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Dear Teacher, 
 
Welcome to the New York City Department of Education! We are 
delighted that you have chosen to join our team. This year, you’ll be 
working alongside over 75,000 teachers and nearly 60,000 other 
colleagues to help insure that each one of our 1.1 million students 
graduates from high school with the skills he or she needs for 
success in college and the workplace.  
 
Much like the city we serve, the New York City Department of 
Education is a dynamic, innovative, and fast-paced institution. 
However, we know that an organization of this size and complexity 
can be challenging to navigate. This toolkit is a collection of 
information and links that are particularly pertinent to new 
teachers. By helping you to address various human resources 
questions quickly, we anticipate that it will help you free up time and 
energy to focus on the real reason you’re here – your students!  
 
Again, congratulations and welcome! We look forward to seeing the 
important and impactful work that you’ll do with your students this 
year. 
 
 
Sincerely, 
 
 
Lawrence Becker 
Chief Executive Officer, Division of Human Resources and Talent 
New York City Department of Education 
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GETTING STARTED 
Congratulations on joining the NYCDOE! You are joining an 

elite team – traditionally, fewer than 1 in 6 applicants are 
selected and hired at NYC DOE schools in a given school year. 
 
New York City’s 1,700 schools serve more than 1.1 million 
students. Over 75,000 teachers work in classrooms across 
the city, for a single goal: to put our students on a path for 
success in college and careers. 
 
This section will fill you in on some of the basics you’ll need 
to know as you begin your NYCDOE career. 
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Do now! 

Bookmark the NYC DOE website: schools.nyc.gov. 
(You don’t need to type “www” at the beginning.)  

http://schools.nyc.gov/


Key Link: 
http://schools.nyc.gov/Calendar/2014-2015+School+Year+Calendars.htm  

School Calendar Resources 

Here, you can find detailed information about calendars for: 
 
• School holidays and closings 
• Parent teacher conference days 
• Scheduled citywide and statewide assessments  
 
See the next two pages for a basic overview of the 2014-15 calendar. 
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Your Identification:  
File Number vs. Employee ID Number 

Questions? Call HR Connect: 718-935-4000 

Number Type File Number  Employee ID Number  

Typical 
characteristics 

7-digit number, usually 
beginning with “0” (e.g. 

0987654)*  

7-digit number usually 
beginning with “1” (e.g. 

1234567) 

Issued to: School-based personnel 
ONLY 

ALL NYCDOE employees 

Where/how to 
find yours: 

Your File Number will be 
issued to you in the 

staffing confirmation 
email that you receive 

after you have been 
staffed and placed on 

payroll. 

Your Employee ID # is in the 
“Reference #” space on your 
paystub.. Contact HR connect 
or your payroll secretary to 

obtain your employee ID 
before your first paycheck.  

Use this number 
for:  

Contacting HR Connect 
about payroll concerns,  
inquiring about other 

titles (most commonly-
used unique ID # for 

teachers) 

Logging into NYCAPS 
employee self-service (ESS: 

www.nyc.gov/ess ); 
Resetting your DOE Network 

log in ID or email address. 

* If you were previously a 

paraprofessional or 

substitute, you’ll retain your 

original file number. File 

numbers for these individuals 

usually begin with a “2” – 

e.g. 2234567. 
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Getting Your Employee ID 

To obtain an employee ID card, all new hires must: 
 
1. Clear fingerprint results posted in the DOE system (State and Federal). 
2. Have digital photo and signature retained in the DOE database after February 20, 2011. 
3. Secure employment and be currently active on payroll with the NYCDOE. 
4. Download an Application Form for NYCDOE Photo ID Card, available from the DHR Forms 
website, (http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm) and complete the 
front page of the form. 
5. Visit the HR Connect Walk-in Center during regular business hours. Bring your valid 
government-issued photo ID along with the completed form. 
 
You have 30 calendar days to obtain the requested ID from the date noted on your letter. There 
is no charge for your first ID card. 

Before Getting Your Employee ID Card 
Check with your school secretary or office staff to learn what your school’s policies regarding 
ID cards are. At some schools, you can obtain your ID from your principal, payroll secretary, or 
hiring manager, while some schools may require that you obtain your ID from the HR Connect 
Walk-In Center at 65 Court Street in Brooklyn. 
 

Checklist: Obtaining Your DOE Employee Photo ID In-Person 

 Completed Application Form for NYCDOE Photo ID Card 
(This can be obtained from your school secretary or from DHR Forms website) 

 Valid government-issued photo ID for verification purposes. 

*If all requirements are met, you will be issued your Photo-ID on the same day. 

Key Links: 
http://schools.nyc.gov/Offices/DHR/Fingerprinting+Employee+IDs+and+Smart+Cards.htm 
 
http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm  

9 

http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm
http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm
http://schools.nyc.gov/Offices/DHR/Fingerprinting+Employee+IDs+and+Smart+Cards.htm
http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm


Replacing Your Employee ID Card  

For replacement of a lost, stolen, or mutilated employee ID card which was 
originally issued after February 20, 2011, you must provide the HR Connect 
Walk-In Center with a completed Application Form for NYC DOE Photo ID Card 
and a $10 fee (check or money order payable to NYCDOE/DHRT). This fee is 
waived if you provide a police report documenting a stolen ID card. 
 
For replacement of a lost, stolen, or mutilated employee ID care which was 
originally issued prior to February 20, 2011, you will not incur a replacement fee. 
 
There is no fee for replacement ID cards requested due to a name change, title 
change,  or work location change. 
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Key Link: 
http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm  

http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm


Accessing Your NYCDOE Email 

Please log into the DOE's "Sandbox" intranet portal for additional  information and helpful 
hints on using NYCDOE email. 

