Step 1- Option C
Other Site of Your Choice

This option can be completed at any police department or LiveScan site with fingerprinting capability
and may work best for students living away from the DOE Portal sites and campus. Following you will
find the list of LiveScan sites in NH. However, the ink method is just fine as well, so the places on the
list below are not your only options.

NH LiveScan Sites

(not available via DOE portal)

Dover PD Salem PD Hanover PD
Belknap County Jail Laconia PD Plaistow PD
Conway PD Men’s Prison Goffstown PD
Cheshire County Jail Women’s Prison Atkinson PD
Coos County Jail Claremont PD Somersworth PD
Grafton County Jail Londonderry PD Newport PD
Hooksett PD Hudson PD Epping PD
Merrimack County Jail Berlin PD Alton PD
Merrimack PD Lebanon PD Exeter PD
Seabrook PD Rockingham County Jail Hampton PD
Sullivan County Jail Strafford County Jail Windham PD
Concord PD Littleton PD Franklin PD
Derry PD Plymouth PD Hollis PD
Keene PD Troop B New London PD
Manchester PD Carroll County Jail Newington PD
Nashua PD Bedford PD Pelham PD
Portsmouth PD Kingston PD

Rochester PD NH Department of Corrections

Choose the site you plan to use and locate the contact information for that site.

Contact the site, explain that you are a college student in an education program in need of fingerprinting
for a criminal history record check for a NH Department of Education requirement (not for a school
district or an employer) and you are a volunteer for this purpose. Don’t forget to ask if there will be a fee
charged at the site and what form of payment to bring with you.

Follow the instructions you are given.

Arrive at your appointment few minutes early, Make sure you have a government issued ID and your
PSU ID (not required but may be helpful) with you, and arrive at your appointment.

There will be a LiveScan form provided at the locations listed above, and the officer doing the printing
will enter a tracking number on the form. Take this form with you. They may also give you a printed
fingerprint card which you can keep.



Ink prints will be on an official fingerprint card. Make sure the contact information for the police
department (or DMV, etc.) is written on the card. The Department of Safety will not accept the prints
without this information.
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Fill out the Criminal History Record Check Release Form (CHRR — next page). This does not need to be
notarized.

Make your check payable to: State of NH - Criminal Records.

Mail the CHRR form, a check for $21.25, and the LiveScan form OR the inked card to the
Department of Safety address at the top of the CHRR form.
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If you have questions, please contact the Holmes Center.

You have completed Step 1 of the Criminal Record Check.
Please go back to the Instructions page to go on to Step 2 (DOE clearance
application with $100 fee).


https://www.plymouth.edu/educator-preparation/road-teacher-certification/criminal-record-check/mandatory-criminal-records-check-nh-doe-instructions

New Hampshire Department of Safety

DIVISION OF STATE POLICE
Central Repository for Criminal Records
33 Hazen Drive, Concord, NH 03305

L CRIMINAL HISTORY RECORD RELEASE FORM

SCHOOL EMPLOYEENVOLUNTEER CRIMINAL HISTORY RECORD CHECK — RSA 189:13-A

| hereby authorize the New Hampshire Department of Safety, Division of State Police to notify the Superintendent/Chief Executive
Officer of an employing school administrative unit, school district, charered public school, public academy, or non-public school of
the presence of any Felony and'or Misdemeanor Criminal History Record Conviction pursuant to RSA 188:13-a.

CHRI RELEASED TO: SAL #

Depariment of Education-Bureau of Credentialing

Mame of SAL Employee D

Susan Blake or Kimbery Wilson

Superintendent/Chief Executive Officer Volunteer z

101 Pleasant Street

Address Prepaid Account Mumber
Concord, NH 03301

CHRI TO BE REQUESTED OM:

Mame:

LAST (MAIDEN] FIRST il
Address:

STREET CITY STATE ZP
Date of Birth: ! ! Social Security # (optional); ! !

By signing below you are certifying that you are the individual listed above and that the informiation provided is true under penatty of
forgery andlor unswom falsficaton.

Releasee's Signature: Drate; ! i

Notary’s Signature: Date:
) [Affx seal)

RECORD CHALLENGE

Saf-C ST0E.12 Fmcedure for Comecing @ CHE] fa)l Perconc or their afformeye deciring accec: to thelr CHRI for the of phallenge of coreotion chall appear af the peniral
rapociony. ifb] A oopy chall be provided bo @ parson IT after review heichs Indloatss hevchs nesde the copy o purcus the ohallengs. (o] Any pancon making a challenge chal

that porilon of hicher CHRI which haiche o e | wrabs or In ot, and chall aleo ghve a ocemeot vestlon of hicTer moond with an sxplanation of the maccn hat helche
bellersnc hicher verchon bo be cormeod. [di The dirscior chall takes the following actionc within 23 daye of mosipt of chalisnge: (1) Rewlew the moordc and contaot the Law

BENOY o GOU whish cubmitied the record to compars the Information to detsmine whether the challengs Ic valld; (2] ¥ the e valld, which meanc thers Io a dICorBnanay
Debwsan tha Information Gubmited and S Information malntainsd by the lsw snforesmant agsnoy or sour, $he rsoor chal bs and the pereon and appropials CJAC chall
be mot@ed; and (% H the challengs k invalld, the percon chall be informesd and adviced of the #o appeal purcuant bo REA B41. (8] When a record hac been comeobed, the didcion
chall notity all non-oriminal Juctice agenolec, to whom the data hac been dieceminabed In the year. of the cormeotionif] The perton chall be entithed to revisw the Information that
raoordc. the tacts. dabec, and recults of saoh formal ctage of the orminal juchos procscs through which he pacoss. bo sncurs that all cusch cleps ams compleisly and sooursbsly
raoiad

WARNING: The Divislon of State Police |= the Criminal Record Reposltory for the State of Mew Hampsahire. The record you have recalved ks based
only on what has been reported to the Repository and may not be a complsts Criminal History Record of the namad indhvidual.

O Applicant fingerprint card must be submitted at the same time as payment and this form. Fee is $21.25
(] Make checks payable to: State of NH — Criminal Records
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