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SHENENDEHOWA CENTRAL SCHOOLS 
Clifton Park, New York 

 
 
MEMORANDUM 
 
TO:  HOME TEACHERS/TUTORS 
 
FROM:  MICHAEL J. DUTKOWSKY, Ed.D. 

ASSISTANT SUPERINTENDENT FOR HUMAN RESOURCES 
 
RE:  HOME TEACHING/TUTOR LIST 
 
 
As you requested, your name will be added to our li st of home teachers/tutors when you complete the 
following form and attachments and return it to our  office.  
 
Name:        Social Security Number:       
Former Name(s):          
Present Address:        Home Phone:        
        Work Phone:        
Permanent Address:        Cell Phone:        
        e-mail address:       
 

Are you a CERTIFIED teacher?   (You MUST attach one of the following.) 
 

      YES Attach copy of certificate (must be curre nt, if not you will be considered non-certified) 
 

      NO Attach copy of four year degree (MINIMUM REQUIREMENT) 
 
The District prefers you list only those subjects y ou feel you are qualified to teach, however, no mor e than 
three  subject areas.  PLEASE NOTE:  If uncertified, your name will be added to no mo re than two  subject 
area lists.  
 
 
 
 

 
 
Are you a member of the NYS Teachers’ Retirement Sy stem?       Yes               No   
If so, what is your registration number?  _________ _________   Rate of Contribution? _______ 
 
Applications must be presented in person.  Applications are accepted for processing at the Off ice of Human 
Resources, 5 Chelsea Place, Clifton Park, New York, by appointment ONLY .  Please contact Michele Mastrianni 
at 881-0600, extension 68402 to schedule an appoint ment.  
 
Applicant will be subject to a fingerprint supporte d criminal history background check in accordance w ith 
SAVE Legislation effective July 1, 2001.   
PLEASE NOTE:  Detailed instructions for the new LiveScan  fingerprinting process are included in the 
application packet.   
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LIVESCAN FINGERPRINTING AVAILABLE  

THROUGH SHENENDEHOWA CENTRAL SCHOOL DISTRICT,  
A CAPITAL REGION BOCES SATELLITE FACILITY 

 
 
LiveScan fingerprinting is available for instructio nal and non-instructional substitutes, candidates f or 
teacher certification and Capital Region BOCES comp onent school districts. 
 
LiveScan fingerprinting is by appointment  only  Monday through Friday from 8:00 a.m. through 3:00 p.m.  
Please call the Office of Human Resources at (518) 881-0650 to schedule an appointment. 
 
Each individual must bring two (2) forms of identif ication.  Acceptable forms of identification are:   

·  Valid Drivers License 
·  Non-Driver ID 
·  Passport 
·  College ID 
·  Social Security Card 
·  Birth Certificate 
·  Military ID   

 
Each individual must know his/her social security n umber. 
 
Prior to scheduling your fingerprinting appointment , please complete the following steps: 

·  Hold down the Ctrl key and click on the link below 
http://www.highered.nysed.gov/tcert/teach/login.htm l 

·  Follow Step 1 and Step 2 under “Logging into the TE ACH System” 
·  Enter Fingerprint Application 
·  Make payment of the $94.25 processing fee payable o n-line via MasterCard and VISA 

credit/debit cards 
·  Print the payment receipt 

 
A copy of the payment receipt must be presented as evidence of payment of the $94.25 fee. 
 
If any individual does not have internet access, he /she may bring a valid MasterCard or VISA credit/de bit 
card to the appointment.  Please note:   the authorized cardholder must be present at the appointment, 
with appropriate identification. 
 
Fingerprints cannot be transmitted until the $94.25  processing fee is paid. 
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