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School Employer 
Homepage 

School employers should 
submit fingerprint applications 
on behalf of prospective non-
pedagogical employees.  
Certified individuals should be 
directed to create their own 
account on TEACH and to file 
their own online fingerprint 
application. 
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Schools need to enter an 
individual’s SSN to see if 
applicant already has a 
fingerprint application on 
file with OSPRA, then 
click search. 
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Select this button if applicant is 
not found (this means the 
applicant does not have a 
profile or a fingerprint 
application on file with 
OSPRA).
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Schools need to enter the 
information on this screen to 
complete the applicant’s 
profile in TEACH. 
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Schools should check the 
resident status, if known.  
Schools should also enter the 
individual’s email address, if 
known.  DO NOT enter the 
school’s email address on this 
screen. 
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Select this button if any 
information displayed on this 
screen is inaccurate.    
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Schools must complete all fields on 
this page to successfully enter a 
fingerprint application.  Error 
messages will appear at the top of 
the page if a field is left blank. 
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The important notice at 
the top is self-explanatory. 

 
• LIVESCAN locations (BOCES, etc.) should 

NOT complete this field unless they are the 
employer. 

• School employers must complete this field to 
receive clearance information.  

• School employers that do not complete this 
page will NOT receive clearance information, 
unless they request clearance from the TEACH 
Homepage. 

This is a 
mandatory field. 
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• This page is the consent form.  
The person completing this 
page must print this page, 
have the applicant sign it and 
then keep this page on file for 
3 years.   

• The checkbox is mandatory. 
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Remainder of the 
consent form. 
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Choose a payment and fingerprinting option: 
  

Credit Card:   
• LIVESCAN:  By selecting the credit card 

payment option, the applicant can have 
their fingerprints immediately scanned at 
a LIVESCAN location. 

• Inked Fingerprint Cards:  When paying 
by credit card, the applicant may also 
mail in inked fingerprint cards.  Print a 
copy of the credit card payment 
confirmation after completion of a credit 
card payment and follow the instructions 
for submission of inked fingerprints.  

 
Certified check, school check, or money 
order:   
• LIVESCAN:  By selecting the check 

payment, the applicant will have to wait 
until OSPRA processes the applicant’s 
payment before he or she can get 
fingerprinted at a LIVESCAN location. 

• Inked Fingerprint Cards:  When paying 
by check, the applicant may also mail in 
inked fingerprint cards.  Print a copy of 
the payment coupon and follow the 
instructions for submission of inked 
fingerprints. 

Tip: 
 
For faster fingerprint processing, pay by credit card and 
have fingerprints scanned at a LIVESCAN location. 
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Complete the credit 
card information. 
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Credit Card Payment Confirmation: 
Print two copies.  Choose LIVESCAN or 
Inked Fingerprint Cards and follow the 
instructions.
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Remainder of Credit Card 
Payment Confirmation 

 



 

 

Fingerprint Payment Coupon: 
Print two copies.  Get a bank check, 
certified check, money order or employer 
check.  Write your social security number 
or application number on the check.  
Choose LIVESCAN or Inked Fingerprint 
Cards and follow the instructions. 
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Remainder of Fingerprint 
Payment Coupon 
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This screen indicates that the person 
searched for has a profile in TEACH, 
but not necessarily a fingerprint 
application. 

 

Page 17 
4/27/2009 



 

Page 18 
4/27/2009 

Schools may edit the 
applicant’s profile 
information. 

 



 

 

Schools can now complete the fingerprint 
application.  See page 8-16 for the 
remainder of the application process. 
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This screen indicates that the person 
searched for has a profile in TEACH, 
but not necessarily a fingerprint 
application. 
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Schools may edit the profile 
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This message indicates that a fingerprinting 
application is already being processed.  
Schools may enter a clearance request to 
determine the status of the fingerprint 
application. 
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School Employer Homepage 
 
Schools can now pay for 
fingerprint applications for 
anyone they have entered a 
clearance request for (even if 
the person completed their own 
online fingerprint application 
and selected pay with a money 
order or check).  
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Schools should select the 
application they want to pay 
for. 

