Pemberton Township Schools

Fingerprints/Background Check Instructions

***Please read through carefully to ensure that you do not pay for the wrong application.
After deciding which applicant you are, the following pages will go into depth on how to apply
for each one along with how to schedule your appointment, if needed.

There are three (3) different types of applications to select from to complete the Criminal
History record check:

1. New Applicant
2. Archive Request

3. Transfer Request

You are a new applicant if:

e You have never worked for a school, a bus contractor, or a vendor.

e You were fingerprinted by Office of Student Protection before March 2003, and are changing
school districts, bus contractors or vendors.

e You were originally fingerprinted as a College Student or as a Volunteer and paid a reduced
fingerprinting fee.

e You were previously disqualified by Office of Student Protection and have had your criminal
record expunged.

You are an archive applicant if:

e You were fingerprinted and approved by Office of Student Protection after February 2003,
and are changing school districts or vendors.

e You are a school bus driver renewing your “S” endorsement and were fingerprinted and
approved after February 2003.

You are a transfer applicant if:

e You were fingerprinted and approved by Office of Student Protection after March 2003.

e You were fingerprinted for a substitute or bus driver position.

e You have been employed in a substitute position continuously by a school or vendor since
the first year your criminal history approval was issued, and you can provide a Verification

of Employment memo.
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New Applicant Process

1.1 Accessing the Office of Student Protection website

Access the Office of Student Protection’s direct web address at www.nj.gov/education/crimhist/

and click on “File Authorization and Make Electronic Payment.”
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1.2 Filing a new Administration Fee Request (New Applicants Only)

Select the first option: “New Administration Fee Request (New Applicants Only)” and enter your
Social Security number and click “Continue.” The screen displays four (4) options as to the job
position(s) and employer. Please select the appropriate option and proceed to next screen.

e All Job Positions, except School Bus Drivers and Bus Aides, for Public Schools, Private Schools
for Students with Disabilities and Charter Schools

e All School Bus Drivers and Bus Aides for Public Schools, Private Schools for Students with
Disabilities, Charter Schools and Authorized School Bus Contractors

e All Job Positions, except School Bus Drivers and Bus Aides, for Non-Public Schools

e All School Bus Drivers and Bus Aides for Non-Public Schools and Other Agencies

On-Line Applicant Authorization and Certification (AA&C)

A : —

New Administration Fee Request (New Applicasts Only)
Fle Auhorization make electronic payment and prnt IdentoGO NJ Universal
Fingerprirt form

Archiva Apclication Reqsest (Arplicanis Pravious’y Fingernrinted fer
Department of Education and Asnroved Subseouent to February 2003)
i You must have bean praviously prnted through the Dapartment of Zducation
subsequent 1o February 21, 2003 and the staie print image retained by he State
Bureau of identfication to be elgitie for tha Archive process If you wera
fingerprinied as a College Stucdent or as a Volunieer anc paid a regucad
fNQerPANGNg fee, you are Not slgdie 107 The archine process

¥ TYransfer Reauest (Only Substitutes & Bus Drivers are elicibie)

May only e compiated by appicants Educatonal Facities, Contractors or Vencors

» Reorint Your Confirmation or 1dentoGO Finoerprinting Form

ePayment
AASC Home
APPLICANT AUTHORIZATION AND CERTIFICATION (AA&C)
NEW ADMINISTRATION FEE PAYMENT REQUEST
B A user of the CHRU ePayments process will be asked to fill out an on-line
Applicant Authorization and Cenrtification (AA&C) form.
Please solect an AA&C form:
1. AllJob Positi School Bus Dri 1 Bus Aides, for Publi
NEW APPLICATION REQUEST Schools, Private Schools for Students with Disabilities and Charter

_School Bus Contractors

3. AllJob Positi School Bus Dri | Bus Aides. for N
_Public Schools

4. AllSchool Bus Drivers and Bus Aides. for Non Public Schools and
Other Agencies

NOTE: A School Bus Driver is defined as an individual holding or applying for a
Motor Vehicle “S” Endorsement.
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1.3 Application Breakdown

Complete the requested applicant information making sure to use the employer codes provided to
you and proceed to the Legal Certification. In order to continue with the ePayment process, read
and accept the terms of the AA&C by checking the box.

