Accepting arole and Onboarding in the
NYC DOE
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How do | accept a job offer in the NYC

DOE?

If you have worked in the NYC If you have not worked in the NYC

DOE previously DOE previously

- Your hiring manager (principal, - Your hiring manager will ask for
assistant principal or payroll your social security number so
secretary) will ask for your File that they can nominate you
Number or Employee ID Number formally for the position

- If you have an existing nomination - You will receive an email within
(for example, you have served as 24-48 hours from the Applicant
a paraprofessional, per-diem Gateway

substitute teacher, school
secretary, community coordinator
etc) you might need to have that
nomination cancelled to move
forward with a full time nomination
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Key Definitions

Key Term Definitions

Onboarding This refers to the 8 step process in the Applicant Gateway that
we will walk through in a few minutes

File Number This is a number that teachers receive when they successfully
complete the onboarding process in the NYC DOE

Employee ID All NYC DOE employees have an Employee ID- it is a 7 digit
number that allows you access to many central DOE systems

DOE username  This is the first portion of your email address before the
@schools.nyc.gov it will also serve as your username for many
NYC DOE systems
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Overview of Onboarding process

- There are 8 steps to Onboarding in the NYC
DOE

- Your progress in completing these steps is
tracked through an online application system
called the Applicant Gateway

- You can monitor your status by logging in to
Applicant Gateway and clicking on the
hyperlink “status”
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Step 1: Receive Applicant Gateway Email

Have you worked in the My Applicant Gateway email will be sent
NYCDOE before? to:

| have worked in the * Your applicant gateway login will be sent to
NYCDOE before the email address on file with the DOE -

please note that this MAY BE an NYC DOE
email address
* The message may go into your spam folder
» Add
NYCDOEHumanResources@schools.nyc.gov
to your safe sender list
| have NOT worked in the  The message will go to the email address
NYCDOE before associated with your New Teacher Finder
Account
 The message may go into your spam
folder, add
NYCDOEHumanResources@schools.nyc.
gov to your safe sender list
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Step 2: Log in to Applicant Gateway

m Gateaton Applicant Gateway

Applicant Login

NYC Departmont of Education Applicants

Sign In

M have & 0 o
Mandger. of considerad for p
N roec 10 aclvate of redet you

*Emai:

GOPASS Volunteers and NYC Department of Educason Vendors Password:

You must have 2 j20 O and De pul OO @ oSt Dy yOur veador
20200y heing manager i order 10 aciviale your Applcart Gateway account

If you cannot
access applicant
e AN o S T i gateway, click on
o o ey T et dem o this link to re-set
T o b e s o s your password. If
:(: :l:'(;:."\)(;r;x:(:»i Conmact at 7189354000 Mondey Twoudh receive an email
Fride; amytme betwsen 9 am a0d & pm to re-set your
password, please
call HR Connect
at 718-935-4000.

Insbruchons 10 activale of reset your Agpicant Gateway account

1. Cick on ihe Achvirle ACCount LFSeool PRSOnotd ink on s page
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Step 3: Fill Out All Required Forms Such
That The Required Forms Section Is
Empty

Instructions for NYC Department of Education Applicants iCick Mesl

instructions for GOPASS Volunteers and NYC Department of Education Vendors ioach el

Job Thie Forma Requiring Action Med Forma Statun  Scheool
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What Forms might | be required to submit?

- Emergency Contact Form: All candidates will be required to fill out a
new emergency contact form regardless of previous employment
with the NYC DOE.

- Background Questionnaire: Most candidates will be required to fill
out a background questionnaire

- Fingerprint Referral Form: If your fingerprints are not on file with the
NYC DOE, you will have a fingerprint referral form available

- 1-9 Documentation (Requires Verification): Some current DOE
employees and all non-DOE employees will be required to submit
an electronic 1-9 and email verifying documents to
HRCServiceCenter@schools.nyc.gov

- OSPRA 103 form must be emailed to HRCService
Center@schools.nycgov even if you fill it out’ on the Applicant
Gateway
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The New Fingerprinting Process

You will first receive an email from NYCDOEHumanResources@schools.nyc.gov

« Follow the instructions and log into Applicant Gateway

« On Applicant Gateway — you will be asked to complete some initial forms, AFTER
those forms are completed, you should be able to see a specific link & service
code to use with IdentoGO, the new DOE fingerprinting vendor

« Go the IdentoGO site and be sure to the enter the specified service code —
without the service code — your prints will not be sent back to the DOE and you
will need to pay for the process again.

