
SUBSTITUTE FINGERPRINT BACKGROUND CHECK 
REGISTRATION INSTRUCTIONS 

You can schedule a fingerprint background check by following the online registration 
steps below or calling 1-855-226-2937. 

STEP 1: Go to tn.ibtfingerprint.com. Click “Schedule a New Appointment”. 

STEP 2: In the service code box, type in 28TYBF. Click Go. 

STEP 3: A pop up box will appear saying, “You have entered Service Code 28TYBF 
Substitute Teachers…” Click Continue. 

STEP 4: In the ORI number box, enter TN930890Z. Click Go. 

STEP 5: A pop up box will appear, saying “You have selected to be fingerprinted for 
WILLIAMSON CO. BOARD OF EDUCATION Is this correct?”. Click yes. 

STEP 6: Read the Fingerprint-Based Criminal History Record Request Authorization and 
Notification Form. Click the I AGREE checkbox if you consent to the background 
check. Click Go. 

STEP 7: Enter a zip code to determine the closest fingerprinting location. Click Go. 

STEP 8: Select the location, date, and time of when you would like to schedule your 
appointment to be fingerprinted. Click Continue. 

STEP 9: Proceed to fill out the required applicant information fields, review your 
information, and select your payment type. 

STEP 10: Once you have completed the online scheduling, you can save or print a copy of 
the registration.  

You are responsible for the payment of this service at the time of the appointment. 

We will discuss how you can be reimbursed for this at orientation. 

Revised: 02/27/2020 

https://tn.ibtfingerprint.com/
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RETURN TO HR

Background Check Privacy Notice 

The Board of Education in compliance with State statue TCA 49-5-413 requires criminal background checks prior to the 

final employment of any personnel and every five years of employment thereafter. These results are handled in a 

manner that protects the applicant’s privacy. These obligations are pursuant to the Privacy Act of 1974, Title 5 United 

States Code Section 552a, and Title 28, Federal Regulations (CFR), Section 50.12. 

Your fingerprints will be used to check the criminal history records of the FBI. Any person seeking employment with the 

Williamson County Board of Education is required to make a full disclosure of any prior criminal record, misdemeanor or 

felony. Any applicant who knowingly falsifies information regarding a prior conviction of a misdemeanor or felony shall 

forfeit his/her office (Board Policy 5.106). 

Applicants will be granted time to provide Williamson County Schools with documentation regarding the final outcome 

of any and all charges that appear on their background check results. Classified staff members will receive 30 days and 

Educators will receive 60 days to provide the proper documentation. 

The procedure to request a change, correction or update of an FBI criminal history record should be done through the 

FBI and those instructions are established in 28 CFR 16.34. 

Williamson County Schools will only use the background check results for the requested purpose and cannot 

disseminate the record outside the receiving department, related agency, or other authorized entity. 

Your signature below acknowledges that you have received information regarding your FBI background check and 

understand all your rights in regards to fingerprinting. 

Print Name (Full Legal Name) 

Signature Date 

Legal Reference: School Board Policy: 
TCA 49-5-413 5.1061 

5.106 

Williamson County School District, 1320 West Main Street, Suite 202, Franklin, TN 37064 04/24/2020 
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