Accessing your DOE email address 

1. Go to schools.nyc.gov. 

2. Scroll down to the bottom of the page. 

3. Click “DOE Login,” and then click “Employee Password Reset Tool.” 

4. Enter the following:  

•Last Name 

•Employee ID 

•Last 4 digits of your SSN 

5. Click Submit. 

7. Read the Policy, click the “I accept the policy” check box, and then click “Submit.” 

8. The first part of your email appears toward the top of the screen. Add @schools.nyc.gov, 
and now you have a complete email address. 
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Need Help?  
Call IT and 

Outlook Support: 
(718) 935-5868 

You will be able to access your DOE email once you have been issued an 
Employee ID number. 

http://schools.nyc.gov/Offices/EnterpriseOperations/DIIT/Email/TeacherOutlook/teacheremail.htm
http://schools.nyc.gov/default.htm


Teaching Credentials:  
Licensing and Certification 

*NYC does not issue state certificates. State certificates are only 
issued by the New York State Education Department (NYSED). 

All fully appointed NYCDOE teachers have both a New York State teaching 
certificate and a New York City teaching license.  
 

For example, a middle school science teacher may be issued:  
• NY State Certificate in Chemistry (7-12), and  
• NYC license in General Science – Junior High School 
 

All teachers (even those who are dually certified) are appointed under ONE license 
at any given time.  
 
Teachers are tenured under the NYC license in which currently appointed. 

 

NYC License Information 
For information regarding your NYC License, maintaining your certification or 
extensions, please visit the NYCDOE certification website or calling the NYCDOE 
certification hotline* at 718-935-4842. 
Additionally, your school’s payroll secretary may be able to help you find 
information about the license you’re appointed under. 

 

Checking the Status of your NY State Certification 

If you have applied for state certification but have not yet received your certificate, 
you can determine the status of your application by accessing your online TEACH 
account with the New York State Education Department (NYSED -- 
http://www.highered.nysed.gov/tcert/teach/home.html  
 
 

 

 

 

All newly-hired teachers should receive an email confirming license and 
certification in August or September. This email also contains instructions on 
what to do if you have questions about your license or feel that you have been 
assigned a license in error.   
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Getting to Know Your School: Basic Information 

Getting to know your school – your colleagues, your building’s geography and policies, and 
your school’s performance history – will help you to get off to a strong start and be well-
prepared to meet your talented students.  
 
Each school has a specific School Portal website which provides basic information about the 
school, including grades served, student enrollment, cluster, network, and geographic district 
affiliation, and relevant contact information. Many schools have added additional information 
or resources to their portal sites.  
 
You can navigate to your school’s portal by searching for your school’s name or school code in 
the search function on the DOE homepage.  

Example: to find the portal 
for James Madison High 

School, you can type in the 
school name OR code (in 

this case, K425) 

Additional information about a school can be found on the NYCDOE’s Accountability page. 
(http://schools.nyc.gov/Accountability/default.htm) 
 
Here, you can find details on your school’s: 
•Progress Report: An assessment of a school, based on student performance, progress, 
and school environment 
•School Survey: Feedback from parents, teachers, and students on school environment 
•Quality Review: Measures how well a school is organized to support student achievement 
•State and Federal Evaluation measures: Measures of student achievement, based on No 
Child Left Behind and NY State Education Department criteria 
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Getting to Know Your School: Key People 
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Getting to know key adults within your school building is important for learning about your 
school’s culture and operations. Below are some key people whose acquaintance you should 
make within your first month of school.  
  
Administration 
Your Principal: If you did not meet your principal during the hiring process, be sure to 
introduce yourself to him/her as soon as possible. In addition to overseeing the school’s 
instruction and day-to-day operations, the principal also plays a key role in setting and 
realizing a strategic vision for the school.  
 
Other Administrators: Assistant principals, operations managers, and/or school deans are 
also critical supports. If you are in a larger school you may be reporting to an administrator 
other than the principal.  

 
Teaching Staff 
Your Mentor Teacher – If you are a new teacher,  your school will assign you a mentor to help 
you through the challenges of your first year. You will develop a special relationship with your 
school-based mentor, who is there to help you grow quickly as a teacher. Your mentor will plan 
with you, view your classroom practice, and conference with you to help you reflect on your 
teaching practice. Please contact your principal for more information. 
 
Colleagues in your Department or Grade Team – Colleagues who are teaching similar 
curricula or populations of students are excellent resources to learn from and to collaborate 
with. Most schools have regular department or grade team meetings to foster collaboration, 
but it can also be productive to reach out to individual colleagues on an ad hoc basis to discuss 
curriculum, student progress, opportunities for grants or community collaborations, etc. 
 
Your UFT Chapter Leader – Your Chapter Leader is a great point person for learning about 
the resources supports that the UFT provides for teachers. 
 
Teacher Leaders in Your School – If your school has teacher leaders – Lead Teachers, Peer 
Instructional Coaches, Common Core Fellows, or teachers in informal leadership roles such as 
Grade Team Leader, seek these people out! They have been selected into these roles on the 
basis of their strong instructional practice and ability to coach or lead adults, and can be 
fantastic resources. 
  



Key People (continued) 

Key Non-Instructional Personnel 
 
School Secretaries: Secretaries often have multifaceted knowledge of a school community. 
Many teachers report that there are at least 1-2 secretaries in their school who are great 
sources of institutional and operational knowledge.  
 
Payroll Secretary:  Your school’s payroll secretary is your first point of contact if you have any 
needs or questions around getting paid. He/she also may be able to help you find answers to 
certain HR-related questions. 
 
Parent Coordinator: A key liaison with students’ parents,  and often has helpful insights into 
the community and cultural factors that shape students and their families.  
 
Student Support Staff (e.g. guidance counselor, social worker, psychologist, IEP 
coordinator): Support staff are key partners in supporting the socio-emotional needs of 
students, and are often a good first point of contact when you notice concerning behavior or 
changes in academic performance in a student. Additionally, you will likely work closely with 
members of this team to support students who are receiving special education services.  
 
