Instructions for Required Clearances 

***** PLEASE READ THESE INSTRUCTIONS CAREFULLY AND COMPLETELY TO ENSURE YOU RECEIVE THE CORRECT CLEARANCE RESULTS. ******
1. Child Abuse Background Check
· Please note that to complete the application process you will need the following: 
· Addresses where you have previously lived
·  Names of all individuals with whom you have lived to include parents,   guardians, siblings, spouses, etc. 
·  Any previous names you have used or have been known by 
·  Credit/Debit Card information for the application fee
· Got to: https://www.compass.state.pa.us/cwis/public/home. Please use a computer to register, as other devices are not compatible with the website. 
· Click the CREATE AN INDIVIDUAL ACCOUNT button to create an account. If you have an existing account, please log in to the website with your existing information. If you have technical issues, please call 877-343-0494.
· Click the NEXT button at the bottom of the GENERAL INFORMATION page.
· Complete the required fields on the PROFILE INFORMATION page. Your KEYSTONE ID is created by you and should be memorable as this will be your login for accessing your Child Abuse Clearance. Click finish.
· The state will email you a temporary password in a few moments. 
· Log back in to the State website and click on INDIVIDUAL LOGIN. Choose ACCESS MY CLEARANCES. 
· Read and complete the DISCLOSURE INFORMATION page. 
· Change your password as directed. Click SUBMIT. 
· Log back in to the State website with your ID and new password. (Please remember your login and password. This will enable you to access your Child Abuse report.)
· Read and accept the TERMS AND CONDITIONS page. Click NEXT. 
· Select CREATE CLEARANCE APPLICATION.
· Read and follow the prompts.
· On the APPLICATION PURPOSE screen, select the 8th option, “individual 14 years of age or older who is applying for or holding a paid position…..” 
· Complete the required fields. 
· When you reach the application payment page, enter credit card information for $13.00 and select “pay now”. 
· Submit the application. You will receive a confirmation email from the state. 
· In approximately 7-10 days, your child abuse history clearance will be available to you in the state website. IT WILL NOT BE AUTOMATICALLY MAILED TO YOU
· A system-generated email will be sent to you when results are ready on the site, which requires you to log in again to access it. Please check junk folder mail folders for this email confirmation. 
· YOU MUST RETRIEVE THE CLEARANCE FROM THE WEBSITE YOU APPLIED AT by logging back in at https://wwww.compass.state.pa.us/cwis/public/home. You may log in even if you didn’t receive the email.
·  Please remember to save the document to a computer.
2. FBI Fingerprinting Criminal Background check
· Please read these instructions carefully and completely to ensure you receive the correct clearance result. NOTE: we can ONLY  accept FBI fingerprint-based criminal record clearances issued by PENNSYLVANIA DEPARTMENT OF HUMAN SERVICES. (Other FBI fingerprint clearances issued by Dept of Education, Dept of Aging, or FBI identity history checks completed for professional licensure or other purposes will NOT be accepted
· Go to https://uenroll.identogo.com/ 
· Enter the following service code: 1KG756
· On the next page, click on ‘Schedule or Manage Appointment’
· On the following page, enter all of the required fields and then click ‘Next’
· On the following page, you will be required to enter your Country of Birth, State/Providence of Birth, and Country of Citizenship. Once you have completed these steps, click ‘Next’
· On the following page, you will be required to answer 3 questions. Note: Alias would include a Maiden name. For the 3rd question, answer ‘No’ for “Do you have an authorization code that you will be using as a method of payment?”, then click ‘Next’ 
· On the following page, enter your Personal Information, then click ‘Next’ 
· On the following page, enter your Mailing Address and then click ‘Next’ 
· On the following page, please select the Documents that you will be required to bring to your appointment. Once completed, click ‘Next’
· On the following page, select a location to complete your digital fingerprints by entering your Postal Code, City, Airport Code or Special Location Code. Select the location you would like to use and then click ‘Next’ 
· On the following page, select the date and time of your appointment. Once completed, click ‘Next’
· The following page is a confirmation page for your appointment that includes payment options. Please note that you will need to pay $22.60 whenever you go to your appointment. Cash is not accepted. 
· You can print the confirmation page, but it is not needed for your appointment. Please be sure to take the appropriate ID with you to your appointment (as noted on your confirmation page). 
· You will be mailed your clearance once completed at the Identigo site. There may be an option to have the form both emailed and sent to you by mail, this will be helpful as sometimes it takes weeks to receive the mailed copy.


3. PA PATCH (PENNSYLVANIA ACCESS TO CRIMINAL HISTORY)
· Go to the following website and follow instructions https://epatch.state.pa.us/Home.jsp 
· The cost of this background check is approximately $20.00
· Please choose “Submit New Record Check” and “Employment” as the reason for request. We ONLY accept the EMPLOYMENT record check.
· Make sure to get your ID number before closing the screen. It is easy to miss the certificate printout. They will be available immediately online.
· If you have your ID number (it will start with the letter R), you will be able to reprint.








