
Criminal Record Check* Process for Educator License Renewal Through AOE

Do not have your fingerprints taken for a Criminal Record Check (CRC) until your renewal application has been submitted to 
the Agency of Education (AOE)

1/2019

To be completed by:

Applicant/Educator

AOE Staff

*For Educators who were notified that we do not have a report date on file. 

AOE sends e-mail notification to 
educator that there is no CRC 

report date on file

Educator selects “Renew 
License” in ALiS and is directed 

to CRC application.

Educator completes 
CRC application

Educator pays 
non-refundable 

$13.25 fee

Educator is redirected 
to CRC application 

checklist 

Educator has the 
option to log out 
or return “home”

Educator submits 
renewal application 

to AOE

Educator calls to schedule fingerprinting appointment 
and confirms type of identification needed. Print Fingerprint Authorization Certificate (FAC form) by 

clicking on “View Pending Online Applications” ,“View Details”, Checklist Item #2

Educator Must
bring FAC form 
to appointment

Educator 
Must sign 
FAC form

Law enforcement agency 
mails FAC form and 
fingerprints to VCIC

Vermont Crime Information Center
45 State Drive

Waterbury, VT 05671

Educator requests 
fingerprinting 

receipt

Educator uploads fingerprinting receipt into 
CRC checklist within 15 calendar days of 
submitting renewal application to AOE

Yes

Educator waits at least 30 days to 
hear status of renewal application 

from AOE

No

Application is closed