Custodial Staff: They know the ins and outs of the building, usually have keys to every room (a 
big plus if you inadvertently lock yourself out of your classroom or another space), and are 
indispensable when there’s a major spill or similar emergency.  
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Getting to Know Your School:  
Key Things to Know 

Examples of Staff Policies Include: 
•Where and how to badge or sign in and out for the day to confirm attendance 
•Using shared resources – copiers, printers, computers, etc. 
•Days and times for regularly-occurring meetings  
•Emergency preparedness, including protocols for fire drills, hostile intruder drills, 
inclement weather conditions, and major incidents or disasters 
•Building hours 
•Policies for working with disruptive students  
•Policies between co-located schools (two or more schools located in one building) 
•Grading scales or formulas, deadlines for submitting grades 
  
Examples of Student Policies Include: 
•Community conduct and disciplinary policies within the building  
•Attendance and lateness 
•Academic integrity  
•Dress codes or policies on school uniforms 
•Policies on bringing certain items to school – e.g. backpacks, hats, gum, cell phones 
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Basic Needs 
Make sure you have all of the basic supplies that you need for your first day in advance. 
This includes locations of and keys for important rooms  - the classroom(s) you’ll be 
teaching in, the staff bathroom, and other relevant rooms (e.g. teacher’s lounge) that you 
will need access to. Make sure that you’ve identified the locations of the main office, your 
mailbox, and your attendance card that you will use to sign in and out each day. 
 
Supplies 
Ask your hiring manager and colleagues about obtaining basic classroom supplies at your 
school. Additionally, take time to identify locations of additional basic resources such as 
printers and photocopiers. 
If you can access the classroom(s) in which you will be teaching, before the start of school, 
we encourage you to familiarize yourself with the space and resources of each room.  
 
Classroom Space 
Consider how you will configure classroom space and, and if possible, identify a place to 
securely store some basic classroom supplies.  Additionally, if you are teaching in multiple 
classrooms, you may want to map out your travel from room to room and consider how 
you will to transport materials from one classroom to another. 
 
School Policies 
Finally, check with your administrators and mentor teacher to see if there are specific 
school-wide policies that exist for staff and students. If your school has a handbook for staff 
and/or for students, it will likely contain this kind of information. 
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2014-15 New Teacher Checklist 
Employee Name:_______________________ Position:__________________________ 

Location (School DBN):_______________________ Date:_______________________ 

Click here for PDF version 

http://schools.nyc.gov/NR/rdonlyres/71075FF5-5CAB-4F46-AA1F-B750C0590209/0/NewTeacherChecklist.pdf


YOUR BENEFITS AND PAY 
The NYCDOE offers extremely competitive salaries to newly hired 
teachers, and under the City’s contract with the United Federation of 
Teachers (UFT), salaries for both new and existing teachers will 
increase each year through 2018. NYC teachers earn more based on 
experience, which translate to salary steps, and coursework above a 
bachelor’s degree, which equate to salary differentials.  
 
This section provides some essential information about salary steps 
and differentials, managing your pay, and the benefits you receive as 
a New York City teacher. 

Do now! 

You must apply for salary step placement so an equated 
(or anniversary) date can be issued to you. This will allow 
you to contractually advance on the salary schedule twice 
a year. See page 24 for more information.  
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HR Connect: (718) 935-4000 

Snapshot of Services Offered by HR Connect* 

HR Connect Call Center 
 
(718) 935-4000 
Monday – Friday 
9:00 a.m. – 5:00 p.m. 
 

HR Connect Walk in Center 
 
65 Court Street  
Room 102 
Brooklyn, NY 
Monday – Friday  
9:00 a.m. – 5:00 p.m. 
 

• Benefits Inquiries 
• Salary Step & Differentials 
• Payroll Inquires 
• Leaves of Absence Inquiries 

• Fingerprinting Services 
• ID Cards 
• HR Inquires 
• Benefits Inquires 
• Leave of Absence Inquires 
 

* If you do not see your HR need listed on this chart, we 
encourage you to still contact HR Connect.  

If you have questions about your benefits or pay, the first thing 
you should do is contact HR Connect, the NYCDOE’s one-stop 
employee service center. 



Things You Can do 
with ESS 

Employee Self-Service  
Employee Self- Service (ESS) is a tool that allows you to view or change your personal 
information and health benefits online.   
 
Key link: 
 http://schools.nyc.gov/Offices/DHR/ESSintro.htm 

 
ESS: Logging on for the first time 
 
 User ID: Your seven-digit Employee ID Number. 
 Temporary ESS password: The last two digits of your SSN, the 
first three letters of the your birth month (must be upper case), 
your birth day (including the leading zero, if applicable), and 
birth year.  
  
Example: Jane Doe’s SSN is XXX-XX-XX99 and birth date is January 
01, 1910.  Jane’s initial default password is 99JAN011910. 
 
Once you successfully log on, you will be presented with a series 
of 10 security questions. YOU ONLY NEED TO ANSWER 5 OF 
THESE.  If you forget your password in the future, the system will 
give you an opportunity to reset it yourself as long as you can 
answer the questions correctly. 
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Helpful Hint: ESS 
works best on PC 
Computers with 
Internet Explorer 
version 7 or 8. If 

you have a Mac or 
a higher version of 

IE, IT/Outlook 
support at (718) 

935-5868 can help 
you open a 

compatible view 
on your computer. 

http://schools.nyc.gov/Offices/DHR/ESSintro.htm
http://schools.nyc.gov/Offices/DHR/ESSintro.htm
http://schools.nyc.gov/Offices/DHR/ESSintro.htm
http://schools.nyc.gov/Offices/DHR/ESSintro.htm
http://schools.nyc.gov/Offices/DHR/ESSintro.htm


The Payroll Portal 
The NYCDOE’s Payroll Portal website allows you to access salary, payroll, and personal 
paycheck information, and to enroll in direct deposit.  
  
Accessing the DOE Payroll Portal 
You can access the Payroll Portal at: payrollportal.nycboe.net 
   

  OR 
   
1. Go to schools.nyc.gov/Offices/DFO 
2. Click Payroll Portal. 
The payroll portal login screen looks like this: 

You must log into the portal to access some of the portal’s functions, such as employee 
self-service.   
  
To log into the payroll portal: 
1. Enter your Network / Email ID user name (for example, FSMITH).  This is the same user 
name you use to log into the DOE network, and matches the first part of your email address. 
2. Enter your Network / Email ID password.  This is the same password you use to log into 
the DOE network 
3. Enter ONE of the following: 

• Employee ID 
• EIS ID (this is labeled “Reference Number” on your paycheck) 

Note: You must include all 7 digits, of your EIS ID, including the leading zero. 
4. Click Sign In. 

