
INSTRUCTIONS FOR STATE MANDATED TRAINING AND CLEARANCE UPDATES 

***SCREENSHOTS, OR PHOTOS OF DOCUMENTS TAKEN WITH A CAMERA OR CELLPHONE ARE 
UNACCEPTABLE AND WILL VOID YOUR DOCUMENTS.  IF YOU CANNOT PRINT, OR PRINT 
CLEARLY AT HOME, PLEASE SAVE THE DOCUMENT AS A PDF, E-MAIL IT TO YOURSELF AND 
BRING IT IN TO SHADY SIDE ACADEMY TO PRINT PROPERLY.*** 

PA state criminal history check: 

1. Go to https://epatch.state.pa.us/
2. Choose “submit a new record check.”
3. Accept the terms and conditions.
4. 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.
5. Enter your name, address, SSN, 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.  Double click the control

number.
9. This screen will show the same information and method of payment along with some other personal information

and will have “certification form” written in blue above a “back button.” Double click “certification form.”
10. A pop-up screen regarding formatting may appear – click “ok”
1. This screen is the official result of your background check and is the only piece that is valid for submission.

Without this form, your record will not be considered complete.  Please print it out the seal must be visible and
legible in the printed copy for it to be valid.  If your printer is unable to do this, or you cannot print, please save
as a pdf and e-mail to yourself and then print from an SSA printer. AN EXAMPLE OF WHAT THE
CERTIFICATE LOOKS LIKE IS ATTACHED TO THE EMAIL ACCOMPANYING THESE
INSTRUCTIONS.
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