APPLICANT AUTHORIZATION AND CERTIFICATION (AAXC)
NEW ADMINISTRATION FEE PAYMENT REQUEST
. All Job Pusitions, secept Sch 3us Drivers end Bes Ak for Public Schocls, Privete Schouls for Stude
with Disabilkies and Chaner Schools

actor'Vendar-— v |

Legal Cemllication

v ] I do hereby suthorize the New Jorsoy State Department of Education, its agents and regs esontatives, 10 sabendt finger pois clate
periaining 1o me to the Federal Bareau of Invostigation and the New Jersey Stmte Police Burosu of identication for the parpose of
obisming criminal hateey cord information ss required by NJSA 180677 oe NJSA 1801212 o NJSA 1RA-39.191

sweoeialfiom that | have not beun convicted nor do | have aay chargus pending for the foliowing crimes or offermas: ey ciime of the
first of second degree; any crime bearng upon of valving sexual offenses or child melestation; sy crime of the fourth degree
rwolving a viction who s 3 minor; sn ofense invalving the possession, mamiiactere, transportation, sale, distribution, habitual wse
of a controlled dangurcws substance or any violation involving dreg parapbeenalia, including hy podermic neadlex: any crime
vwolving the wse of force or The Bwoet of force 10 oF wpon a perscn or progerty including, but not limited 1o, robbery. aggravsted
assauit. stalking, kidnapping. arson, mansiaughter and murdes, any crime of possessing weapons: a third degree crime as set forth
n Chapter 20 of Tick 2C fhehk reckisasly andangering snother persca. tarroristic theaats, criming sestrsian, luring or enticing child
0 oor vehicle, structure, of isoloted ares; cousing or risking widespread injury o damege: criminal mischied, barglary, usury,
thieats and other yeproper inflsence. perpury and false swearing, resistng arrest, escage; bias Intmidation; any conspiracy to
COMMMIL OF aMbem gt 10 COmmit any of the crimes described i this acl

County: Burlington (05)
District: Pemberton Township (4050)
Contributor Number: 054050
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1.4 Filing an ePayment

Please complete the required payment information. There is a $10.00 administrative fee for the

department to process the request. There will also be an additional $1.00 convenience fee charged
by the private vendor, NicUSA for processing the credit card information. Methods of payment are
Visa, MasterCard, American Express or Discover credit cards. You MUST click the “Make Payment”

button only one time to complete the transaction.

APPLICANT AUTHORIZATION AND CERTIFICATION (AA&C)

NEW ADMINISTRATION FEE PAYMENT REQUEST
xcept School Bus Drivers and Bus Aides, for Public Schools, Private Schools for Students with Disabilities and Charter
Schools

STEP 1: Input Information and Legal Certificatior . . STEP 2: Payment . STEP 3: Submit

Ready to Payment Process:

This fee includes a $10.00 Criminal History Review Processing fee plus a service provider fee. Please press "Next” to continue.

Please have your Credit Card ready. We accept these major credit cards:

o

Please click the "Next" button to redirect to New Jersey Online Payment Service:

Back Caced
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1.5 Payment Processing Services Transaction Summary

3

PAYMENT PROCESSING SERVICES

Transaction Summary

e ———
Criminal Background Checks
Pay now with New Jersey Govemment Secvioes

Customer Billing Information

Name *

JOHN DOE ] 609-555-1212 |

W m f:.lx 23 RONI  mANZBYI O30

NJDOE l | |

Biling Address * Email Address *

100 STATE STREET | _Piase arer you emal sdess.

s ke’ TEST@EMAILCOM |
BlngCly' ) Credit Card Information
TRENTON | Credt Card Type *

M.' Setect 2 Camt > '

— = .

rot Set seed o/ deetdtdone

Wted on fron ol
mercan Express

“peRted T back of
maest Credit cords

,

Cancel Payment
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1.6 View and Print Your Confirmation

After completing the transaction, you will be presented with three required steps:

e View and/or print your New Administration Fee Payment Request confirmation page

e View and/or print your IdentoGO NJ Universal Fingerprint Form

e Click here to schedule your fingerprinting appointment with Idemia
Select the first option “View and/or print your New Administration Fee Payment Request
confirmation page” and print a copy of the receipt by clicking the print button in the upper right

corner of the page and presenting a copy to the employing entity.

Your ePayment transaction has been processed successfully.

To continue please download a free copy of Adobe Reader if you do not have it already installed on 3\‘
your PC. -
o

Please click on the following STEPS to continue the process:

> View and/or prnt your New Administration Fee Payment Request confirmation page /

You must take this form with you at time of LiveScan fingerprinting.