Note: Payroll Portal options 
are only compatible with 

Internet Explorer 8 or lower 
(for example, IE 7). If you are 

using Internet Explorer 9, 
select the Compatibility View 

option from your Internet 
Explorer 9 Tools menu. 
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Enrolling in Direct Deposit 

All newly-hired teachers must enroll in direct deposit. Enrolling in Direct 
Deposit/EFT is easy, saves paper and deposits your check directly into 
your account. It also allows you to access your pay stubs online.   
  
Web Enrollment (encouraged):  You can use the self-service area on the 
payroll portal to enroll in EFT by going to http://payrollportal.nycboe.net 
and log into the site with your DOE Outlook email address.  Enrolling via 
the web will take up to two (2) pay periods. If you do not know or have an 
Outlook email, you may contact the DOE helpdesk at 718-935-5868 to 
obtain one. 
  
Form Enrollment:  Alternatively, you may submit a paper application 
along with a voided check (with pre-printed name), copy of savings 
statement, or passbook account (with pre-printed name) is 
required.  Enrolling utilizing the paper form will take between three (3) 
and four (4) pay periods and incomplete applications will be returned. 
  
You can download and print a paper application form from the Payroll 
Portal. Completed paper applications should be sent to: 
 
NYC Department of Education 
Payroll Benefits Program 
65 Court Street, Room 1400 
Brooklyn, NY  11201 
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Calculating Your Salary Step and Differential 
Salary step placement is based on previous, paid, full-time teaching experience and/or related non-
teaching experience.  
 
All appointed teachers and appointed school-based-staff are assigned a salary step and an equate date. 
Twice each year, these individuals will automatically advance to the next salary step—once on his/her 
equate date and again every March. 
 
Detailed information about salary steps can be found at:  
http://schools.nyc.gov/Offices/DHR/TeacherPrincipalSchoolProfessionals/Salary/Salary+Steps.htm 
 
This page provides detailed information on how and when to apply for a salary step or differential, including what 
information you will need to provide in your salary step or differential application. Information on salary 
step/differential timelines and mailing addresses is also included here. 

 
Salary differentials are based upon exceeding the minimum education level required for their 
positions. Receiving the differential, however, is not automatic. Even though a prospective employee 
was required to report his or her education in his or her application for employment, a separate salary 
differential application must be submitted to the Office of Salary Services to be considered for this 
increase in pay. 

 
More information about salary differentials can be found at:  
http://schools.nyc.gov/Offices/DHR/TeacherPrincipalSchoolProfessionals/Salary/Salary+Differentials.htm 

 
Teacher salaries are calculated on the basis of prior degrees and coursework and previous teaching or 
other closely related work experience. A teacher’s salary is not officially calculated until he/she has been 
staffed; however, you can use the salary step documents below to estimate what your salary will be. If  
you have prior teaching or related experience or  additional education above a bachelor’s degree that 
you would like to be considered in your salary calculation, please consult the information on the Salary 
Step and Differential web pages to determine how to submit evidence of work experience or education 
for review. 
 
Salary Resources 
  
Salary Steps and Differentials Page (DOE): 
http://schools.nyc.gov/Offices/DHR/TeacherPrincipalSchoolProfessionals/Salary/Teacher+Salary+Ste
ps+and+Differentials.htm 
  
Teacher Salary Schedule: 
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-
C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf  
  
Note: The salary schedules specify salary information in relation to the employee’s salary step, 
differential, longevity, salary base, experience, advancement increase, tuition reimbursement, staff 
development, educational differential, uniform allowance, and job level, where applicable to a given title. 
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Salary Schedule: Steps and Differentials 
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Key link:  
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-
C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf  

Columns: Salary Differentials 
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Please Note: The default tax status for all paychecks is single with zero allowances. Employees can make 
changes to their tax status, tax withholding, or any additional withholding via the Personal and Tax Data 
Change form. 

http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf
http://schools.nyc.gov/NR/rdonlyres/351BB993-3381-4A6A-8F5C-C1CD117EAE9D/0/TeacherOnlySalaryScheduleSeptember2014CORRECTED.pdf


Your Salary: Important Tax Information 
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PLEASE NOTE: The default tax status for all paychecks is single, with zero allowances. 
Employees can make changes to their tax status, tax withholding or any additional 
withholding by following the steps below: 
 
1. Download the Personal and Tax Data Change form from the HR Connect website at 

http://schools.nyc.gov/dhrforms. 
 

2. Complete the form based on the instructions provided on it. Be sure to complete the 
entire form, as incomplete forms will not be processed. 
 

• NOTE: Employees wishing to make a tax change to multiple payroll banks 
need to submit separate Personal and Tax Data Change forms with the 
requested supporting documentation 
 

• NOTE: The maximum for federal and state tax additional withholding is $150 
for each federal and each state tax withholding. 
 

3. Send the completed form and any supporting documents (W-4 form, a new IT-2104 
form, etc.) to HR Connect as indicated in the form’s instructions: 
 

New York City Department of Education 
Division of Human Resources / HR Connect 
65 Court Street, Room 102 
Brooklyn, NY 11201 
 
FAX: 718-935-3423 
 

It can take up to two pay periods for the change to take effect on your paycheck. 
 

REMEMBER: 
 

• Please ensure that you select the correct title when completing the form. 
 

• When submitting a W-4, IT-2104 or IT-2104-E form, you must also submit the 
Personal and Tax Data Change form with the correct title selected. 

http://schools.nyc.gov/dhrforms


Health Benefits 

The NYC DOE offers a comprehensive benefits package that includes full medical benefits. 
Being provided with the opportunity to choose from over 10 health plans gives you access 
to some of the best doctors in the city.  There is no waiting period  because you are 
eligible on the first day of employment.  
 
 
Your coverage starts on your first day of employment, but you must apply for health 
benefits within 31 days of hire to be eligible retroactive to your first day of hire. The 
earlier you apply, the better. For 2014-15, you need to submit health benefits forms 
by October 2nd, 2014 to be eligible for retroactive coverage as of  your start date of 
September 2nd.  See the next page for application information. 
 