 



 

 

Schools are brought to the 
payment screen where they can 
choose the credit card or check 
option.  See pages 11-14 & 15-
16. 
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To request Clearance 
for Employment 
please select this link.  
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Enter the SSN and select Search 
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Click the radio button and 
select Edit 



 

 

Click the radio button and 
select submit. 

 

Page 29 
4/27/2009 



 

Page 30 
4/27/2009 

 

Schools must identify the 
position the prospective 
employee will be placed 
in, then select Submit.  
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To view the status of a 
fingerprint application or 
a clearance request, select 
View Fingerprinting 
Clearance Status 
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Schools must select the appropriate radio button and 
then select search. 
• School employers may view the status of a 

fingerprint application or a clearance request for 
anyone whom they have requested clearance for.   

• Schools may choose to search for a particular 
individual by name or SSN or for all individuals. 

• Schools should select Search for Conditional 
Clearances Only to monitor any employees who are 
working with a conditional clearance.  Schools are 
required to ensure that their employees complete the 
fingerprint process. 

 



 

 

School clearance request 
status is here (See Appendix 
B for a full explanation of 
status messages) 

If OSPRA has sent you a 
subsequent arrest notice after a 
Full Clearance has been issued, 
this column will indicate a “Yes.”

Fingerprint application 
processing status is here (See 
Appendix A for a full 
explanation of status messages)
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School Employers may select 
Account Information to view 
limited fingerprinting information 
and ascertain whether the 
individual has a fingerprinting 
application on file with OSPRA
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The fingerprinting message in 
Account Information is the same 
message that school employers’ see 
when they click View Fingerprint 
Clearance Status from the TEACH 
Home page and view the message 
in the OSPRA 101 Status column.  
For a full explanation of the 
message, please see Appendix A. 

 

Page 35 
4/27/2009 



 

Page 36 
4/27/2009 

School employers are required 
to enter hire and termination 
dates.  Select this link to enter 
hire and termination dates. 
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Schools may choose to search for a particular 
individual by name or SSN or for all 
individuals.  Click on the appropriate radio 
button and then click on search. 
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Schools must enter hire and termination dates.  
The instructions on the screen are self-
explanatory.  Click on the radio button to 
activate the record, enter the date information 
(mm/dd/yyyy), and select the update button.  
Schools may update more than one record at 
once. 

 



 

Appendix A 
 

Fingerprint Application (OSPRA 101) Status Messages 
 

Message What it Means 

You do not have a fingerprinting application on file.   • There is no fingerprint application (101) on file. 
• There is no fingerprinting fee on file.    
• There is no fingerprint information on file from NYCDOE through the 104 

process. 
 

We have received your fingerprint payment.  Your 
application is awaiting data entry.  Please check back 
for updated information. 

• A fingerprint application fee has been received and processed by fiscal 
management. 

• OSPRA has not yet entered the data on the fingerprint application (this 
typically refers to a fingerprint application when there is a backlog).    

We have received your application for fingerprinting, 
but we cannot process it until we receive payment.   

• There is a fingerprint application (101) on file, but it is not yet paid for.   
• This typically applies to applicants who file the 101 online, but opt to pay 

with a payment coupon and a money order.   
• The message will remain like this until fiscal processes the coupon 

payment or the applicant pays by credit card.  

Your fingerprint application and payment are on file 
with OSPRA.  Fingerprint processing can begin once 
your fingerprint images (LIVESCAN or cards) are 
received by OSPRA.  If you have already sent 
fingerprints, no further information is necessary. 

• The fingerprint application has been data-entered and the fee has been 
processed.   

• The applicant’s inked fingerprint images are waiting to be scanned  
~or~ 

• OSPRA is waiting for LIVESCAN digital images to be received and 
processed.  