> Click here to schedule your fingerpanting appointment,

*Sample confirmation on next page.
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CRIMINAL HISTORY REVIEW UNIT (CHRU) <PAYMENT

) B::a";mmt of Educafion CRIMINAL HISTORY REVIEW UNLT&L?&R_U_)_
e  em
Payment Confirmation
Your ePayment transaction has been processed successfully.

To check the status of your payment with us, please be prepared to provide your ePayment confirmation
information below.

APPLICANT AUTHORIZATION AND CERTIFICATION (AA&C)
NEW ADMINISTRATION FEE PAYMENT REQUEST

Applicant information:

Transaction ID: 138435140511801
Confirm Order No.: 2551640

Transaction Date: 11/1372013 11:54:58 AM EST
PCN: 495051032000
Applicant Name: John Doe

Social Security No.: 123458782

Date of Birth: Q/17/1961

Sex: Male

Race: White, Non-Hispanic
P S 4 Main Terrace

City: Ring

State: NJ

e 07458

stuh Calngury: CustodialMaintenance
School County: UNION

School District: SPRINGFIELD
Phone: 9735500020

Email:

Legal Certification:

Legal Certification? Yes

Payment Information:

Credit Card: VISA

Credit Card Number: ‘000

Name as Appears on Card: John Doe

Total Pay Amount: $11.00 { $10.00 + $1.00 Convenience fee )

NEW JERSEY STATE DEPARTMENT OF EDUCATION
PO BOX 500
TRENTON, NEW JERSEY 02525-0500

***Please send an email to your employer of your payment
confirmation page.
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1.7 View and Print Your IdentoGO Fingerprint Form

Next select the second option “View and/or print your IdentoGo NJ Universal Fingerprint Form” to
open and print the IdentoGo NJ Universal Fingerprint Form. You must reference the information in
Box 7 which is the Contributor’s Case Number that is asked for when scheduling your fingerprint
appointment.

Your ePayment transaction has been processed successfully.

To continue please download a free copy of Adobe Reader if you do not have it already installed on
your PC. —

Please click on the following STEPS to continue the process:

> View and/or print your IdentoGO NJ Universal Fingerprint Form /

You must take this form with you at time of LiveScan fingerprinting.

. lick | ikl : - .

*#*]t is recommended that you schedule an appointment
immediately after printing out the form. Instructions are on
the following pages.
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2. ldentoGO

2.1 Accessing the IdentoGO website

Access the IdentoGo web page by selecting the third option “Click here to schedule your
fingerprinting appointment with IdentoGo.”

Your ePayment transaction has been processed successfully.

To continue please download a free copy of Adobe Reader if you do not have it already installed on '?‘,
your PC. :
Rdcde

Please click on the following STEPS to continue the process:

You must take this form with you at time of LiveScan fingerprinting.

g lick | il 6 = . /

2.2 Schedule a Fingerprinting Appointment

After accessing the IdentoGo website, select the first option “Schedule or Manage
Appointment” and follow the steps provided.

IdentoGO -

2F1FB1 - New Jersey PUBLIC SCHOOL EMPLOYMENT-EDK-State&Fed
£ Back 1o Home
Schedule or Manage A /

SCheduie an In-person appainiment of Change an existing appantment

What do | need to bring to enroliment?
Find out which documents you need 1o bring 1o the enrolment center 10 faciltale processing

Locate an Enroliment Center
Locate and get directions 0 an earoliment center near you

Submit A Fingerprint Card by Mail
Complete e pre-enfolment INfOTAtion Necessary 10 SUbME a Nngerpint Carg enroment by mail

Check your status of reprint your cardscan registasion form
For addfonal help, Coniact customer service.

Reschedule an exisiing appointment or schedule 2 retake

Check the Status of your Service @ Manage an existing Appointment
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Piease enter your mormaton below (eers, spacos. hypher and apostrophes

2F1FB1 - New

FIease o0t your REommanon Delow. Then ¢

Agency identhers

Cortridutor Cate Number

Mocefanecus (¢ wninewn

ancel 10 ex

sey PUBLIC SCHOOL EMPLO

seave biank

o AQers

) are aliowed i name frelds) Then chck Next &

AN A o CONMTMAINn MLATENS WHon Fegistra

0 envolmen

o, 25 ey Wil DO UBed 19 e eve Your Infaemation Surny y

Legal Name
Farst Name Meoale Name (Of NMN f 10 mioale N3Me)
SANE
Last Name Sumtix
DOE noose One v
)ate th
Date of urth Cortwm Date of Barth
0502000 05052000
Method of tact (at 5t athe € re
Eman Contrm Email
TEST@EMAIL COM TEST@EMAL CO
Country Code Prone |
Untec States v €09) 5551292
Country Code Prone 3
Unted States v
Preferred Methoo of Contact
L v
x