- If you have been fingerprinted before through IdentoGO, you will need to be
printed AGAIN for DOE purposes and use the designated service code

You will go to the appointment and get fingerprinted.

Once fingerprinted, your prints and information will go to the DOE and the background check
will be triggered.

Please DO NOT email anything to anyone until you have received
an email from NYCDOEHumanResources@schools.nyc.gov. Nothing can be processed
in advance before you receive the nomination letter for the New York City Teaching program
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Step 4: Click on the word "Status" to see
If your fingerprints are on file

Contact
ldentoGO to
e w schedule an
. appointment OR )

In process

[ Fingerprints are being |
e ) L ) processed and sent to
the DOE OR applicant
Fingerorints needs to fill out forms

gerp _on Applicant Gateway |

. y ( N e ~\
Fingerprints are on file,
make sure to fill out
forms on A.G if

needed.

Complete
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Step 5: Email your I-9 verification

documentation to
HRCServiceCenter@schools.nyc.qgov

Form 1-9 Acceptable Documents

Employees must provide documentation to their employers to show their identity and authorization to work.

Documents that Documents
Establish Both Documents

Identity and or that Establish _|_ ::Ehat IEstabllsth
Employment Identity mploymen

Authorization Authorization

LIST
LIST

LIST
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. Permanent Resident Card or Alien

Registration Receipt Card (Form 1-551)

Foreign passport that contains a
temporary 1-551 stamp or temporary
[-551 printed notation on a machine-
readable immigrant visa

State or outlying possession of the
United States provided it contains a
photograph or information such as
name, date of birth, gender, height, eye
color, and address

. Employment Authorization Document

that contains a photograph (Form
I-7TEE)

|D card issued by federal, state or local
government agencies or entities,
provided it contains a photograph or

information such as name, date of birth,

gender, height, eve color, and address

LIST A LISTB LISTC
Documents that Establish Documents that Establish Documents that Establish
Both Identity and Identity Employment Authorization
Employment Authorization OR AND
1. U.S. Passport or U.5. Passport Card 1. Driver's license or ID card issued by a . A Social Security Account Number

card, unless the card includes one of
the following restrictions:

(1) NOT VALID FOR EMPLOYMENT

(2) VALID FOR WORK ONLY WITH
INS AUTHORIZATION

(3) VALID FOR WORK OMLY WITH
DHS AUTHORIZATION

For a nonimmigrant alien authorized
to work for a specific employer
because of his or her status:

a. Foreign passport; and

b. Form 1-94 or Form 1-84A that has
the following:

(1) The same name as the passport;
and

(2) An endorsement of the alien's
noenimmigrant status as long as
that period of endorsement has
not yet expired and the
proposed employment is not in
conflict with any restrictions or
limitations identified on the form.

School ID card with a photograph

. Certification of Birth Abroad issued

by the Department of State (Form
FS-545)

Voter's registration card

U.5. Military card or draft record

. Certification of Report of Birth

issued by the Department of State
(Form DS-1350)

Military dependent's 1D card

Nle| o] e ow

U.S. Coast Guard Merchant Mariner
Card

Mative American tribal document

. Original or certified copy of birth

certificate issued by a State,
county, municipal authority, or
territory of the United States
bearing an official seal

Driver's license issued by a Canadian
government authority

Mative American tribal document

.5. Citizen ID Card (Form 1-197)

. Passport from the Federated States of

Micronesia (FSM) or the Republic of
the Marshall Islands (RMI) with Form
[-94 or Form |-94A indicating
nonimmigrant admission under the
Compact of Free Association Between
the United States and the FSM ar RMI

For persons under age 18 who are
unable to present a document
listed above:

Identification Card for Use of
Resident Citizen in the United
States (Form -179)

10. School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

Employment authorization

document issued by the

Department of Homeland Security

N v c Department of
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Step 6: Monitor your Applicant Gateway

status closely- click on the status hyperlink

1 Nomination Recorded Complete

2  Apphcation Submitted Complete

3 Processing Complete
Background Questionnaire - Nomination Complete
Fingerpnints Compiete

Agplcation Forms Complete
4 Background Investigations - Nomination Complete
5 State Certification Certified
6 JOBID Assaann;e;\f Date Reached COmolctc
7 Dual Employment  nmplete
v g  Staffing Complete

a2 ) Department of
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Step 3- Background Questionnaire Candidate: Did you complete the background
guestionnaire in Applicant Gateway?