Your fingerprint results have been received. • The fingerprint application is complete (both DCJS and the FBI results 
have been received). 
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Your fingerprint application is being processed. • Images have been sent from SED to DCJS. 
• There is no response or rejection information yet. 

Your fingerprint images have been rejected by DCJS 
due to poor image quality.  No additional fingerprint 
images are required at this time. 

• DCJS has rejected the inked fingerprint cards 
• OSPRA has recorded a rejection from DCJS but will not send a rejection 

letter because no further information is needed at this time.   
• OSPRA is trying to resolve the rejection issue with information currently 

available to OSPRA, i.e., another card on file. 
 

Your fingerprint images have been rejected by DCJS 
due to poor image quality.  A rejection letter with new 
cards and instructions has been sent to you. 

• DCJS has rejected the inked fingerprint cards 
• OSPRA has recorded a rejection from DCJS. 
• OSPRA needs new fingerprint images (LIVESCAN or inked). 
• OSPRA sends a rejection letter to applicant. 

 

Your LIVESCAN fingerprint images have been 
rejected by DCJS due to poor image quality.  A 
rejection letter has been sent.  Please have your 
fingerprints scanned again at your LIVESCAN station. 

• DCJS rejects the LIVESCAN image.   
• OSPRA has recorded a DCJS LIVESCAN rejection on TEACH. 
• OSPRA needs new LIVESCAN images.  
• OSPRA sends rejection letter to applicant. 
• It is not necessary to wait for the rejection letter to have new LIVESCAN 

images taken. 
 

Your fingerprint images have been rejected by the FBI 
due to poor image quality.  No additional fingerprint 
images are required at this time. 

• FBI has rejected the inked fingerprint cards 
• OSPRA has recorded a rejection from FBI but will not send a rejection 

letter because no further information is needed at this time.   
• OSPRA is trying to resolve the rejection issue with information currently 

available to OSPRA, i.e., another card on file, FBI name check, etc. 
 

Your fingerprint images have been rejected by the FBI 
due to poor image quality.  A rejection letter with new 
cards and instructions has been sent to you. 

• FBI has rejected the inked fingerprint cards 
• OSPRA has recorded a rejection from FBI. 
• OSPRA needs new fingerprint images (LIVESCAN or inked). 
• OSPRA sends a rejection letter to applicant. 
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Your LIVESCAN fingerprint images have been 
rejected by FBI due to poor image quality.  A rejection 
letter has been sent.  Please have your fingerprints 
scanned again at your LIVESCAN station. 

• FBI rejects the LIVESCAN image.   
• OSPRA has recorded a FBI LIVESCAN rejection on TEACH. 
• OSPRA needs new LIVESCAN images.  
• OSPRA sends rejection letter to applicant. 
• It is not necessary to wait for the rejection letter to have new LIVESCAN 

images taken. 

LIVESCAN has been unsuccessful in creating good 
fingerprint images.  You must submit inked fingerprint 
cards.  A rejection letter with new cards and 
instructions has been sent to you. 

• DCJS rejects multiple LIVESCAN images.   
• OSPRA data enters DCJS LIVESCAN rejection info on TEACH 
• OSPRA sends rejection letter to applicant. 
• The applicant must submit inked fingerprint cards for review. 

 

We have received your application for fingerprinting.   
We can not complete processing because you sent a 
personal check.  A rejection letter with instructions has 
been sent to you. 

• There is a fingerprint application (101) on file, but the processing can not 
be completed because the applicant sent a personal check.  

• OSPRA sends rejection letter to applicant. 
• It is not necessary to wait for the rejection letter to make the payment. 
• School employers may select “Pay for Fingerprint Applications” from the 

school district homepage and pay on behalf of the applicant. 
• Applicants can log onto TEACH and select “Account Information.”  

Applicants can pay for any outstanding applications by selecting “Make 
Payment.” 