NT-EDK-State&Fed

X NexI 10 Cortrue O Cany

St s

»nghese

vOlter

0 check he status of your service
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2F1FB1 - New Jersey PUBLIC SCHOOL EMPLOYMENT-EDK-State&Fed

Fiease onter your mintmation Defow . Then chok Next 10 cortinue o Canced 10 exnt

zZensn
Country of Drer
Unted Stxes v
Cety of Dirth
TRENTON
SawProvince of Bith
New Jersey v

Country of Crusensvip

Joded Slanes v

2F1FB1 - New Jersey PUBLIC SCHOOL EMPLOYMENT-EDK-State&Fed

Required Fieios
Flease answer Ine questons below. Then Cick 'Next' 1o contnue of 'Cancel’ 10 ext
S your mailing acdress the same as your residential address? O Yos
x Next >

2F1FB1 - New Jersey PUBLIC SCHOOL EMPLOYMENT-EDK-State&Fed

Flease enier your INformation below (Ietters, Spaces, hyphens (), anc aposiophes |') are allowed In Name Heds). Then Cick ‘Next'to ¢

@ o ‘Cancel’ to ext

Personal Information
Height Weight Hair Color Eye Color
6 n 3 n 200 1t Dlack . Mazet v
Preterred Larguage (Receipts & other communication) Gender Race
English v 1Ak v Caxcasaniating v
x Noxt >

Page 13 of 27



2F1FB1 - New Jersey PUBLIC SCHOOL EMPLOYMENT-EDK-State&Fed

Asaress Lie Y

90 WMAN STRELT

Adsress Uine 2

Cey
TRENTIN
SDWMTrOVIOCS Poste Cooe
News Jeney

2F1FB1 - New Jersey PUBLIC SCHOOL EMPLOYMENT-EDK-State8Fed

i ¢
Flease sokc! The regured Jocuments Y0 DIng 10 Your enroliment Then chick Nexr' 1 continue o Lancel 10 exit
M R
Documents
Document
Driver's Liconse ssuec Dy a S1a%0 of culiying cossession cf the U S v

Bnng M IGlicwing Recuired ety Documents 1O your enrelinent

1 Diwecs License issued By a Stale of Outying possession of the U

Enter 3 Fosts o . A O30 OF SPOO LOCINON ACCRSS D¢ 1 $e30Ch o 3 ocanoy o v %0 AT AR2C SOXTINg 3 000N X Nexr
confinue anced to ext
Nete > mof yel corrpiete You miny o 2 catn s wed 4 e o © 3 o <) oy OO COnHTIY

Number of Fesuls - v
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2F1FB1 - New Jersey PUBLIC SCHOOL EMPLOYMENT-EDK-State&Fed

Select Dote Select Time
Weanesasy Fa 15 v 0530 AN

Now

Location Details:

¢

2.3 Applicant Approval Employment History

In about two weeks, you will be able to view and print your “Applicant Approval Employment

History” by accessing it on the Office of Student Protection website. Pleéase give'acopy toyour
employer.

***You can send over an email of your appointment confirmation
and payment confirmation.
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3. Archive Application Process

3.1 Filing an Archive Application Request (Previously Fingerprinted Applicant)

Access the Office of Student Protection’s direct web address to begin the process. The web
address is: https://www.nj.gov/education/crimhist. Click on “File Authorization and Make
Electronic Payment for Criminal History Record Check.”

Governoe Phd Murphy - L Governor Shedla Oliver

Forma Chief School Administrator Letlers Pre Employment Resources PL 2018 ¢ § Questions and Answers

Home / Criminal History Record Check

The Otfice of Student Protection Unit (0SP) conducts criminal background checks of applicants 1of posItions in New Jersey's pubiic schools, private Appllcanls - Online as'ems
schools for students with disabilities, charter schools, and nonpublic schools, as well as for authorized vendors and authorized school bus contractorns,
Dy working through the New Jersey State Police (NJSP) and the Federal Bureau of investigation (FBI) © Appixcont Approval Employment History
Read this before you apply...
© Weeidy Listing of Approved Applicants
To complete this application. a Microsoft intermet browser like Internet Explorer or Edge Is recommended All 0ther operating systems and intemet
beowsers are unrelisble with this program. Do not use Smart phones. lablets, (Pads of other moble devices © Fite Authonzanon and Make Electronic Payment
There are three different types of appiications 1o select from 10 complete the Criminal History record check. Please read the descriptions below 10
determine which of the apphcations is correct fof you Contact Us
L NJ State Department of Education

