
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) di�erent types of applications to select from to complete the Criminal 

History record check:

You are a new applicant if:

You are an archive applicant if:

You are a transfer applicant if:

1. New Applicant

2. Archive Request

3. Transfer Request

You have never worked for a school, a bus contractor, or a vendor.
You were fingerprinted by O�ce 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 O�ce of Student Protection and have had your criminal 
record expunged. 

You were fingerprinted and approved by O�ce 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 were fingerprinted and approved by O�ce 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.

Zoe Madamba
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1. 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.”

http://www.nj.gov/education/crimhist/
Zoe Madamba
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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.  

• All Job Positions, except School Bus Drivers and Bus Aides, for Public 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 

• All Job Positions, except School Bus Drivers and Bus Aides, for Non-Public Schools 
• All School Bus Drivers and Bus Aides for Non-Public Schools and Other Agencies  

 

 

A 

B 
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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. 

 

Zoe Madamba

Zoe Madamba
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.   
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1.5 Payment Processing Services Transaction Summary  
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1.6 View and Print Your Confirmation  

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

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

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

 
• 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. 
 

 
 

*Sample confirmation on next page. 
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Zoe Madamba
***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. 
 
 

  
 

 
 

 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Zoe Madamba
***It is recommended that you schedule an appointment
immediately after printing out the form. Instructions are on the following pages.
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2. IdentoGO 
 
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.” 
 

 
 
 
 

2.2 Schedule a Fingerprinting Appointment 
 

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

 

 
 



Page 12 of 27 
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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.  Please give a copy to your 
employer. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Zoe Madamba

Zoe Madamba
***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.” 
 

 
 

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

 

https://www.nj.gov/education/crimhist
Zoe Madamba
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Please enter your Social Security number to ascertain if you are eligible for the process.  Click 
“Continue.” 
 

  
 
 
 

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. 
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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” 
 

  

Zoe Madamba
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. 

 

 
 
 

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. 
 
 
 
 
 
 
 

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

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

 

 

https://www.nj.gov/education/crimhist
Zoe Madamba
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Please enter the Social Security number to ascertain if the applicant is eligible for the process.  Click 
“Continue.” 
 

  
 
 
 

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. 
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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. 
 

 

 
 
 

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. 

Zoe Madamba
County: Burlington (05)
District: Pemberton Township (4050)
Contributor Number: 054050
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Zoe Madamba
***Please send an email to your employer of your payment confirmation page.
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5. Reprinting Your Confirmation, IdentoGO 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.” 
 

 
 

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

 
Please enter your Social Security number and your Date of Birth.  Click “Continue.” 

https://www.nj.gov/education/crimhist
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 26 of 27 
 

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. 

 
 
 
 
 
 

Zoe Madamba

Zoe Madamba

Zoe Madamba
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6. Additional Information 
 

6.2 Important Details and Best Practices 
 

• Ensure information is properly inserted into all areas of the application.  
• The Contractor Code Number provided by the Office of Student Protection is called the 

Contributor Case Number with IdentoGO. They are the same number.  
• Keep copies of all receipts obtained. 
• IdentoGO 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. 

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

• Only school bus drivers and substitutes can apply for a transfer.  
• In the event of insufficient fingerprints, i.e. a bad print results, contact IdentoGO at 855-

845-7434 to reschedule fingerprinting services.  
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