Anthology Tutorial

Fingerprinting for Student Teaching

How to access Fingerprinting Policies and

Procedures and start the process of NYCDOE All candidates must start the fingerprinting process with the New York City Department of

fingerprint clearance Education (NYC DOE) as soon as they are accepted into any of the Teacher Preparation
Programs.
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Fingerprinting Requirement for All Education Programs

qrféacher candidates must start the fingerprinting process with the New York City Department of Education (NYC DOE) as soon as they are accepted into any of the Teac

eparation Programs.

+ Candidates must have T TE DT et ah e i a Gl sl e clia Gl s T e IO S 0 cither a copy of your

Fingerprinting Clearance if you have already received clearance or a copy of your proof that you have started the fingerprinting process.
+ Candidates who are cleared for fingerprinting by New York State will be asked to get re-fingerprinted by the NYC DOE at their own expense.

+ Students enrolled in online programs need to check with their respective programs about fingerprinting requirements.

G | € process of obtaining NYC DOE fingerprinting clearance could take up to two months and it involves a cost that is the financial responsibility of candidates. —

Candidates, including undocumented students, are encouraged to start the process of fingerprinting by following the steps below.

1. Fill out the Fingerprinting Form on our Fingerprinting Policies and Procedures webpage: https://www.gc.cuny.edu/academics/se/fingerprinting-policies-procedures/

+ (This form allows the Office of Field Placement to assist you with the fingerprinting process.)
2. Wait to be contacted by the Office of Field Placement and follow their instructions on how to proceed.
3. Once you have followed their instructions, you will receive a nomination email from PETS (Personnel Eligibility Tracking System).

+ This is your proof that you have started the fingerprinting process with the NYC DOE. A sample is available in the Instructions & Resources section below.

4. Take a screenshot of that email and upload it here by:

« October 1st for students admitted in ==the fall semester.

« March 1st for students admitted in Zrthe spring semester.

Please upload either a copy of your Fingerprinting Clearance if you have already received clearance or a copy of your proof that you have started the fingerprinting process.

Please see the Instructions and Resources section below for upload and submission instructions.

» Instructions & Resources

Start the fingerprinting
process as soon as you start
your Education courses.

Important Update: As of 3/31/23, the
NYC DOE policy that allowed
teacher candidates to transfer their
New York State fingerprinting
clearance to the NYC DOE has
changed. This policy is now valid
strictly for onboarding NYC DOE
employees. Candidates who are
cleared for fingerprinting by New
York State and are required to have
NYC DOE fingerprinting clearance
to student teach will be asked to get
re-fingerprinted by the NYC DOE at
their own expense. This does not
apply to candidates who have
transferred their fingerprinting
clearance from New York State to NYC
DOE prior to 3/31/2023.



https://www.qc.cuny.edu/academics/se/fingerprinting-policies-procedures/

Candidates, including undocumented students, are encouraged to start the process of fingerprinting by following the steps below.

1 Fill out the Fingerprinting Form on our Fingerprinting Policies and Procedures webpage: FI nge rp rl ntl ng POI ICIES an d

https://www.gc.cuny.edu/academics/se/fingerprinting-policies-procedures/ > Proced ures - School Of
« (This form allows the Office of Field Placement to assist you with the fingerprinting process.) Ed .
ucation (cuny.edu)

2. Wait to be contacted by the Office of Field Placement and follow their instructions on how to proceed.

3. Once you have followed their instructions, you will receive a nomination email from PETS (Personnel Eligibility Tracking System).

« This is your proof that you have started the fingerprinting process with the NYC DOE. A sample is available in the Instructions
& Resources section below.

4. Take a screenshot of that email and upload it here by:

» October 1st for students admitted in iLthe fall semester. Fingerprinting Procedures
» March 1st for students admitted in ‘-the spring semester., 1. Candidates are asked to submit the
: _ - _ _ Fingerprinting Form below. This form
Chl:\::t:z:):fh:t::;:r;:ﬁﬁ :; ic::rc;:gerprlntmg Clearance if you have already received clearance or a copy of your proo® aIIow; the Offlce of Fleid Placement
' to assist candidates with the

fingerprinting process, or provide
information to candidates who

Uploading and Submitting a File: Uploading and submitting an assignment is very similar to sending an email with an attachment. Choose to com plete the process on
their own.

w Instructions & Resources *

To upload and submit your proof of fingerprinting. please follow these steps.