We have received your application for fingerprinting.   
We can not complete processing because you did not 
send a full payment.  A rejection letter with instructions 
has been sent to you. 

• There is a fingerprint application (101) on file, but the processing can not 
be completed because the applicant did not send a fee or sent an 
insufficient fee.  

• OSPRA sends rejection letter to applicant. 
• It is not necessary to wait for the rejection letter to make the payment. 
• School employers may select “Pay for Fingerprint Applications” from the 

school district homepage and pay on behalf of the applicant. 
• Applicants can log onto TEACH and select “Account Information.”  

Applicants can pay for any outstanding applications by selecting “Make 
Payment.” 
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In order to complete the processing of your 
fingerprints, the FBI requires an additional fee in the 
amount of $19.25.  A letter with instructions has been 
sent to you. 

• The fingerprint application has been data-entered and the fee has been 
processed.  

• There have been one or more previous rejections from the FBI. 
• Too much time has passed since the initial FBI processing. 
• The FBI requires and additional fee of $19.25 to complete the fingerprint 

processing. 

We have received your fingerprint information from 
NYC 

• OSPRA has received the fingerprint background information from NYC. 
• No further fingerprint application is necessary.  
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Appendix B 
 

Clearance Request (OSPRA 102) Status Messages (08/08) 
 

Message What it Means 

We can not process your request for clearance because 
there is no fingerprint application on file with OSPRA. 

• There is no fingerprint application (101) data entered in TEACH. 
 

We are unable to process your request for clearance 
because the fingerprint application has not been 
completely processed.  Please see the “OSPRA 101 
Status” message for further information. 

• There was a problem processing the fingerprint application, therefore, 
OSPRA can not process the clearance request. 

 

Your request for clearance is being processed. • OSPRA is currently reviewing the request for clearance. 

It is estimated that the initial review of the clearance 
request may take up to 30 days. 

• OSPRA has referred the request for an initial investigative review.  
This does not mean there is a criminal history or a criminal history that 
will ultimately result in denial of clearance.  It means that an 
investigator must review the information that has been returned from 
DCJS or the FBI. 

Additional review is required before a determination can 
be made on the clearance request and may take up to 
60 days.  
 

• OSPRA has referred the request for further investigative and/or legal 
review.  This does not mean there is a criminal history or a criminal 
history that will ultimately result in denial of clearance.   It means that 
an investigator and/or an attorney must review the information that has 
been returned from DCJS or the FBI. 

Conditional Clearance • OSPRA has received and cleared the DCJS results (this does not 
mean that there is no criminal history, it means that the criminal 
history, if any, did not form the basis for a denial of clearance). 

• The FBI has rejected the fingerprint images.    
• The “Conditional Clearance” message will remain until it is changed to 

a “Full Clearance” or a denial of clearance message. 
 

Page 43 
4/27/2009 



 

Page 44 
4/27/2009 

Full Clearance • OSPRA has received and cleared both the DCJS and the FBI results 
(this does not mean that there is no criminal history, it means that the 
criminal history, if any, did not form the basis for a denial of clearance). 

Your request for clearance has been denied.  This 
message will be displayed until the appeal time period 
has expired.  In the event no appeal is filed, this 
individual will be automatically terminated. 

• Message is displayed until appeal period expires. 
• If no appeal filed, the individual is automatically terminated from the 

school’s list. 
• If an appeal is filed, then the message changes to “The applicant has 

appealed the denial of clearance.”   

The applicant has appealed the denial of clearance.  
This message will be displayed until the appeal is 
decided. 

• This message is displayed while the applicant’s appeal of his denial of 
clearance is being considered. 

• This message will change to either “The denial of clearance has been 
upheld on appeal” or a “Full Clearance” depending on the outcome of 
the appeal.   

The denial of clearance has been upheld on appeal.  
This message will be displayed for 15 days.  At that 
time, this individual will be automatically terminated. 

• This message means that the appeal was decided and the request for 
clearance remains denied.   

 


