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Steps of Process

TODAY
File for criminal background 
check and schedule 
fingerprinting appointment.  
Payment will be required at 
this time** Alert OCEAR of 
date of fingerprinting 
appointment

Fingerprinting 
Appointment
Attend your fingerprinting 
appointment; bring your 
IDENTOGO NJ Universal 
Fingerprint form with you

Obtain approval
Continuously check the office 
of student protection website 
for access to approval (this 
can take up to 2 weeks); note: 
you will not receive a 
confirmation, it is your 
responsibility to check

Send approval to 
OCEAR
As soon as approval has been 
obtained, send a copy to 
cehsfieldoffice@shu.edu ! 
**you will receive emails 
regularly from the office 
until you complete this 
task** very important!

Prepare for 
placement
Practice proactive 
engagement with your 
Cooperating Teacher, Clinical 
Supervisor and OCEAR to 
ensure all requirements for 
placement have been met

Transfer to 
district
Each time you start at a new 
district you must transfer your 
background information to 
them. This includes your first 
placement; your form should 
show that it was sent to SHU 
and your placement

mailto:cehsfieldoffice@shu.edu


Sections
Use the links to get to the step you 

need to complete

● Filing for Criminal 
Background Check

● Transferring your background 
check to your district

● Viewing your completed 
Background Check/Sending 
your background check to 
OCEAR



To complete the process you will 

● Driver’s License
● Social Security 

Number
● Debit/Credit Card



Filing for Criminal 
History 

Review/Background 
Check



1. Go to the Office of Student Protect   
and click “File authorization and …”

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

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


2. Select “New Administration Fee Re



3. Enter your SSN

Double check 
that this is input 
correctly!!



4. Select “All positions, except …”



5a. Fill out the required information

Reminder: Be 
sure to use your 
full legal name 
(as shown on 
your government 
documents). Do 
not use a 
nickname/ 
abbreviated 
version of your 
name.

Again, double 
check that you 
have input your 
SSN correctly.



PLEASE MAKE 
SURE YOU USE 
THESE CODES:

Select Sponsor 
and Select:

Seton Hall 
University 
(137295001)

5b. Be Sure to use the correct codes    
Seton Hall

For your 
email, use a 
personal 
email address 
that you will 
have access 
to after 
leaving Seton 
Hall.



6. Complete Payment



6. Complete Payment (cont.)



6. Complete Payment (cont.)



7. Complete each of the following ste

Each of these 
steps must be 

completed. Click 
on each link.



1.
View and/or print your New 
Administration Fee Payment 
Request confirmation page

-print/screenshot a copy of 
the receipt 

***this is for your records 
only , please do not send this 
to OCEAR



7. Complete each of the following ste

Each of these 
steps must be 

completed. Click 
on each link.



2.
This step is in the process of 

being removed from the website

- You do not need to 
print/screenshot the 
IdentoGO NJ Universal 
Fingerprint Form

-What you do need is the 
number listed below. You will 
be asked for this number 
when scheduling your 
fingerprinting appointment in 
the next step

Box 7: Contributor’s Case 
Number (137295001)



7. Complete each of the following ste

Each of these 
steps must be 

completed. Click 
on each link.



3.
Click here to schedule your 

fingerprinting appointment with 
Idemia

-schedule your 
fingerprinting 
appointment and alert 
OCEAR at 
cehsfieldoffice@shu.edu

mailto:cehsfieldoffice@shu.edu


What to bring to your 
fingerprinting 
appointment:

● Driver’s License
● NJ Universal Fingerprint Form
● Credit card for payment of 

$68 (due at time of appt)
● Mask (until mandates are 

lifted)



Looking Forward: approval about 2 w   
you have been fingerprinted

Return to the Office of 
Student Protection 

website

https://www.nj.gov/education/crim
hist/

-you will NOT receive a 
confirmation email once your 
fingerprints have been approved; it 
is your responsibility to check 
regularly for approval

Select Applicant Approval 
Employment History on 
right hand side of page

-enter your social security number 
and birth date to view status of 
application

SCREENSHOT AND PRINT 
your Applicant Approval 

Employment History 
Form

-send a copy to 
cehsfieldoffice@shu.edu
immediately

-this is one of the most important 
steps of the entire process; this is 
the page our office requires of all 
students

mailto:cehsfieldoffice@shu.edu


Go to Office of Student Protection and click 
“Applicant Approval Employment History”

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


Example Background Sent to SHU

Seton Hall 
District 
Code



How to Transfer 
to Your District



1. Go Hereand click “File Authorization and Make…”

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


2. Click on Transfer Request



3. Enter your SSN



4. Completing the Transfer
● You will see 2 options (Bus drivers OR All other Positions )
● Complete the requested applicant information including:

○ County

○ District

○ School

○ Contract/Vendor
● Review information and complete payment ($6 to Transfer)
● When payment has gone through you will see: “Your ePayment transaction has 

been processed successfully.” You may print a copy of this receipt
● Follow the steps in the next slides to access your completed form and to check if 

transfer is complete

For District Codes check 
“Fingerprinting and 
Background Check” Page 
on the blog. Or HERE

http://blogs.shu.edu/cear/fingerprinting-and-background-check/
http://blogs.shu.edu/cear/fingerprinting-and-background-check/
http://blogs.shu.edu/cear/files/2021/08/NJ-School-District-Code-Listing.pdf


Sending your 
background 
approval to 

OCEAR



1. Go to Office of Student Protection and click 
“Applicant Approval Employment History”

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


2. This is what you will see when tryin    
your background approval. Fill in your information.



Example Applicant Approval Employm  

Initial Background sent 
to Seton Hall

Transferred to current 
placement district

For a 
Student 
placed in the 
Florham 
Park District

CHECK THAT YOUR 
DISTRICT CODES ARE 
UPDATED BEFORE 
SENDING TO OCEAR!!

For District Codes Check “Fingerprinting and Background Check” Page on the blog. Or HERE

http://blogs.shu.edu/cear/fingerprinting-and-background-check/
http://blogs.shu.edu/cear/files/2021/08/NJ-School-District-Code-Listing.pdf


You must 
transfer 

your 
background 
check for 

each 
placement!!

Each new placement will 
need to have a transfer. 
For each transfer you 
will have a new line on 

your form



Quick Recap
Today : filed for criminal background check 
and scheduled fingerprinting appointment 
using your full legal name and a personal 
email address ***alert OCEAR of the date of 
fingerprinting appointment at 
cehsfieldoffice@shu.edu

Next: Attend fingerprinting appointment

About two weeks after appointment:
Continuously check for approval on Office of 
Student Protection website 
https://www.nj.gov/education/crimhist/

***you will NOT receive confirmation***

Once approved and sent to SHU, transfer 
to your district of placement for t he
semester

Send copy of your Applicant Approval 
Employment History form 
to cehsfieldoffice@shu.edu

mailto:cehsfieldoffice@shu.edu
https://www.nj.gov/education/crimhist/
mailto:cehsfieldoffice@shu.edu


Questions? 
PLEASE DO NOT FORGET TO SEND A COPY OF YOUR APPLICANT APPROVAL 

EMPLOYMENT HISTORY FORM TO CEHSFIELDOFFICE@SHU.EDU
REACH OUT TO OUR OFFICE IF YOU HAVE ANY QUESTIONS

Remember, this is an ongoing process. You will have to transfer to your 
district each semester

mailto:CEHSFIELDOFFICE@SHU.EDU
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