Check the NYCDOE Health Benefits website to get the most up-to-date instructions for 
enrolling dependents or domestic partners on to your health plan. 
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Key link: 
http://schools.nyc.gov/Offices/DHR/HealthBenefits/default.htm 

Selecting a health plan is an important decision.  Employees should select the health plan that 
best meets their needs, considering four important criteria:   
 
•Cost: Some plans require payroll and pension deductions for basic coverage.  The costs of 
optional riders also differ.  Be sure to compare costs and choose a plan that is suitable for you.   
•Choice of doctor:  Some plans provide partial reimbursement when non-participating 
providers are used; other plans only provide coverage for participating providers. 
•Convenience of access:  Certain plans may have participating providers or centers that are 
more convenient to your home or workplace.   
•Coverage:  The services covered by each plan differ.  For example, some provide preventive 
services while others do not; some plans cover routine podiatric (foot) care, while others do not.  
Make sure that your health plan covers any specific services you might need.  
 

You can review the offered plans and rates by obtaining the Summary Program Description 
available on the Office of Labor Relations (OLR) website. 
 
1.Go to http://www.nyc.gov/html/olr/html/home/home.shtml 
2.From the left-hand navigational pane, click Health Benefits Program. 
3.Click the appropriate link to view/print the Summary Program Description, general program 
information, and/or current health plan rates. 
4. Contact the providers of the plans you are interested in, for additional information. It’s 
important that you make this decision based on your own preferences. 

 
The OLR website also contains helpful information and FAQs on health benefits topics such as 
retirement, coverage of eligible adult children, and domestic partner enrollment. 

Do now! 

http://schools.nyc.gov/Offices/DHR/HealthBenefits/default.htm
http://www.nyc.gov/html/olr/html/home/home.shtml


Health Benefits: How to Enroll 

In early September, you will have the opportunity to log into ESS and enroll in health 
benefits. An email communication will be sent to you that contains your User ID and further 
instructions on how to enroll.  Once you are logged into ESS, you will see a list of the 
available plans and rates. Employees can access ESS at www.nyc.gov/ess. FAQs are located 
here. 
 
After completing your enrollment in ESS, you should immediately FAX appropriate 
supporting documentation to: (718) 935-5215 (Attn: HR Connect Health Benefits 
Administration Office), or email : HRConnectBeneFax@schools.nyc.gov. Attach an ESS 
Coversheet, located here, and write your name and Employee ID on each page that you fax.  
  
What is my ESS User ID and password? 
Your User ID is your 7-digit Employee ID/PMS Reference #. For future reference, it will also 
be on your pay stubs. 
  
Your temporary password is the last two digits of your Social Security Number, the first 
three letters of your birth month (these must be entered using upper case), your birth day 
and birth year. For example, if the last two digits of your Social Security Number are 99 and 
your birth date is January 1st, 1980, your initial password will be 99JAN011980.   
 
Important:  If you plan on enrolling a domestic partner, please be advised that you will be 
unable to add your domestic partner in ESS.  To add a domestic partner, you must first enroll 
yourself and any other dependents in ESS.  An ERB form must be completed in order to add 
a domestic partner and can be found here.  The required documentation for all of your 
dependents, including your domestic partner, must then be faxed to (718) 935-5215 (Attn: 
HR Connect Health Benefits Administration Office).  Be sure to include your Employee ID 
number on each page that is being faxed to the Benefits Office.   
  
Late applications will be processed, but your coverage start date will be determined 
by the date the Benefits Administration Office processes a complete application. 
  
For example, a teacher who submitted health benefit enrollment forms on September 30th, 
2014 will be covered retroactively from his/her start date of September 2nd, 2014, whereas a 
teacher who submitted health benefit enrollment forms on December 23rd would only be 
covered from that date onwards. 
  
Employees who have missed their deadline must call HR Connect at (718) 935-4000. 
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http://www.nyc.gov/ess
http://schools.nyc.gov/NR/rdonlyres/43E81252-727F-49ED-A6C2-48761FA6B0CB/0/ESSFAQs.pdf
C:/Users/AChisholm2/AppData/Local/Microsoft/Windows/Temporary Internet Files/Content.Outlook/Q6G5G0BO/schools.nyc.gov/dhrforms
C:/Users/AChisholm2/AppData/Local/Microsoft/Windows/Temporary Internet Files/Content.Outlook/Q6G5G0BO/schools.nyc.gov/dhrforms


Opting Out of DOE Health Benefits 
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If you are already receiving coverage under a family member/domestic partner’s 
health plan, you may opt out of DOE health benefits. You may opt out of benefits 
by selecting the "Waive Benefits" or "Buy-Out Waiver Program" option in ESS.  On 
September 2, 2014 you will have the opportunity to log into ESS to opt out of DOE 
health benefits.  A Health Benefits Buy-Out Waiver Form must also be completed 
(link below). Refer to page 27 for information on how to access ESS.   

 

If you are covered under a family member’s City health plan 

If you are covered under a family member’s non-City health plan 

• Either you or your family member will need to waive your City benefits. 
• Waiving benefits is a requirement for employees who are covered under 

another CITY health benefits plan (for example, covered under their City-
employed spouse's plan).  The City will not "buy out" their DOE benefits since 
they are still subsidizing the other City benefits.   
 

• You will have to WAIVE BENEFITS if you are covered by another New York City 
Employee’s health plan. Because the City is still subsidizing your benefits, you 
are not eligible for a buy-out waiver.  

• You may enroll in the BUY-OUT WAIVER PROGRAM if you are covered through 
a non-City employee health benefits program (e.g. if your family member 
works for a state agency, the MTA, a federal agency, or in private industry) 

• The Buy-out waiver program is an incentive program that is extended to 
employees who are covered under NON-CITY health plans, who are willing to 
waive their City health benefits in return for a semi-annual payment - $500 for 
individuals and $1000 for families.  

• To enroll in the Buy-Out Waiver, you will need to submit a Health Benefits Buy-
Out Waiver Form (available on the OLR website);  

• Complete this form and submit it by October 2nd, 2014. 
 

http://www.nyc.gov/html/olr/html/forms/forms_and_dl.shtml


Dental, Vision, and Prescription Drugs 
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All teachers are covered for dental, vision, and prescription drugs by the United 
Federation of Teachers (UFT) Welfare Fund. 

