
BLACK HORSE PIKE REGIONAL SCHOOL DISTRICT 
Personnel Office 
580 Erial Road, 

Blackwood, New Jersey  08012 
856-227-4106 ext. 8019 

 
Instructions for Fingerprinting 

 
Effective July 1, 2010, PER THE STATE OF NEW JEREY, 

All fees for the criminal history record check must process the administrative fee electronically 
on-line. 

 
1. Visit the On-Line Applicant Authorization and Certification (AA&C) 

(https://homeroom2.state.nj.us/chr/chr_start.jsp) web site, and select the application that 
pertains to your situation and position.   

 
• If you are a new applicant and your state fingerprint has not been retained, please select New 

Administration Fee Payment Request. 
 

o In addition, if this is the first time you are being printed for Public School Employment, or if you 
were printed PRIOR to February 2003, you must also contact Morpho/Trac to schedule a 
fingerprinting appointment: www.bioapplicant.com or 877-503-5981 

 
• If you were fingerprinted after February 21, 2003 your state fingerprint has been retained, please 

select Archive Application Request. 
 

• If you are requesting a duplicate copy of your Criminal History Approval Letter, please select 
Duplicate Approval Letter Request. 
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• For all positions, EXCEPT bus drivers or aides, select the first option 
• BUS DRIVERS / BUS AIDES, select option 2 
 

 
 

Revised: 06/18/10 
 
 



 
o Fill in personal demographic information 
o Select appropriate job category selection 
o School Info =  

 County = 07 (Camden) 
 District = Black Horse Pike Regional (0390) 

o Complete all information and select NEXT 
 
This will take you to the payment screen.  After you have completed all information online and 
submitted your application, print confirmation sheet and send to Black Horse Pike Regional 
School District, Attn:  Human Resources. 
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