
Criminal History Record Check for 
Completers – First Time Applicants 
 

1. Fingerprinting 
Fingerprinting can be completed at any police department or LiveScan site and may 
work best for students living away from the DOE Portal sites, away from campus, 
including in another state. Either the LiveScan or the traditional ink method will be 
accepted. 

Choose the site you plan to use: 

A. NH Department of Safety has a portal set up for fingerprinting appointments. The 
options are: 

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 
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Make sure to choose the agency type and agency as follows. The fee for processing is 
$47.00. Use this link to schedule an appointment. 

 



NOTE: Options B and C both require mailing paperwork (including a check 
for $47) to the NH Department of Safety (instructions below); option A 
does not. 

B. Plymouth Police Department and PSU’s Officer Amanda Hutchins are available by 
appointment for PSU students for fingerprinting. There will be a LiveScan form 
provided, and the Officer Hutchins will enter a tracking number on the form. Take 
this form with you. She may also give you a printed fingerprint card which you can 
keep. Use this link to book an appointment. 

C.  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.  

If LiveScan is used, there will be a LiveScan form provided, 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. 

If ink is used, your 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. 

When you get your fingerprinting done: 

Arrive at your appointment few minutes early, Make sure you have a government issued 
ID with you, and arrive at your appointment.  

sample 



Fill out the Criminal History Record Check Release Form (CHRR – following). This does not 
need to be notarized. 

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

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

 

 

2. Complete the Criminal History Record Check 
Clearance Application on your NH DOE EIS 
account. 

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. Make sure you used your personal contact info, not PSU. 



Carefully read and answer the application questions in step 5.  

 
For step 6, upload the required document. Your driver’s license picture must be in a pdf 
file, no larger than 15mb. In case you need them, here are instructions for converting a 
picture to a PDF. Your valid driver’s license is acceptable, regardless of which state it 
was issued. 

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. 

If you have questions, please contact the Holmes Center. 
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