 

 

All new members must: 

•Complete a UFT Welfare Fund Enrollment Form. (This enrollment is separate from any 
UFT Membership and Department of Education Health Plan applications.) This 
enrollment form is available from the Fund office or can be done on-line at 
www.uftwf.org. 

•Attach applicable documentation (e.g. birth certificate, marriage certificate or domestic 
partnership registration) to the enrollment form.  

•See your UFT Chapter Leader if you have questions about the UFT Welfare Fund. 

 

Do now! 

http://www.uftwf.org/
http://www.uft.org/welfare/enroll/


Retirement, Savings, & Other Financial Benefits 

Teachers' Retirement System (TRS): TRS membership is available to educators who work 
for the NYCDOE. TRS provides New York City educators with retirement, disability, and 
death benefit services. In addition to their basic Qualified Pension Plan, they administer 
one of the largest unified Section 403(b) Tax-Deferred Annuity Programs in the country. 
 
TRS‘s address is 55 Water Street, New York, NY 10041. The office is located in lower 
Manhattan, two blocks south of Wall Street, four blocks east of Broadway and two blocks 
north of Broad Street.  Member Services Center hours are 8:30 a.m. to 5 p.m., Monday 
through Friday. The toll-free number is (888) 8-NYC-TRS. 
  
TRS’ website includes FAQs, Forms and Tools, and Glossary, among other resources.  
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Key link: https://www.trsnyc.org/trsweb/index.html 

https://www.trsnyc.org/trsweb/index.html
https://www.trsnyc.org/trsweb/support/faqGeneral/contactingTRS.html
https://www.trsnyc.org/trsweb/tools/toolsLandingPage.html
https://www.trsnyc.org/trsweb/support/glossary.html
https://www.trsnyc.org/trsweb/index.html


Employee Discounts 
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WageWorks/Transit Benefit  
 
 
 
 
 
The City of New York partners with WageWorks to give eligible employees the 
opportunity to use pre-tax earnings to cover certain public transportation costs 
through the Commuter Benefits Program. By enrolling in the City of New York 
Commuter Benefits Program, you will save up to 42% on the cost of your 
commute using public transportation. This program works for virtually any 
transit system in the Tri-State area, including parking at or near public transit to 
commute to work.  
 

To enroll, change, suspend payroll deductions or discontinue your enrollment in 
the Commuter Benefits Program, visit the Employee Self Service section of the 
Payroll Portal. (https://payrollportal.nycboe.net/payrollportalweb/main.aspx) 

Key link: 
schools.nyc.gov/Offices/EnterpriseOperations/ChiefFinancialOfficer/DFO/Payrol
lAdministration/WageWorks-TransitBenefit.htm 

 

Other Discounts   
 
 
 
 
Other discounts available for NYCDOE employees include: 
  

• Office and print services 
• Computer equipment and software 
• Cell phone service 
• Wellness programs and health clubs 
• Educational courses and cultural events 
• Newspapers 
• Retail 
• Travel 
• Financial services 

 
Please note that the DOE does not administer the discount programs and 
cannot advise on the discounts provided by an organization or company.   

Key link: 
http://schools.nyc.gov/Offices/DHR/EmployeeIncentiveandDiscounts 

https://payrollportal.nycboe.net/payrollportalweb/main.aspx
http://schools.nyc.gov/Offices/EnterpriseOperations/ChiefFinancialOfficer/DFO/PayrollAdministration/WageWorks-TransitBenefit.htm
http://schools.nyc.gov/Offices/EnterpriseOperations/ChiefFinancialOfficer/DFO/PayrollAdministration/WageWorks-TransitBenefit.htm
http://schools.nyc.gov/Offices/EnterpriseOperations/ChiefFinancialOfficer/DFO/PayrollAdministration/WageWorks-TransitBenefit.htm
http://schools.nyc.gov/Offices/EnterpriseOperations/ChiefFinancialOfficer/DFO/PayrollAdministration/WageWorks-TransitBenefit.htm
http://schools.nyc.gov/Offices/DHR/EmployeeIncentiveandDiscounts


RESOURCES FOR A  
SUCCESSFUL FIRST YEAR 

This section provides some helpful tips and links to 
additional instructional and pedagogical resources and 
supports.  
 
You can find many more resources on the Teacher Page 
(including access to ARISLearn), as well by asking colleagues 
within your school and across the NYCDOE. 
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http://schools.nyc.gov/Teachers/default.htm


The Teacher Page:  
A “One-Stop Shop” for Teachers 

Current PD & 
student 

opportunities 
and instructional 
resources are on 

the left side 

Key HR Connect 
and SubCentral 

resources are listed 
on the right side 

Spotlight and 
news are located 

in the middle 

Key link: 
http://schools.nyc.gov/Teachers/default.htm 
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http://schools.nyc.gov/Teachers/default.htm


ARIS: Online Resources for Teachers 

ARIS includes resources for: 
• Tracking student data and performance 
• Finding resources and curricular 

materials 
• Collaborating with other NYCDOE 

teachers 
• Developing and acting on your 

professional learning plan 
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Instructional & Mentoring Resources 

Many new teachers are provided with a mentor as a resource for strengthening student 
learning. Whether or not you are paired with a mentor depends on several factors, 
including how many years of teaching experience you have and whether or not your 
license has reciprocity in New York State.  
 
If you are in one of the categories below, you are eligible for mentoring: 
 
You are in their first year of teaching AND hold one the following certification types: 
 
•Initial Certification 
•Transitional B (Teaching Fellows, Teach for America, Peace Corps, and Teaching 
Opportunity Program participants) 
•Transitional A  
•Conditional Initial 
•Internship Certificate Holder 
•Transcript Evaluation 
•Letter from the college recommending State issue State Certification (LETT) 
 
 
Mentors are critical supports in guiding new teachers to enhance their planning, 
instruction, and content knowledge. If you are given a mentor, he or she will help orient 
you to your school community and serve as a collegial and emotional support as you 
transition to a new school system or to teaching altogether. 
 