Step 3- Fingerprints Candidate: Did you have fingerprints on file and/or
get fingerprinted by IdentoGO?

Step 3- Application Forms Candidate: Did you E-mail your 1-9 and have it
verified?

Automated by the DOE: Did you pass the
Step 4- Background Investigation Background Check by the Office of Personnel

Investigation? If no, you must contact OPI

at opiinfo@schools.nyc.gov

Automated by the DOE: Does your TEACH
Step 5- State Certification certification match your position in the NYC DOE? If
you are not certified, will not complete

Step 6- JOB ID Assignment Date Automated by the DOE: Is your start date

reached approaching?

Step 7- Dual Employment Candidate/Automated: Did you resign from your
current role/ take a leave of absence if needed?

Step 8- Staffing Automated by the DOE: Receive a DOE email and
ID Number.

Department of
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Step 6: Check your Applicant Gateway account

every 24 hours

Common Problems Potential Solutions

“My application has not made any progress and it’s
been a week! What should | do?”

“I am stuck at step 5 — state certification in my
Applicant Gateway profile. What should | do?”

“l am stuck at step 7 - dual nomination in my
Applicant Gateway profile. What should | do?”

“I am stuck at step 8 —staffing in my Applicant
Gateway profile. What should | do?”

“ ' - Eaucation

Contact AGsupport@schools.nyc.gov if you are
stalled in Applicant Gateway for more than 48 hours.

In order to continue moving through the process you
must check your TEACH account and be sure your
certification (or emergency certificate) is on file.

In order to continue to move through the process you
must:

a. Resign from your previous DOE position or
b. Complete your application for a Leave of
Absence

In order to continue moving through the process you
must:

Make sure all forms (DOE Rules and Regulation,
Emergency Contact, Background
Questionnaire) have been completed by
clicking the “submit” button at the bottom of the
page.

Make sure your leave and/or resignation from
another DOE role is processed

ﬁ
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What happens when all of the items are

marked complete?

- When all items are marked complete, you will receive a
welcome email from the NYC DOE

- Sometimes, your welcome email will be sent to your new
NYC DOE emaill, which you do not have access to

- In the event all 7 Steps are marked as complete, and you
have yet to receive a Welcome email, you can reach out
to HR Connect at 718-935-4000 for additional support

) Department of
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Next Steps — Recelve your Welcome

Email!
You will NOT receive this emall until Step 8 is complete. It may go

to your DOE emaill address. If Step 8 is complete and you do not
receive the email, contact HR Connect at 718-935-4000.

Your Welcome email will have lots of useful links in it!

The Payroll Portal, where you will be able to enroll in direct deposit,
locate pay stubs, request duplicate W-2 forms, and more once
you have officially commenced service.

The Salary Application, where you will submit your Salary Step
and Salary Differential applications as soon as you receive your
first paycheck. You are required to apply within six months of your
start date.

) Department of
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https://www.nycenet.edu/salapps
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Central Onboarding Resources- DOE HR

Connect Web Portal

CONNECT

_____

=

HELPAUL LINKS

=5  Forms
— Find a Form
S0OLAS
) - 23
Hot Topics Link wo the self-service onling

leave application system

3 =
Lirik to the Employee S2if-

Sarvice Syst=m [E55)

Applicant Gateway & Pre-
Payroll Portal
Employment Process

Link to the ¥E's payroll portal

Introduction & Site Map

Mzterials & Resources
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DOE Web Portal- Popular answers

7

Popular Published Answers

NYCAPS Employee Self-Service Flyer

SOLAS Flyer

Health Benefits - New Employee Flyer

HR Connect Brochure

HR Connect Employee Portal Flyer

Annual Health Plan Transfer Period 2020 - Flyer

Annual Open Enrollment Period 2020 - Flyer
Show meore Published Answers for Handouts & Flyers

B 2 ) Department of
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Central Onboarding versus School based

onboarding

- Once your Applicant Gateway account is complete, your
central NYC DOE onboarding is complete as well

- Your school will likely have new teacher orientation for the
new teachers joining you at your school

- Once all steps of your Applicant Gateway are complete, do
reach out to your hiring manager (Principal, Assistant
Principal, etc to let them know).

) Department of
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How do | get an ID card?

If you are a new employee and have verified your -9 Form,
you will be instructed via Applicant Gateway to
contact PhotolDUnit@schools.nyc.gov and request an
appointment to have your photo taken.

