All employees of school systems and persons employed
by others on behalf of school systems who are not cer-
tified or authorized will be required to obtain a Crimi-
nal History Record Check (CHRC) approval from the
Department of Education based on fingerprints. Ap-
proval is not intended to reflect the individual’s qualifi-
cations or ability to perform the job assigned. All
school personnel requiring a Criminal History Record
Check approval will be issued a temporary approval
card valid for 8 weeks upon submission of an approval
application and $15 to the Certification Office. In or-
der to continue employment in an approval category
after the 8-week period, the individual must be finger-
printed at an approved fingerprint site during the 8-
week temporary approval period. Once the Certifica-
tion Office receives the criminal history record informa-
tion and clears the application, a 5-year card will be
issued.

You must have your fingerprints taken at a Maine ap-
proved fingerprint site. Fingerprints taken for other
purposes and at other places (such as your local police
station) will not be accepted.

To receive an approval:

1. Register on line at http://www.informe.org/cgi-
bin/doe /fingerprint.pl. If you do not register, you
will not be able to have your fingerprints taken.
There is a one-time $55 fee for this process

2. Take your confirmation number (received after
registration) and picture ID (a driver’s license or
Maine State ID is preferred) to the fingerprint site.

3. Send the approval application to the Department
of Education (enclosed). A $15 non-refundable
fee is to be sent with this application. Make check
payable to: Treasurer State of Maine.

APPLICATION

Complete the enclosed application and provide an
explanation to questions answered “yes”.

INCOMPLETE APPLICATIONS WILL BE RETURNED
“YES” QUESTIONS

1. If you answered yes to Question 1: for each con-
viction, attach a brief explanation stating when
and what the conviction was. In all likelihood, if
the conviction is more than three years older than
the final discharge from the Criminal Justice sys-
tem (end of all incarceration, completion of pa-
role, community service, and payment of fines),

attested court documents will not be requested.
Exceptions to this time limit include convictions re-
lating to harm to children. If further information is
requested, you will need to provide attested cop-
ies of the Judgment and Commitment papers
(including probation conditions). These documents
may be obtained from the Clerk of Courts where
you were convicted. This includes OUl and negoti-
ating a worthless instrument.

2. If you answered YES to questions 2 and/or 3:
attach an explanation for each situation.

3. If you answered YES on a previous application
and there have been no additional convictions,
submit a statement that there have been no new
convictions since the previous YES was submitted.

FINGERPRINT PROCESS

1. From the fingerprint cards, state and federal
criminal history record checks will be conducted.
The results of the state and federal criminal his-
tory record checks will be forwarded to the Maine
Department of Education to be used for the issu-
ance or denial of approvals. This information is
confidential and cannot be shared with a school
system, professional organization such as the
Maine Education Association or anyone else.
There will be procedures in place by which an in-
dividual may access the information received by
the Department of Education, but no one else may
have access to this information. The Maine State
Bureau of Identification will retain the fingerprints
in an electronic civil file to be used for renewal
purposes.

2. If you have applied for the CHRC approval and if
you are eligible, you will receive your approval
card after we receive the results of the criminal
history record check from the FBI and the Maine
State Police. However, additional time is
needed to review criminal conviction informa-
tion.

If you are not eligible, you will receive notification
in writing.

FINGERPRINT
PROCESS

Courtesy of:
RSU 21
87 Fletcher Street
Kennebunk, ME 04043
(207) 985-1100

For more information
contact:

STATE OF MAINE
DEPARTMENT OF EDUCATION
CERTIFICATION OFFICE
23 State House Station
Augusta, ME 04333-0023
(207) 624-6603






