
 

 

To Enter Termination Dates On TEACH For Individuals No Longer Employed In Your School 

 Using your school’s administrative authorized username and password, log onto TEACH 

 Under Fingerprinting Links, click on Enter Hire/Termination Dates 

 

 

  



 

 

 

 In the Enter Hire/Termination Dates screen, click on  Search for all individuals and click on Search 

 

You are required, by law, to enter hire and termination dates on the TEACH fingerprint screen

 

 To the left of each person’s SSN and other pertinent information, click on Select ONLY for those individuals 

who are no longer employed in your school 

 Scroll across each person’s name for whom you clicked on Select, and enter the Termination Date in the last 

column 

 Don’t worry if you never entered the Hire Date. Read #4 above carefully but note that you are required to 

enter the Hire Date for each employee at the time s/he is hired 

 You must enter Termination Dates so that you are not automatically notified if a former employee gets 

arrested. It would be ILLEGAL for you to receive such notification.  
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