Office of Student Protection
PO Box 500

You have never worked for a school, 9 bus contractor of a vendor, of

You were fingerprinted by Office of Student Protection before March 2003, and are changing school districts, bus contracions of vendors, of Trenton, New Jersey 086250500
You were onginally fingerprinted as o College Student or as a Volunteer and pasd a reduced fingerprinting fee. or Phone: 6093763999
Fax €09-777-4016

You were previously disqualified by Office of Student Protection and have had your criminal record expunged Emait OfMceotSILdentProlection@doe N 0oV

hen you are 3 new spplicant In your email please enclose your full name, date of

Select the second option: “Archive Application Request (Applicants Previously Fingerprinted for
the Department of Education and Approved Subsequent to February 2003).”

On-Line Applicant Authorization and Certification (AA&C)

¥ New Administration Fee Reagest (New Apolicants Only)
Fle Autheri n, make slectronic payment and print Identa GO NJ Universal
Fingerprirt form

» Azchive Apclication Reasest (Asrlicants Praviousiy Finosrerinted for the
Department of Education and Asnroved Subseouent to February 2003)

You must have baen praviously printed through the Department of Education
subsequent 0 Fabruary 21, 2003 and the state image retained by the State
Bursau of identfication to be elgitie for the Archive process ! you wers
fngerprinted as a College Student or as a Vounteer and paid a recucad
ingerpning fea, you are not elginie 1or the archive process

¥ Yransfer Reauest (Onlv Substitutes & Bus Drivers are eligible)

May only be completed by appicants Educational Facilties, Contractors or Vencors

» Reprint Your Confirmation or 1dentoGO Fingerprinting Form

Web Sitg
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Please enter your Social Security number to ascertain if you are eligible for the process. Click

“Continue.”

ARCHIVE APPLICATION REQUEST - Social Security Check For Eligibility

Ploass Enter Your Sodial Security Number for Eligiblity

| Cancel

e I'I

[ Continuse |

3.2 Selecting the appropriate Applicant Authorization & Certification form

Select the appropriate Applicant Authorization and Certification form that is suitable to your job

position and employer.

ARCHIVE APPLICATION REQUEST

Please select an AA&C form:

You must have been previously printed through the Dept. of Education
subsequent to February 21, 2003 and the state print image retained by
the State Bureau of Identification to access the Archive process
Schools, Private Schools for Students with Disabilities and Charter
Schools

All School Bus Drivers and Bus Aides, for Public Schools, Private
Schools for Students with Disabilities, Charter Schools and Authorized
School Bus Contractors

Public Schools

All School Bus Drivers and Bus Aides, for Non Public Schools and Other
Agencies

NOTE: A School Bus Driver is defined as an individual holding a Motor Vehicle
"S" Endorsement.
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3.3 Completing the form and Legal Certification

Complete the requested applicant information to include the county, district, school or
contractor code names furnished to you by your employer) and proceed to the Legal
Certification. In order to continue with the ePayment process, read and accept the terms of the
Applicant Authorization and Certification form by checking the box. Click “Next”

STEP 1 gt informaton and Legal Conticaton [ - —- e ]

Applicant Indormation

4951955 -
Last Neme DOE v SUM - v Fiest Name®  JANE Mt int
odial Sedu 123856789
ale } Ma hd v - b
Ferg v
- sian or Paciic Islan v
ol A e JAN tE
TRENTON
S P '-‘_\.S’ - p AT LY
cacher Aide (05 v
N !
i ) »
v \u' l‘“"n“ " - -
v DASON P 24697) v "
v " ~ AVITIAM TR > 2 2
-
- v
£ TEST@EMAIL CO8
ephe - &09 A 212

Legal Contification:
i » O

(&) 1 do heveby authorize the New Jersey State Departiment of Education. its agents and representatives. to submit fingerprint data
periaining 1o rme 1o the Federsl Bureau of Investigation and the New Jersey State Police Bareau of Idemtillic ation lor the purpose of
obtaining criminal history record information as required by NJSA 18AS. 7T 20r NJSA 18A12 120 NI SA T13A9. 19

