor and Administrator will be notified.  

 

*HR to process once current contract verified with the Business Department 

I hereby certify that I have completed the qualifications on the recommended contractor and that this is an approved 
placement.  





 
Contractor – Confidentiality Agreement 

 
Student Records 

1. All student records maintained in the school must be private and secure. Computerized systems should be electronically 

secure. 

2. Do not include students’ names when emailing staff to discuss any sensitive issues. Any email containing a student’s 

name will become part of the student’s record. 

3. School personnel should be informed of how to protect a student’s privacy.  Refer to DOE Protecting Students Privacy: 

Data Security: K-12 and Higher Education at https://studentprivacy.ed.gov/security 

4. It is important that all information contained in a student’s record is private and confidential. 

 

Family Educational Rights and Privacy Act (FERPA) 

1. Employees and volunteers must maintain appropriate confidentiality with respect to conversations and/or information 

relating to students, families, parents/guardians, faculty, administration, and colleagues. 

2. Such information is required to be maintained in strict confidence. 

3. Employees and volunteers are not to discuss such information outside the confines of the school building except on an 

authorized need to know basis in order to perform assigned duties. All business employee, volunteer, and student records, 

computerized data and related information are the property of Haverhill Public Schools. 

4. Employees are not to copy, distribute, alter or modify such records, materials, computerized data or information unless 

authorized to do so. 

 

 

Mandated Reporter 

MGL Chapter 119 - Section 51A Training 
Care and Protection of Children Under 18 (51A) 

1. School personnel are mandated reporters legally obligated to contact the Massachusetts Department of Children and 

Families (DCF). 

2. If school personnel have reasonable cause to suspect physical or emotional abuse or substantial risk of harm/neglect they 

must follow DCF 51A reporting requirements. 

3. Please consult with school principals, school nurses, guidance counselors, the Superintendent, or the Executive Director of 

Student Support Services for assistance if abuse or neglect is suspected. 

4. The link of the DCF website contains the most current mandated reporter guidelines, as well as several resources for 

faculty and staff. https://www.mass.gov/how-to/report-child-abuse-or-neglect-as-a-mandated-reporter 

5. When you suspect that a child is being abused and/or neglected, you should immediately telephone the DCF Area Office 

and ask for the screening unit.  

6. Please note you are required by law to submit a written report within 48 hours. There is an online option available too.  

The 51A form is located at http://www.Massachusetts-Dept.-of-Children-and-Families-DCF. 

 

 

 

Signing this documentation signifies your understanding and commitment to adhere to student confidentiality.  Upon completion 

of my placement with the Haverhill Public Schools, I will continue to maintain student confidentiality. 

 

____________________________________________________ 

Contractor Name (print) 

 

_____________________________________________________  ____________________ 

Contractor Signature        Date 

 

https://studentprivacy.ed.gov/security
https://www.mass.gov/how-to/report-child-abuse-or-neglect-as-a-mandated-reporter
about:blank




Haverhill Public Schools 

Fingerprinting Fulfillment Process 

I dentoGO Massachusetts 

1. To make an appointment for fingerprinting, Log onto https://ma.state.identogo.com or
call 1-866-349-8130. Walk ins are not accepted.
• Under Fingerprinting & Enrollment Services, click on Register for In-State Digital

Fingerprinting Services
• Agency/Sector> "Pre-K-12th Grade Education (ESE)"
• Fingerp1int Reason > "All Other School Personnel" or "Licensed Educator"
• The Provider ID for Haverhill is 01280000. You may add up to 10 different school

districts provider ID's. Keep in mind all school districts entered would receive the
fingerprint results.

• Be sure to print out your registration confirmation and bring it with you to your

appointment.

2. AtTive for your appointment with your printed registration confinnation and valid (not
expired) Government issued ID.

3. Pay the appropriate fee of $35 (All Other School Personnel) or $55 (Licensed Educator)

in person at time of appointment via credit card, bank or personal check, or money order.
Cash is not accepted.

4. Trained Enrollment Agents will ensure that your paperwork is in order, take your
fingerprints, process the request, and have you on your way!

Haverhill Public Schools will receive the results and contact you if additional information is 
needed. It's important to retain your receipt for your records. Human Resources may request a 
copy of the receipt. 

Please log onto https:/ /ma.state.identogo.com or call 1-866-349-8130 with any questions that 
you may have. You may also contact the Haverhill Public Schools Human Resources 

Department at 978-374-3411. 

Please note: If you have been fingerprinted for another MA School District within the past 7 
years, you can ask that District to send Haverhill Public Schools a Detennination of Suitability. 
Please have the suitability letter sent to: diana.espinosa@haverhill-ps.org. 

2.6.2024 






