
Criminal History Record Check Instructions for 
Completers’ Licensure Applications 

When you submit your application for initial licensure to the NH DOE, 

complete this criminal history record check requirement within 30 days. 

This requirement includes both fingerprinting AND a clearance application. 

Criminal History Record Checks completed for employment purposes or 

enrollment in a program cannot be used to replace the NHED Criminal History 

Record Checks. 

You may choose to complete the fingerprinting by using the Department of 

Safety portal to make an appointment at one of their seven linked sites OR 

you may choose to get fingerprinted at a police station of your choice and 

then mail the required documents to the Department of Safety. 

The clearance application must be completed within 30 days of your 

fingerprinting or your fingerprints will expire and will need to be redone. 

In this document: 

• Fingerprinting using the Department of Safety portal 

• Fingerprinting using a police department of your choice 

• The criminal history record check Clearance Application 
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NH DOS Online Portal for Fingerprinting Appointments 

Do not begin the fingerprinting process (step 1) if you are not ready to complete step 2 as well. 
Fingerprints expire and will have to be redone if the clearance application (step 2) is not completed in 
a timely manner. 

This is the most direct and fastest way to complete the criminal record check. It requires a visit (by 
appointment) to one of 7 designated Live Scan sites (listed below). Be prepared to pay online by credit 
card.  

If you must get your fingerprints at a different location, this will involve mailing materials to the State 
Police. please call the Holmes Center for assistance. 

Click on this link to get to the DOS Portal: https://services.dos.nh.gov/chri/cpo/.  
Then click the "Schedule a New Appointment" box. 
 

Click on the box at the bottom certifying that you understand the process and click next.  

Under Select Type of Agency, select 'Educational-Employee.’  
Then under Select Agency, choose 'Department of Education.'  

There will be a list of schools to choose from. Resist the urge to choose a school (even if you already have 
an employer). You MUST choose Department of Education in order to complete this requirement. 

 

 

Disregard the warning. Check the box and click next. 

https://services.dos.nh.gov/chri/cpo/
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Fill out the remainder of the application with your personal information. 
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Schedule your appointment for fingerprinting. Choose a date and time range, then you will be given 
locations from which to choose. 

 

Live Scan Sites for Use with  
NH DOE Online Portal 

Concord – NH State Police 
Dover – DMV 
Keene – Troop C State Police Station 
Tamworth – Troop E State Police Station 
Twin Mountain – Troop F State Police Station 
Manchester – DMV 
Salem – DMV 

updated 7/2022 
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Once you choose a location, the available timeslots for the date you chose will appear. If you do not see 
the location of your choice, you will need to pick a different date and/or time. 

 

 

The next page will show you your information and appointment details.  

 

Make sure it is correct. Confirm your appointment and pay the associated fee ($48.25) by credit card. 
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Make sure you have a government issued ID with you at your appointment. Arrive a few minutes early. 

 
If you have questions, please contact the NH Department of Safety. 
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Police Station of Your Choice for Fingerprinting Appointments 

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. 

 

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

Plymouth Police Department and PSU’s Officer Amanda Hutchins are available by appointment for 
PSU students for fingerprinting. Use this link to book an appointment. 

If you wish to use a different police department, contact the site, explain that you are 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) so that you can apply for your first NH license in teaching. 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 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. 

https://outlook.office365.com/book/HolmesCenterStateRequiredCriminalBackgroundCheck@wildcatsunh.onmicrosoft.com/
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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. 

 

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 (following), a check for $47.00, and the LiveScan form OR the inked card to 
the Department of Safety address at the top of the CHRR form. 

 

 
  

sample 



  revised 12.6.2024 

Criminal History Record Check Clearance Application 

Click here to log into your myNHDOE account.  

From your EIS profile, choose 'Online Application and Test Evaluation Requests.' 

 

Select 'Apply for a Criminal History Record Check Clearance.'  

 

Select First-time New Hampshire Educator as the purpose of your clearance application, then select 
'continue' and click 'next. 

 

For steps 2 - 4 verify your personal information including address, phone number, email, etc.  

https://my.doe.nh.gov/myNHDOE/Login/Login.aspx
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Carefully read and answer the application questions in step 5.  
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For step 6, upload the required document. Your driver’s license picture must be in a pdf file. In case you 
need them, here are instructions for converting a picture to a PDF. 

Select 'choose file' and select the document to upload.  

Then choose 'document type' and 'add file.'  

 

The status icons will turn yellow once the required documents are uploaded.  

Verify the 'files to be imported' and select the required acknowledgement prior to moving on to the next 
step. 

______________________________ 

Complete the payment process ($100.00).  

Select 'make payment,' and you will be asked for your debit/credit card information.  

You will receive a confirmation on the screen and via email. 

 
 

https://www.plymouth.edu/sites/default/files/media/2023-08/convert-picture-to-pdf.pdf