If you do not see instructions for how to obtain an ID card on
your Applicant Gateway account and still require your
photo to be taken, please use your new DOE emaill
address to email PhotolDUnit@schools.nyc.gov. You
must indicate that you are requesting a photo 1D
appointment.

) Department of
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When to expect your photo ID card

After you have your photo taken at the HR Connect Service Center, your photo is
kept on file. Once you are fully staffed, your photo will be mailed to you within 2-3
weeks. If you have not received your photo ID within 3 weeks please send an
email to PhotolDUnit@schools.nyc.gov

Your email must include:

1. Your Employee ID # (also listed as your reference number on your paystub) OR
your EIS File #

2. Your full name & home address OR school/work location name and address
3. Your job title & Employee School’'s DBN

4. Your phone number

Your DOE photo ID card will be mailed to your school/work location that is listed in
(e) above. Please allow 2-3 weeks to receive the DOE employee Photo ID Card.

) Department of
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Introducing the Online Support Center

ﬂ Welcome Read this article to learn how best to use the Online Support Center and updated Contact Form.

Department of
Education —

Chancellor Richard A. Carranza

Top article suggestions

What are salary steps?

What are salary differentials?

What is a longevity salary increase?

What will my salary be as a full-time teacher?

TEACHING IN NEW YORK CITY HOW TO APPLY NEW YORK STATE CERTIFICATION
An overview of the New York City Department Completing the NYC Online Teacher Learn more about obtaining teacher
of Education Application for prospective full-time teachers certification in New York State
HIRING IN THE NEW YORK CITY DEPARTMENT OF EDUCATION OTHER INQUIRIES
| parn mara ahnit tha inh eearch and hirina nrncecena Fuante rafarrala and hnw tn fantact s

Access the Online Support Center at any time at: teachnyc.net

) Department of
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Fingerprinting & Onboarding in the NYC DOE

LUTIFICLT UCIVIC LAy vWiJih gL Wc 19y TR WILY WOppal sl i Wi LdueaLnmnsi .

. Nomination
Mpl"fat'“" [Z] Nomination Status 5] Recorded:
Submitted This is th L
verifies that Nama: Status: Completed d Is Is the

u have an EIS Tithe: Current Step: ay your
¥o L. Locaktisn: Process Description: principal,:‘
application Authorize to Hire Date: Motification History hiri
on file in the Inng
manager
:‘E": Teacher Application Process Step Status Date Completed Process Date entered your
inder.

I information
Background v 1 Momination Recorded Camplete 0oy12/2017 1 ko th;eur
Processing: school's
reflects your 2 Appleation Submitted Complete 0%/12/2017 database.
Backgroundh 3 Teacher Rating Check Pass 1272017 \-.,“

Questionnaire, Teacher
Fingerprinting — 4  Background Processing Complete ORy20/2017 Rating Check
Referral Form verifies
and Application ¢ Ruigrmad Queihunsin- Mslativ it e orevious NYC
Farms are all ¢ Fegerpinks Complete 09/20/2017 DOE teacher
complete and evaluations
ready to be s AopScation Forms Camplete 09/20/2017
evaluated. Background
Application ¥ 5  Background Investigations - Nomination Complete R 20/2037 — Investigation
forms include can only
your |-9 ‘/ & State Certification Certifisd [ TP BT begin once
your

Stll'e: ] . & JOBID Assigament Date Reached Camplete A fingerprints
Certification: il
Confirms you Ty v ; 7 Dual Employment Complete 08/ 092008 are on e
have anp 1o .-f with the NYC
date teaching ’ ,|'J &  Staffing Complets oW/ 09 7018 DOE. Can take
certification between 48
on file with hours and
New York several weeks
State. J to complete.

Dual Employment: In the event that you have been previously staffed by Staffing: This indicates that you have been staffed by your school and that

the NYC DOE (as a substitute teacher, paraprofessional, or any other role- you are eligible to receive an NYC DOE Welcome Email. If this step reads

instructional or otherwise) you must either take a leave of absence from complete, and you have not received a Welcome email, please reach out

your position to pursue teaching, or resign from your position to begin to HR Connect at 718-935-4000 or HRConnect@schools.nyc.gov.

teaching. In the event your leave of absence has yet to be processed, you

will be stuck at this "dual employment” step until it is processed.




Follow us on Socilal Medial!

Twitter @iteachnyc
Facebook @iteachnyc

Instagram @teachnyc_official

We'ne Secial |Follow Us

Hy©

Share your experiences using the hashtag

W #teachnyc
m et *
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