Addendum 1

SCHOOL/CONTRACTOR INSTRUCTIONS

* The employer must provide the applicant/employee with the county, district, and if required,
school names and codes or the county and contractor names and codes along with the following
information:

e All applicants must submit their Applicant Authorization and Certification by going to the Criminal
History website at http://www.nj.gov/education/educators/crimhist and clicking on the line “File
Authorization and Make Electronic Payment for Criminal History Record Check.”

* Applicant/Employee shall select the first choice “New Administration Fee Request” and then
select one of the four options depending on their job position and employer.

e Applicant/Employee must complete the Applicant Authorization & Certification (AA&C) form and
make the required administrative fee payment with a credit or debit card.

e After the administrative fee payment has been approved, the applicant will be presented with
three choices:

1. View and print their Applicant Authorization & Certification (AA&C) confirmation
page.

2. Complete and print their IdentoGO NJ Universal Fingerprint form.

3. Schedule their MorphoTrust fingerprinting appointment.



ADDENDUM 2

As you may be aware, the Criminal History Review Unit (CHRU), to be in compliance with state law
mandating written authorization prior to conducting a criminal history record check, is in the
process of integrating the New Jersey Universal Fingerprint Form (IdentoGO) into our online
criminal history record check process. This procedure will require all new applicants for
employment to file for a criminal history record check by visiting the Department Web site and
providing the CHRU with the written authorization to conduct the criminal history record check. The
new IdentoGO form will be pre-populated with information the applicant provides in completing
the Authorization and Certification information. Applicant will print the new IdentoGO form and
present it to MorphoTrust at time of LiveScan fingerprinting appointment. We are projecting the
completion of the project to be April 22, 2014.

New Applicants for employment that have scheduled their appointment with MorphoTrust after
the April 30, 2014 deadline, will not be printed by MorphoTrust if they appear at the site using the
outdated MorphoTrak Universal Form, version 4.0. Therefore, applicants who have appointments
on May 1, 2014 and thereafter should visit the Department of Education Web site after the new
IdentoGO form is integrated and file a new Applicant Authorization and Certification. The second
filing will allow you to print the new IdentoGO form. If the applicant has already paid the $11.00 fee
to CHRU, they may request re-imbursement of the original fee by contacting NICUSA at 866-418-
8798.