All in all, mentoring serves several purposes. These include:  
 
•Inducting beginning teachers to the profession and school community, as well as 
offering on-going support throughout the first difficult year of teaching 
•Supporting the improvement of student outcomes in the classrooms of beginning 
teachers through on-going assessment, planning, and instruction cycles and assistance 
in implementing Citywide Instructional Expectations  
•Guiding beginning teachers towards becoming autonomous professionals 
•Ensuring that beginning teachers in NYC have the NYS required mentoring hours to 
move from Initial to Professional certification 
 
If you are a teacher taking part in the formal mentoring program at your school, you 
must be mentored for at least two periods per week (minimally) over ten months to 
satisfy their NYC DOE one-year mentoring requirement.  Once this has been completed, 
notification is sent to the beginning teacher, mentor, and the principal. In July, 
notification is sent to New York State to indicate that the teacher has completed the 
mentoring required for a New York State Professional Certification. 
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Working with Special Student 
Populations 

Over 175,000  NYCDOE students qualify for special education services, and 
approximately 160,000 students are English language learners. The resources 
below may be helpful if you are working with students who are receiving 
special education services or English language support.  

The NYCDOE Division of Students with Disabilities and English Language 
Learners website provides an overview of  special education services, the 
referral process, and useful acronyms and terms. While geared primarily to 
parents, it can be helpful for new teachers to familiarize themselves with 
terminology and NYC-specific programs. 

Information about NYCDOE Special Education Reform: 
http://schools.nyc.gov/academics/specialeducation/tellmemore/spedreform.
htm  
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http://schools.nyc.gov/academics/specialeducation/default.htm
http://schools.nyc.gov/academics/specialeducation/default.htm
http://schools.nyc.gov/academics/specialeducation/tellmemore/spedreform.htm
http://schools.nyc.gov/academics/specialeducation/tellmemore/spedreform.htm
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Click here for full version 

http://schools.nyc.gov/NR/rdonlyres/77B2E8A6-84B0-453C-BF17-EB6D1D136C01/0/201415CitywideInstructionalExpectationsFINAL.pdf
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Click here for full version 

http://schools.nyc.gov/NR/rdonlyres/77B2E8A6-84B0-453C-BF17-EB6D1D136C01/0/201415CitywideInstructionalExpectationsFINAL.pdf
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Click here for full version 

http://schools.nyc.gov/NR/rdonlyres/77B2E8A6-84B0-453C-BF17-EB6D1D136C01/0/201415CitywideInstructionalExpectationsFINAL.pdf
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Click here for full version 

http://schools.nyc.gov/NR/rdonlyres/77B2E8A6-84B0-453C-BF17-EB6D1D136C01/0/201415CitywideInstructionalExpectationsFINAL.pdf
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Click here for full version 

http://schools.nyc.gov/NR/rdonlyres/77B2E8A6-84B0-453C-BF17-EB6D1D136C01/0/201415CitywideInstructionalExpectationsFINAL.pdf


An Introduction to ADVANCE:  
The NYCDOE’s Teacher Evaluation System 
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In 2013, the New York City Department of Education launched a new teacher 
evaluation system called Advance. This system covers all New York City classroom 
teachers who have been assigned primarily responsibility for a student’s learning in a 
subject/course. Each teacher receives an evaluation score that is comprised of student 
learning measures and assessment of teacher practice. 
 

Your first step in Advance is to participate in an Initial Planning Conference with you 
evaluator – most likely your principal or assistant principal (AP). During this 
conference, you will outline your goals as a teacher for the upcoming school year, 
outline a plan for your evaluation, and discuss and select which observation options 
and components will contribute to your evaluation.  

The NYCDOE’s  Advance homepage includes a variety  of resources, including a Webinar 
for Educators on Entire Advance System. This webinar is designed to give educators an 
overview of each of the key components of the entire Advance evaluation and 
development system.  
 

Additionally, your principal, AP, and/or mentor teacher may be able to help you to become 
familiarized with the Advance teacher evaluation system and support you in setting goals 
and choosing amongst evaluation options.   

 
 

 

http://schools.nyc.gov/offices/advance/default.htm
https://learningtimes.adobeconnect.com/_a34442951/p47erv970vd/
https://learningtimes.adobeconnect.com/_a34442951/p47erv970vd/


Appendix 
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http://www.hdwallpapersplus.com/wp-content/uploads/2013/05/Brooklyn-Bridge-New-York-City-New-York-1-3OECWV6Y8G-1600x1200.jpg


Important Policies to Know 

FAQs Regarding School Trips 
Includes information on field trip requests, approval, chaperone 
requirements, and visiting non-DOE locations. 
(http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-
01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf) 
  
Conflict of Interest Memorandum: Includes guidelines on tutoring and/or 
working for an outside entity; also covers prohibited financial relationships. 
(http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-
6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf) 
 
Media Consent Form 
This site contains links to the media consent form that parents/guardians 
must sign in order to photograph, film, or videotape a student for non-profit 
use (e.g.: educational, public service or health awareness purposes ). Many 
schools have parents sign off on a blanket consent form at the start of the 
school year – check to see what your school’s policy is. 
(http://schools.nyc.gov/Offices/mediarelations/consentforms/default.htm) 
 
Chancellor’s Regulations Covers a wide range of NYCDOE policies. The 200 
and 600 series of Volume C cover many human resource policies pertaining 
to teachers.   
(http://schools.nyc.gov/RulesPolicies/ChancellorsRegulations/default.htm) 
  
Here are additional policies which can be found on the following websites: 
•NYCDOE General Practice Unit 
•NYCDOE Office if Ethics and Conflicts of Interest 
•UFT-DOE Classroom Teacher Contract 
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http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf
http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf
http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf
http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf
http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf
http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf
http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf
http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf
http://schools.nyc.gov/NR/rdonlyres/4716EC07-4DC3-4254-9E29-01BC9274CD98/144904/FAQsRegardingSchoolTrips.pdf
http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf
http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf
http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf
http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf
http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf
http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf
http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf
http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf
http://schools.nyc.gov/NR/rdonlyres/0CF883D2-AAEC-4CF9-8FE8-6AA148335643/81571/FinancialRelationshipsTutoringMemo.pdf
http://schools.nyc.gov/Offices/mediarelations/consentforms/default.htm
http://schools.nyc.gov/RulesPolicies/ChancellorsRegulations/default.htm
http://schools.nyc.gov/Offices/GeneralCounsel/Legal/GPU/default.htm
http://schools.nyc.gov/Offices/GeneralCounsel/Legal/OECI/default.htm
http://www.uft.org/our-rights/contract-2014
http://www.uft.org/our-rights/contract-2014
http://www.uft.org/our-rights/contract-2014


Requesting a Substitute 

 
•Please talk to your principal or other school leader (AP, operations manager, mentor 
teacher, etc.) to learn what your school’s policy for requesting a substitute is, as policies 
and procedures can vary from school to school.  
 
