NEW YORK STATE EDUCATION DEPARTMENT

ON-LINE FINGERPRINTING INSTRUCTIONS
An Online Fingerprinting Submission can be done by following these steps:
To create a TEACH account on line:

1. Log into http://www.highered.nysed.gov/tcert/teach/index.html .

2. Once on this screen, click the self-registration link found on the right hand side in a blue box.

3. After clicking the self-registration link, you can either click the tutorial at the bottom of the page to familiarize yourself with the process; or you can select continue and proceed, following the directions as you go along.

To Apply Online in TEACH for Fingerprint Clearance and Make Payment visit:

http://www.highered.nysed,gov/tcert/ospra/index.html
Enter your personal information on the online fingerprint application.  Pay the $94.25 fee with a credit card or by mailing a certified check, bank check, or money order payable to the New York State Education Department.  Personal checks will not be accepted. You will need a printer available to complete the payment process.  Print the payment receipt or payment coupon to attach with your fingerprint cards.
Click on the box “TEACH Online Services” to apply for fingerprint clearance.
Get Fingerprinted:

Fill out the top of both blue fingerprint cards (included in packet) as completely as possible, in accordance with the sample fingerprint card.  Do not make any stray marks on the card.  Carefully compare your card to the sample.  Sign your fingerprint card.  If your fingerprint card is missing required information, or your fingerprint card has stray marks or highlighting on it, your application will be rejected before it is processed, which will result in a significant delay in processing.
Call the Location Where You Will Be Fingerprinted:
You may be fingerprinted at a number of locations, such as a local police station, school district, BOCES, and some colleges.  Please call the location prior to when you need to be fingerprinted.  Find out whether they will “roll” fingerprints for civil purposes; whether they charge a fee to “roll” your fingerprints; whether they have specific dates and times dedicated to “rolling” fingerprints; and whether you need to make an appointment to have your fingerprints rolled.

Mail Fingerprint Cards and Credit Card Confirmation or Coupon with Fee:


Place the following in the large brown envelope included in the packet:

1. Two Fingerprint Cards – Completely filled out and Signed

2. Credit Card Payment Confirmation OR Payment Coupon with $94.25 fee.

Mail To: 

Fingerprint Processing


NYS Education Department


PO Box 7352


Albany, NY  12224

NOTE:  IF YOU HAVE BEEN PREVIOUSLY FINGERPRINTED AND WON’T NEED REIMBURSEMENT, CONTACT BEN NELSON at www.sectionivathletics.com FOR AN OSPRA 102 FORM TO COMPLETE AND MAIL TO:

DCMO-BOCES

ATTN:  Wayne Tilley
6678 County Rt 32

Norwich, NY  13815-3554
AFFIDAVID OF PROSPECTIVE INTERSCHOLASTIC SPORTS OFFICIAL:

Complete this form (yellow form in packet) front and back and have notarized.  BE SURE TO INDICATE THE SPORTS YOU WILL BE OFFICIATING AND THE BOARDS YOU WILL BELONG TO.  Return this form to DCMO-BOCES in the small envelope included in the packet.  PLEASE ATTACH A COPY OF YOUR RECEIPT OF PAYMENT FOR REIMBURSEMENT.






