
INSTRUCTIONS FOR STATE-MANDATED CLEARANCES AND TRAINING 
 
General Notes – Applicable to ALL Clearances 

1. The appearance of your various clearances/certificates may vary, particularly if you have older clearances that 
are still valid and do not need to obtain new ones at this time. Please pay careful attention to the examples 
provided at the end of this document to be sure yours matches one of the valid versions. 

2. All documents must be delivered in one of two ways: saved as a PDF and emailed to 
clearances@shadysideacademy.org or printed, with all required information and watermarks clearly legible, and 
hand-delivered to the front desk at Bayard House on the Senior School campus. 

3. Screenshots or photos of documents are unacceptable under the law. If you are unable to save as a PDF or to 
print clearly at home, contact us at clearances@shadysideacademy.org for instructions. 

4. Always retain copies of all clearances for your own records. 
 
PA Child Abuse History Clearance 

1. Go to https://www.compass.state.pa.us/cwis/public/home *If this is your first time on the site, complete steps 2-
7. If you already have your login information, skip to step 8. 

2. Choose “create individual account” and enter the requested information. 
3. Check your email for a message with a temporary password. 
4. Return to the link above, choose “login.” 
5. Enter the Keystone ID (aka username) you created in the first step and the password sent in the email. 
6. When prompted, change your password to something of your choice – note the very specific security 

requirements listed for your password. 
7. Be sure to keep track of your login information – you will need to access this account should you ever have cause 

to report suspected abuse. 
8. Login again with your Keystone ID and newly created password. 
9. Accept the terms & conditions and move on to submitting your clearance request. 
10. Choose “school employment” or “volunteer”, as appropriate, as the reason for your request. 
11. Complete the application. Be prepared to enter every previous name you’ve ever used, every previous address 

at which you’ve ever lived, and every person with whom you’ve ever lived. They will accept partial information if 
you don’t remember all the exact details but missing information may delay processing. 

12. Review your information and continue to the payment screen. 
13. Enter your credit card information to pay the fee (if you are an employee – there is no cost for volunteers.) 
14. Print and retain your confirmation. 
15. You’ll receive an email when your request has been processed; login to your account to access your results.  

 
FBI Criminal History Report 

1. Go to https://uenroll.identogo.com 
2. Enter the appropriate service code. NOTE: You must be accurate with your service code. We cannot legally 

accept a volunteer clearance for a paid employee.  
a. EMPLOYEES: 1KG6V5  
b. VOLUNTEERS: 1KG6Y3 

3. Follow the site instructions to choose a location and schedule an appointment for your fingerprinting. 
4. The confirmation screen will list the date, time and location of your appointment; identification documents you 

will need to bring, and the cost of the fingerprinting, which you will pay in person at the time of your 
appointment. There is a slightly reduced rate for volunteers. 

5. Within a few days after completing your fingerprints, you should receive an email with your unofficial results. 
NOTE: the link provided for your results is valid once only and expires quickly – please follow the link and 
download your results as quickly as possible. The results will be marked “unofficial;” the Academy must use this 
information to access your official results on a secure website. 

mailto:clearances@shadysideacademy.org
mailto:clearances@shadysideacademy.org
https://www.compass.state.pa.us/cwis/public/home
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Approved Child Abuse Recognition and Reporting Training for Mandated Reporters 
1. Go to https://www.reportabusepa.pitt.edu/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_2_1 

*If this is your first time registering for the course, complete steps 2-4. If you already have a user name and 
password, skip to step 5. 

2. Click the “Registration” link in the blue bar across the top. 
3. Enter the requested personal information. 
4. You will be assigned a username and password. 
5. Return to the welcome page and login with the username and password provided in the previous step. 
6. Click on the link for the course “Recognizing and Reporting Child Abuse.” 
7. You will likely need to disable the pop-up blocker in your browser in order to launch the course. 
8. The course is presented in 10 sections; at the end of each section you will have the opportunity to save your 

progress and exit, to continue at a later time. 
9. The course will take approximately three hours to complete. 
10. During Section 9, you will learn how to report suspected abuse to ChildLine through the self-serve system. The 

web site and account used for reporting are the same as those used for obtaining the PA Child Abuse History 
Clearance.  

11. Upon completing the course and the survey, enter your full name on the signature page. 
12. Upon signing, your certificate will appear in the next window. Save/print it, and confirm that all information 

(particularly your name and that date) appears clearly on it. 
 
PA State Police Criminal History 

1. Go to https://epatch.state.pa.us/  
2. Click the button for “Submit a New Record Check” if you are an employee, or “New Record Check (Volunteers 

Only)” if you are a volunteer. 
3. Read and accept the terms and conditions. 
4. On the next screen, choose “individual record check” and click “continue.” 
5. Enter your name, address, social security number, and any other names you have used (e.g., maiden name, 

previous married name, or aliases/nicknames.) 
6. Enter your credit card information to pay the fee (if you are an employee – there is no charge for volunteers) 
7. Print and retain your confirmation. 
8. The next screen will show the control #, your name, the date of request and the status. In most cases, requests 

are processed immediately and the status will reflect a result. This is NOT your valid clearance certificate. 
9. If your status shows a result, skip to step 14. If it shows “under review” or other language indicating that a result 

is pending, continue to step 10. 
10. Print the screen showing your status, or write down your control #, your name exactly as it appears on the 

screen, and the date. 
11. Wait a day or two and use the link above to return to the site. On the first screen, choose “Check the Status of a 

Record Check.” 
12. Enter the information you saved from the status screen on the date of your request. This will bring up the same 

status screen.  
13. Repeat steps 11-13 as necessary until your results appear, then move on to step 14. 
14. Double click the control number. The next screen will show expanded information and you will see “certification 

form” in blue type above a “back” button. Double click “certification form.” 
15. A pop-up screen regarding formatting may appear – click “ok” and your certification form (the final, valid 

document for submission) will appear. 
 

https://www.reportabusepa.pitt.edu/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_2_1
https://epatch.state.pa.us/
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NOTE: The unofficial results letter is the preferred document for submission; however, there are other 
options should you miss the “window” to access/download it. In order to access your official results, the 
Academy requires your UEID Number, which can also be found on the confirmation page from your initial 
online registration, the receipt from the location where you obtained your fingerprints, and the email you 
received with the link to your unofficial results. Examples of all are below.
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xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx



-.:iO Center (4800131) 
·3945 Forbes Ave

..JUrgh, Pennsylvania 15213-3507

ldentoGO 
Date: 
Customer. 
UE ID. 

Services 

06/07/2019@02:53 PM 
PAIGE 0. THEORET 

UZSV2SQZG6 

PA - PDE-Private Schools $23.85 

$23.85 SubTotal: 

Total: 

Payment 

11 Credit Card ending in (000)

$23.85 

$23.85 

Amount Paid: $23.86 

Credit Card Authorization 

By signing, I authorize IDEM IA and/or their 
agents to charge my credit card for service 

(s) performed and/or pIoducts purchased. I
agree that I will pay for this purchase in

accordance with the issuing bank 
cardholder agreement. 

Signature 

Service status is available at: 
http://uenroll.identogo.com 

We want to hear from you! 
Tell us about your ldentoGO Enrollment Center Serv1ce· 

844.539.5541 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxx

xxxxxxxxxxxxxxxxxxxxxxxxxxx
xxxxxxxxxxxxxxxxxxxxxxxxxxx
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