1. Click "Add Content”

Fingerprinting Form

2. Click on “Upload New File”
3. Click on “Add Files”

2. After the Fingerprinting Form is
submitted, candidates are advised to

4 Locate your file on your hard drive.

5. Click “Open”

6. Click “Start Uploading All* wait to be contacted by the Field

7.0nce a green check mark appear next to your file(s). your upload is complete. Placement Ofﬂce

8. Click "Close” in the upper right hand corner of the window. Once the file has been uploaded. you will see it attached to the page. Only at this point will the For more |nf0 rmatlonr please C“Ck here
"submit” button become active and a grey line will no longer appear through it. to access the Fi_nge I’p rinting FAQS

s Click the "Submit” button For questions, please check the

10. Please submit to FINGERPRINTING PROOF. Fingerprinting Assistance contact info

11 Click the "Submit” button under FINGERPRINTING PROOF. provided on this page.

Sample of Letter from NYC DOE is below.

& Sample
Uploaded 14 days ago


https://www.qc.cuny.edu/academics/se/fingerprinting-policies-procedures/
https://forms.office.com/r/WUpBGE8G8a
https://www.qc.cuny.edu/academics/se/wp-content/uploads/sites/98/2023/05/Fingerprinting-FAQs-latest-May-1-2023.pdf
https://www.qc.cuny.edu/academics/se/fingerprinting-policies-procedures/

lick on the 'Add File' Option
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1. Use the Add Content menu to select Add File
w Instructions & Resources

Uploading and Submitting a File: Uploaghng and submitting an assignment is very similar to sending an email with an attachment.

pload and submit your proof of figfgerprinting. please follow these steps.

1. Click "Add Content”
2. Click on *Uplcad New File”
3. Click on *Add Files”

4. Locate your file on your hard drive.
5. Click "Open”
2 . Click "5tart Uploading All"

2 )submit Work

Simply adding content to your portfolio or assignment does not grant your instructor access to it for
assessment. In order to complete this process, you must actually submit your work_ In this lesson you will
learn how to submit your work, and how to select the instructor to whom it should be submitted.

Step 1: Submit your Work

7.0nce a green check mark appear next to your file(s). your upload is complete.

8. Click "Close” in the upper right hand corner of the window. Once the file has been uploaded. you will see it attached to the page. Only at this point will the +* ADD CONTENT  REQUIREMENTS MET

"submit” button become active and a grey line will no longer appear through it.

9. Click the "Submit" button

O o o

SUBMIT WHEN READY

T

Once you have added all required work to the portfolio page, then a Submit When Ready tag will appear on your

10. Please submit to FINGERPRINTING PROOF.

submission page. If the Submit When Ready tag is not shown on your page after adding your content, then please
make sure that all required content has been added to the portfolio page and that all add content windows have

11. Click the "Submit” button under FINGERPRINTING PROOF. 3 Enter Name of Assessor(s)
Sample of Letter from NYC DOE is below. @ Ifyou are making a submission as part of & Resubmission Request, you will not need to enter the name of
your Assessor The submission will be automatically sent 1o the original Assessor
E Sample
Uploaded 14 days ago
Subritting Content Cione
suares
' § Lesson Plan Rubric

Enter the Namels) of the Assessor(s] to Whom You Wish to Submit
:-‘-,..,\7 "
=3 —0

A submission window will drop down an the screen
2. Begin typing the Namefs) of the Assessor(s) to whom you wish to submit AS you type, matches in the system
will appea

When the corract name appears, click on if to select it. The name will appear next to a checkmark to indicate that it

has been selected

3. Ciick Submit.

been closed

1. Click on the Submit button.

2. Submit Work | Student |

Support Documentation
(chalkandwire.com)

3. Submit Work |

Student | Support
Documentation
(chalkandwire.com)
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