I swear/alfiom that | have not been convicted nor do | have sy charges pending for the following crimes or offenses: any crime of the
first or sacond degree; any crime bearing upon or involving sexual offenses or child molestation: amy crime of the fourth degree
involing a victen who is 8 minor; an offense involving the possession. manclecture. transportaton, sale, distribation. habitual use
of a controlied dangerous substance or any vioketion isvolving drug paraphernalla, including hypodermic meedies: any crime
involving the use of lorce of the threat of force 10 Of UpPon & person or property incleding. but not limited 10, robbery, agoravated
assault, staluing, kidrappang, arson, mansloughter and murder. amy crime of possessing weapons; 8 Third degree crime as sat forth
in Chapter 20 of Titke 2C (theft): recikiessly endangering ancther person, terroristic threats, criminal restraint, luring or enticing child
into motor vehicle, structure, or isolated area; causing or risking widespread injury or damage: criminal mischiel, burglary, usury
threats and other improper influence perjury and false swearing, resisting arrest, escape; bias intimidation: any conspiracy 1o
COMENIL OF 3T pE 1O COMME 3ary of the crimes descnbed i this act

County: Burlington (05)
District: Pemberton Township (4050)
Contributor Number: 054050
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3.4 Filing an ePayment

Submit your credit card payment. Total payment is $29.75 ($28.75 plus a $1.00 convenience
fee charged by the private vendor). Click “Continue” and then click “Make Payment” at the

bottom of the next page.

The Payment Confirmation page will state “Your ePayment transaction has been processed

successfully.” You should print a copy of this receipt.

i CRIMINAL 1
= (CHR) - ePavment : =

b

APPLICANT AUTHORIZATION AND CERTIFICATION (AA&C)

ARCHIVE APPLICATION REQUEST
xcept School Bus Drivers and Bus Aides, for Public Schools, Private Schools for Students with Disabilities and Charter
Schools

STEP 2: Payment

Ready to Payment Process:
This fee mdudes a $28 75 Cnomnal Mistory Review Processing fee plus a service provider fee. Please press "Next” 1o continue

Please have your Credit Card ready. We accept these major credit cards

Please click the "Next™ button to redirect to New Jersey Online Payment Service:

B Cmewd

3.5 Applicant Approval Employment History

In about two weeks, you will be able to view and print your “Applicant Approval Employment
History” by accessing it on the Office of Student Protection website. Please give a copy to your

employer.

***Please send an email to your employer of your payment
confirmation page.
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***Please send an email to your employer of your payment confirmation page.


4. Transfer Request Process

4.1 Filing a Transfer Request (Substitutes & Bus Drivers)

Access the Office of Student Protection’s direct web address to begin the process. The web
address is: https://www.nj.gov/education/crimhist. Click on “File Authorization and Make
Electronic Payment for Criminal History Record Check.”

Governor Pl Murphy + Lt Governor Shedla Oliver
oot et Undates BB | Search Q

Department of Education

Home / Criminal History Record Check

The Office of Student Protection Ut (0SP) conducts crimmnal background checks of applicants for positons in New Jersey's pubiic schools, private ‘DD'MMS - Online Systems
schools for students with disabiities, charter schools, and nonpubiic schools, a8 well as for authorized vendors and authorized school bus contractorns,
By working through the New Jersey State Police (NJSP) and the Federal Bureau of Investigation (FBI) o Appixcant Asproval Empboy ment Hestory
Read this before you apply..
o Weeily Listing of Approved Applicants
To complete this appiicanon, a Microsoft internet browser ke internet Explorer or Edge s d Al other systems and internet
Drowsers are unreliable with this program. Do not use Smart phones, tablets, Pads of other mobie devices © File Authonzanon ana Make Electronic Payment
There are three different types of 20pECALIONS 10 Select from 10 complete the Criminal History record check. Please read the descriptions below 10
determine which of the spplications s cormect for you Contact Us
"

NJ Staze Department of Education
Offce of Student Protection
PO Box 500

You have never worked for 3 school, @ Dus contracior of @ vendor, of

You were fingerprinted by Office of Student Protection before March 2003, and are changing school districts, Dus CONtractons of vendors, of Trenton New Jersey 0846250500
You were ongmnally fingerprinted as a College Student of 83 a Volunteer and paid a reduced fingerprinting fee. of Phone 6093763999
Fax 609-777-4016

You were previoutly dlasqualified by Office of Student Protection and have had your crimingl record expunged Ematt OfMCeotSIudentProtectiondos Y 0oV

ben you a'e 2 new spplicant in your emadl please enclose your full name, date of

Select the third option: “Transfer Request (Only Substitutes & Bus Drivers are eligible).”