•If your school uses the DOE’s SubCentral system, you may access SubCentral and related 
documents via sidebar on the Teacher Page. 
 

 

Link to 
SubCentral 

45 

https://subcentral.eschoolsolutions.com/logOnInitAction.do
http://schools.nyc.gov/Teachers/default.htm


Leaves of Absence 

The HR Connect Leaves Administration Office handles leaves applications when DOE 
employees need to be absent from work for an extended period of time. This includes Line of 
Duty Injuries (LODI), Health Sabbaticals, Study Sabbaticals, leaves without pay, medical leaves, 
CAR and borrowing CAR days, personal illness, and more. For more information, please see the 
Leaves of Absence FAQs page. 
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Key link: 
http://schools.nyc.gov/Offices/DHR/HealthBenefitsLeavesAbsence/default.htm 

http://schools.nyc.gov/Offices/DHR/HealthBenefitsLeavesAbsence/FAQ/default
http://schools.nyc.gov/Offices/DHR/HealthBenefitsLeavesAbsence/default.htm
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Fingerprinting 

Fingerprinting services overview for teachers 
  
Where and How to Get Fingerprinting Done 
Fingerprinting services are available from the HR Connect Walk-In Center at 65 Court Street, 
Room 102, in Brooklyn between 9 a.m. and 5 p.m. However, applicants are strongly 
encouraged to report to the Walk-in Center by 4:30 p.m.  
 
Required documentation for teachers is as follows: 
Once you are nominated for a teaching position, you will receive an email with instructions to 
log into the Applicant Gateway. You must complete and e-sign all the required documents in 
Applicant Gateway. Then you must come to the HR Connect Walk-in Center with your original 
I-9 documentation that shows eligibility to work in the U.Sa nd a copy of the Fingerprint 
Referral Form that you completed in Applicant Gateway. Please refer to the I-9 Eligibility Form 
for a complete list of acceptable documentation.    
 
Please note that you may not come to the HR Connect Walk-in Center for fingerprinting unless 
you have completed all of your required forms in Applicant Gateway. If you have not received 
an email to begin the pre-employment process in Applicant Gateway, you must contact your 
principal/hiring manager. 
 
Fingerprinting fee: 
The fingerprinting fee is $115. Teachers have the options of either deducting the $115 
fingerprinting fee from their first paycheck OR paying at the time of fingerprinting 
 
Acceptable payment methods include: 
Onsite: Paycheck deduction, personal or corporate check, money order, OR all credit or debit 
cards with a logo except American Express 
Offsite: Personal or corporate check, or money order 
Note: All checks and money orders must be payable to: NYCDOE/DHR  
For more information on fingerprinting, please visit: 
http://schools.nyc.gov/Offices/DHR/Fingerprinting+Employee+IDs+and+Smart+Cards.htm 
  

 

You must be fingerprinted to begin employment with the New York City Department of 
Education.  
 
The HR Connect Walk-In Center and the Office of Personnel Investigation (OPI) are responsible 
for screening all new staff hired by the New York City Department of Education (DOE) to ensure 
the safety and well-being of students and staff. State education laws and DOE policy and practice 
mandate the taking of fingerprints as a prerequisite for licensure and/or employment. Particular 
attention is given to fingerprint results that reveal a criminal history. Click for important 
information regarding arrest and conviction information for both applicants and current 
employees. 
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http://www.uscis.gov/files/form/i-9.pdf
http://www.uscis.gov/files/form/i-9.pdf
http://www.uscis.gov/files/form/i-9.pdf
http://www.uscis.gov/files/form/i-9.pdf
http://schools.nyc.gov/Offices/DHR/Fingerprinting+Employee+IDs+and+Smart+Cards.htm
http://docs.nycenet.edu/docushare/dsweb/Get/Document-55/C-105.pdf


Fingerprinting:  NYC and NY State Forms 
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Your fingerprints must be on file with both New York State and New 
York City. If your fingerprints are on file with only the city or only the 
state, you’ll need to complete a simple form to transfer your fingerprints 
to the agency that does not yet have them on file. 

 

•If your fingerprints are on file with New York State, but not with New 
York City, you will need to submit ant OSPRA 103 form  in Applicant 
Gateway to transfer your fingerprints from NY City to NY State.   

 

•Alternatively, if you have fingerprints on file with New York City, but not 
with New York State, you will have to submit an OSPRA 104 Form to 
transfer your fingerprints to the New York State. OSPRA 104 Form is 
available on the DHR Forms website: 
http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm 

 

•Be aware that you can be fingerprinted by the state or the city, but both 
agencies must have your fingerprints on file.  

 

•Through a partnership arrangement between NY State and NY City, you 
are able to submit a form authorizing that the results of your 
fingerprinting be shared between the two.   
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 OSPRA 103 form - transfers 
results from NY State to NYC 

 OSPRA 104 form - transfers  
results from NYC to NY State 
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http://schools.nyc.gov/Offices/DHR/DHRForms/default.htm


Teacher leaders are the foundation of our district’s leadership pipeline as they 
assume a wide range of roles to support student and school success. Opportunities 
are available for current teachers within the context of their role and as they 
prepare for advancement, demonstrating the DOE's commitment to teacher 
leadership.  

 

The NYCDOE believes that teachers should have regular opportunities to grow 
professionally and take on additional responsibilities throughout their careers as 
classroom teachers. In addition to providing additional growth opportunities for 
teachers, leadership roles increase instructional capacity and, consequently, 
student achievement. 
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Teacher Leadership at the NYCDOE 
Key link: 
http://schools.nyc.gov/AboutUs/leadershippathways/default.htm 

http://schools.nyc.gov/AboutUs/leadershippathways/default.htm

