This is a really important email.      
It contains answers to the most frequently asked questions I receive.  
PASS IT ON.      MAKE SURE THE PERSON/PEOPLE WHO FILL OUT THE DTSE FORMS RECEIVE THIS EMAIL!!!!



LENS – What Am I looking for???

I receive many, many questions about LENS.  It’s not nearly as confusing and complicated as it sometimes seems.  This little section will (hopefully) clear up all of your questions/anxieties about LENS.

1.  PUBLIC schools and colleges are required to have LENS accounts.  Nonpublic schools and Colleges aren’t required, but I personally would recommend having one.

1. LENS stands for License Event Notification Service.  This a fancy way of saying you will be alerted via email to anything having to do with your lecture teacher(s) and driver(s).  For example, fingerprinting tells you someone’s criminal history – LENS tells you their driving history.  It’s that simple.  

1. When a school opens a LENS account, that person must do so with their own license and client ID number.  The password gets sent to your home address.  Once that password comes in the mail, you can log in and add lecture teachers AND in car drivers to the account via their license client ID numbers.  

-You must include a LENS screen shot when submitting a DE-1 form.  
-You must include a LENS screen shot when you add someone to your program via the DE-1A form.  
-When you are doing drops and updates, a LENS screen shot isn’t necessary. If you’re adding, dropping and updating on your DE-1A you’d still need to include the screen shot since you’d still be adding someone.

Screen Shots:
-Once everyone has been added to your LENS account, you just need to click on “list of drivers”
-This list should include lecture teachers and in car instructors.  
-That’s the “shot” I’m looking for – to see everyone listed as I know they’re in your account.
-You can print it out just like that.
-Keep this list updated to make it easier for yourselves!! If you drop or add someone with me via DE-1A form, drop or add them to the LENS.

**If you’re having trouble with your LENS account, call the DMV LENS helpline at (518) 486-4480**


*****LENS is not connected to NYSED.  If you drop or add someone to LENS, I don’t get an update.  You must submit a form to NYSED (me) so I can make the changes to your program!!****






How to fill out the DE-1A (and DE-1s as well)

Here’s a link to exactly how to fill out the forms we use for Driver Education.  The DE-1As (for amendments) are much simpler than they may seem – Promise! DE-1s (3 years) are a bit more complicated, but this guide will walk you through it.

Z:\P12\OCIFS\CareerDev\Driver Ed\DTSE Documents and Forms\DTSE Forms\Assistance--Filling Out DE-1.doc







Adding someone new to your program

If you need to add a new person(s) to your program whether it be in car instructors (MV-524) or lecture teachers (MV-283) card holders, you will need to make sure you include all pieces of information requested.  You will also need to include a LENS screen shot IF you’re a public school and/or have a LENS account.  Some nonpublic schools choose to have a LENS account (which, in my humble opinion, is very smart of you to do).

This would include:  
*For PUBLIC SCHOOL lecture: Driver’s license, MV-283 card and Secondary teaching cert (Ex: Math, PE, S.S, Spanish, Sp. Ed, etc.)
*For PRIVATE SCHOOL lecture: Driver’s license and MV-283 card.  No Secondary certification is needed.
*For In car instructors: Driver’s license, MV-524 card and 30 hour Basic Instructor’s Certificate.

***See above on how to fill out the DE-1/DE-1A form***






What Certification # am I looking for under section 9?    Where to find it????

The certification number has been a part of the Driver Education paperwork process for almost a year now, but I still get a lot of questions.  

-Certification usually only pertains to Public schools.  Nonpublic schools having an administrator who received their administration certification must include their certification number as well. Just because you’re working at a nonpublic school doesn’t make your administrator exempt.
-Certification numbers can usually be found in HR or personnel. 
-Superintendents will usually have a School District Administrator or School District Leader certification
-Principals/Assistant Principals and often times Deans, etc. have a School Building Administrator or School Building Leader certification.
-Sometimes the certification number is a Social Security number – if this is the case, you have 2 options:
          -There’s often a control number below the certification number. You may write a control number down instead of the SS#
          -If only the SS# is listed, and there is no control#, you may write dashes and the last 4 digits  (ex. --- -- 1234)






Requesting MV-278s and MV-285s…

Please, PLEASE send out your school’s request letters to the Utica DMV at least 2 weeks after sending me (NYSED) your DE-1 or DE-1A forms.  
If you send them out at the same time, you leave me ZERO time to process your paperwork.  This causes a few problems:
-The DMV needs to do extra work sending you an (unnecessary) rejection letter
-You call me, usually quite startled, asking WHY your school is being rejected and what do you need to do to fix it?!?!?
-I am taken away from my Driver Ed duties to discuss why this has happened, and no one wins



As a special aside, I’d like to make everyone aware that I’m about 3 weeks behind on paperwork right now.  I’m hoping to have things go back to normal by the end of November, but until then, please be patient.  

As always, pass this on to anyone who might profit from knowing this information.  We’re in this together and as they say, “The more you know….”
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