On-Line Applicant Authorization and Certification (AA&C)

¥ New Administration Fee Bequest (New Applicants Only)
Flle Authorization, make ¢ectronic payment and print Idento GO NJ Universal
Fingerprirt form

» Azchive Anplication Reavest (Arelicants Pravieusiv finesrerinted fer the
Deoartment of Educabion and Asnroved Subsecuent to February 2003)

You must have bean praviously printed through the Department of Education
subsequant o Fabruary 21, 2003 and the stale p
Bureau of Identfication to be elgitie for the
fingerprinted as a College Stucdent or as a Volunteer and p
BNQErpiNting 1, you are not elgdie 1or the archive process

¥ Transfer Reauest (Only Substitutes & Bus Drivers are elicible)

May only be compieted by appicants Educational Facilties, Contractors or Vendon

» Reprint Your Confirmation or 1dentoGO Fingerprinting Form

el 5S¢
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Please enter the Social Security number to ascertain if the applicant is eligible for the process. Click
“Continue.”

TRANSFER REQUEST - Social Security Check For Eligibility

Please Enter Your Social Security Number for Eligibility

SSN:

Cancel Continuse

4.2 Selecting the appropriate option and completing the requested information

The screen will display two options, select the option for the position for which you are
requesting the transfer.

,,,,,

For All Bys Drivers ONLY

For All Other Job Categories
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4.3 Filing an ePayment

Complete the requested applicant information including the county/district/school/contractor-
vendor code names furnished to you by your employer and click on the “Next” button.

) ( TRANSFER REQUEST

Last Name® SMITH | v First Name*: MIKE Middle Ini
)Cia y No 1mm 1
Date of Birth Juna ~ 18 v 1972 v
Street Address 156 MAIN STREET
TRENTON
Siate NEW JERSEY v
Zip* 12345
Job Category Substituta Teacher (04) v
Emai TFQT@C‘,‘L:H COM
Telephone Number* 609 - 1555 11212
New DistricuS« ol
© Public School Selection Other School Selection
[ MONMOUTH(25) T k| pee— v
| BRADLEY BEACH(0500) v* ——
jNQ,‘\EDO::) ~ —
Contractor/Vendor
Select County:=« v
--Select Contractor/Vendor--- v

Review your information and submit your credit card payment. Total payment is $6.00 ($5.00
plus a $1.00 convenience fee charged by the private vendor). Click “Continue” and then click
“Make Payment” at the bottom of the next page.

The Payment Confirmation page will state “Your ePayment transaction has been processed
successfully.” You may print a copy of this receipt.
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CRIMINAL
HISTORY REVIEW
(CHR) - ePayment

APPLICANT AUTHORIZATION AND CERTIFICATION (AA&C)
Transfer Request

Information and Legal Certification STEP 2: Payment STEP 32 Submit

Ready to Payment Process:

This fee includes a $5.00 Criminal History Review Processing fee plus a service provider fee. Please press "Next” to continue.

Please have your Credit Card ready. We accept these major credit cards:

TN

Please click the "Next" button to redirect to New Jersey Online Payment Service:

Bad Concel o

4.4 Applicant Approval Employment History

In a few days, you will be able to view and print your “Applicant Approval Employment History”
by accessing it on the Office of Student Protection website. Please give a copy to your
employer.

***Please send an email to your employer of your payment
confirmation page.
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***Please send an email to your employer of your payment confirmation page.


5. Reprinting Your Confirmation, IldentoGO Fingerprinting Form, or Schedule an Appointment

5.1 Reprinting and Scheduling an Appointment

Access the Office of Student Protection’s direct web address to begin the process. The web
address is: https://www.nj.gov/education/crimhist. Click on “File Authorization and Make
Electronic Payment for Criminal History Record Check.”

Governor Pl Murphy - Lt Governor Shedla Oliver

Q

Department of Education

Office of Student Protection

Home / Criminal History Record Check

The Office of Student Protection Unet (OSP) conducts crimnal background checks of appiicants for positons in New Jersey's pubic schools, private Applmnts - Online systems
schools for students with disabiities, charter schools, and nonpublic schools, 38 well as for authorized Wndors and authorized school bus Contractons,
Dy working through the New Jersey State Police (NJSP) and the Federal Bureau of Investigation (FB o Appiscant Acpeoval Employ Tent Hestory
Read this before you apply._.
© Weenty Listing of Approved Applicants
To complete this appicanon, a Microsoft internet browser ke Internet Explorer or Edge Is recommended Al 0thor operating systems and intermet
rowsers are unreliable with this program. Do not use Smart phones. tablets, IPads of other mobile Cevices © Fie Authonzanon ana Make Electronic Payment
There are three different types of 20pECALIONS 10 Select from 10 complete the Criminal History record check. Please read the descriptions below 10
deterrmine which of the apphcations i3 cormect for you Contact Us
Ld NJ Staze Department of Education
of Student Protectic
You have never worked 10r @ 5chool, @ bus CONtractor of @ wendor, of Ofice of Shxdest Profection
PO Box 500
You were fingerprinted by Office of Student Protection before March 2003, and are changing school districts, bus CONtractons of vendors, of Trenton, New Jersey 0846250500
You were ongnally fingerprinted as a College Student of a3 2 Volunteer and paid a reduced fingerprinting fee. of Phone 6093763999
Fax 609-777.4016
You weee previously dlsqualified by Office of Student Protection and have had your crimingl record expunged Ematt OfCeotSIudentProtecioni doe 1Y
hen you are 3 new spplicant N your emadl please enclose your Il name, date of

Select the fourth option: “Reprint Your Confirmation or IdentoGO Fingerprinting Form.”

On-Line Applicant Authorization and Certification (AA&C)

¥ New Administration Foo Reauest (New Applicants Only)
File Authorization, make electronic payment and prnt IdentoGO NJ Universal
Fingetprirt form

» Archive Anclication Reavest (Apnlicants Praviousiy finoernrinted for the
Deoartment of Education and Asnroved Subseouent to February 2003)

gh the Dapartment of Education
e print IMmege retaned by the State

1 you were

® baen praviously printed throd

MW3and th
@ for the Archive process
r 3s a Vounteer anc pald a recuced

¥ Transfer Reauest (Only Substitutes & Bus Drivers are clicibie)

May only be compieted by appicants. Educatioral Faciities, Contractars or Vencon

» Reprint Your Confirmation or 1dentoGO Fingerprinting Form «—— |

cb Snte

Please enter your Social Security number and your Date of Birth. Click “Continue.”
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https://www.nj.gov/education/crimhist

Confirmation or IdentoGO Fingerprinting Form - Find

SSN:

Dato of Birth: month-- v day - v year-- v

Cancel Continue

The system will present all past Applicant Authorization & Certification ePayments made to the
Department of Education. The applicant will then click on the past ePayments for which they
require Applicant Authorization & Certification Confirmation reprints and/or IdentoGO
Fingerprinting Form reprints and submit these request(s).

Select “Click here to schedule your fingerprinting appointment”.

Note: No payment is required for the Applicant Authorization & Certification ePayment
and/or IdentoGO fingerprinting form reprint process.
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6. Additional Information

6.1 Applicant Process Breakdown

There are three (3) different types of applications to select from to complete the Criminal
History record check:

1. New Applicant
2. Archive Request
3. Transfer Request

You are a new applicant if:

You have never worked for a school, a bus contractor, or a vendor.

You were fingerprinted by Office of Student Protection before March 2003, and are
changing school districts, bus contractors or vendors.

You were originally fingerprinted as a College Student or as a Volunteer and paid a
reduced fingerprinting fee.

You were previously disqualified by Office of Student Protection and have had your
criminal record expunged.

You are an archive applicant if:

You were fingerprinted and approved by Office of Student Protection after February
2003, and are changing school districts or vendors.

You are a school bus driver renewing your "S" endorsement and were fingerprinted and
approved after February 2003.

You are a transfer applicant if:

You were fingerprinted and approved by Office of Student Protection after March 2003.
You were fingerprinted for a substitute or bus driver position.

You have been employed in a substitute position continuously by a school or vendor
since the first year your criminal history approval was issued, and you can provide a
Verification of Employment memo.
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6. Additional Information

6.2 Important Details and Best Practices

e Ensure information is properly inserted into all areas of the application.

e The Contractor Code Number provided by the Office of Student Protection is called the
Contributor Case Number with IdentoGO. They are the same number.

e Keep copies of all receipts obtained.

e |dentoGO has a limited number of appointments available on a monthly basis. Peak
time for appointments is typically July-September. If possible, make every attempt to
book an appointment outside of that window.

e The PCN inserted must be from the most recent approval.

e An applicant with bus driver approvals cannot archive for a non-school bus driver
position, and subsequently, an applicant with non-bus driver approvals cannot archive
as a school bus driver. Both cases are new applicants.

e Only school bus drivers and substitutes can apply for a transfer.

e Inthe event of insufficient fingerprints, i.e. a bad print results, contact IdentoGO at 855-
845-7434 to reschedule fingerprinting services.
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