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Eastern Lancaster County
School District

Volunteer
FORMS




Requirements for Volunteering in
Eastern Lancaster County School District

Please make sure you complete and submit all the required forms below in order to become an
“Approved Volunteer” for Eastern Lancaster County School District.

U Volunteer Application
U PA State Police Criminal History Report
U PA Department of Human Services Child Abuse Report

U Federal Criminal History Report
(FBI Report from Department of Human Services or Department of Education is acceptable)

o (The Federal Criminal History Report is not required for a volunteer who
provides a written statement that he or she has been a Pennsylvania
resident for the past consecutive 10 years. Use Waiver Form.)

L PDE-6004 Arrest/Conviction Report and Certification Form

U Volunteer Acknowledgement of Policy #916/Volunteers
and Policy #806/Child Abuse



EASTERN LANCASTER COUNTY
SCHOOL DISTRICT

Volunteer Application

Complete this form and submit to the District Office along with the required clearances and forms for volunteers.
Applicant Information

Name:
Last First Middle Initial
Address:
Street Address Apartment/Unit #
City State Zip
Primary Phone Number: Alternate Phone Number:
Email:

Are you a parent or relative of a current ELANCO student? [ Yes W No
Student Name Relationship School

In which buildings(s)/area(s) are you planning to volunteer? (Check all that apply)

Q Blue Ball Elementary O Garden Spot High School
Q Brecknock Elementary Q Athletics

O New Holland Elementary Q Other:

O Garden Spot Middle School Q Other:

Signature: Date:

District Office Use Only The applicant has submitted the following:

I Volunteer Application
I PA State Police Criminal History Report:
[ PA Department of Human Services Child Abuse Report:
] Federal Criminal History Report:
[0 Not Required as Resident of Pennsylvania during the entirety of the last 10 years.
[0 PDE-6004 Arrest/Conviction Report and Certification Form
O Volunteer Acknowledgement of Policy 916 & Policy 806



Eastern Lancaster County School District
Pennsylvania Background Check Procedures for
Volunteers

Pennsylvania Criminal Background Check (Act 34)

https:/epatch.state.pa.us
Cost: Volunteers: Free (Fee Waived)

O Go to https:/epatch.state.pa.us and click on “New Record Check (Volunteers Only)”.

U Read the Terms and Conditions and click “Accept”.

U Complete Personal Information. (For Volunteer Organization Name Enter “Eastern Lancaster County
School District” For Volunteer Organization Telephone Number Enter “717-354-1500")

U Review your information and click “Proceed”.

O Enter in your Check Request Information and then click “Enter This Request”

U Click “Finished”.

O Review Request and click “Submit”

O After process is completed, you will receive a “No Record” or Record Pending” status. (You will
receive an email notification with your request Control #.)

O If “No Record”, then click on the control number and then click on “Certification Form”.

O Print out the Certification Form to be submitted to the District. (You will receive an email notification

when request is completed)
Q If “Record Pending”, then you will have to login later and recheck the status.

RECORD STATUS

To check the status of a record check go to https:/epatch.state.pa.us and click on “Check the status of a
Record Check”. You will need to enter in all the data exactly as it was entered for the original record check
request as well as your Control # to retrieve your record.

Updated 1/2018 jwj


https://epatch.state.pa.us/
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y Pennsylvania Child Abuse Background Check (Act 151)

/]

Q

www.compass.state.pa.us/CWIS
Cost: Volunteers: Free (Fee Waived)

Go to Child Welfare Portal www.compass.state.pa.us/CWIS and click on “Individual Login”.

o If you do not already have alogin credentials select “ Create Individual Account”.

o Follow prompts to create a Keystone ID which will allow you to login to Child Welfare
Portal.

0 (Once you create your Keystone ID and password, you will need to keep this information as the
PA Department of Welfare does not keep this information on file.)

After clicking on “Individual Login”, click on “Access my Clearances” and then “Continue” at
bottom of page.

Enter in your Keystone ID and password. If you already have an account, you will be asked to verify
your account by answering your security questions or via a security sent to email. You will also be
asked if you are using a private or public device for future logins.

Click on “Create Clearance Application” and follow prompts to fill out application.

Application Purpose — Select “Volunteer Having Contact with Children
Governed by Public School Code”

School Employee

For Volunteer Category, choose “Other” and enter in Agency Name, “Eastern Lancaster County
School District”

Application Information — Enter your personal & contact information.
Current Address — Enter your current address and method of delivery for your certificate.

Previous Addresses — Enter any and as much information as possible for everywhere you have
lived since 1975.

Household Members — Enter any and as much information as possible for everyone you have
lived with since 1975

Application Summary — You will be given a summary of your application for review.
Complete eSignature.

Application Payment - (The District does not provide payment for this service, so there is no code to
be used as a method of payment) Select “Make a Payment”.

After online payment is complete you will receive a submission confirmation as well as a
confirmation email of received application.

APPLICATION STATUS

Within 14 days, you will receive a confirmation email indicating application results. (If you selected
paper certificate for method of delivery, you will receive that paper copy in the mail as well.)

Once you receive confirmation you can log onto the Child Welfare Portal
www.compass.state.pa.us/CWIS and print out your results certificate to be submitted to the District.



http://www.compass.state.pa.us/CWIS
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IdentoGO FBI Federal Criminal History Background Check and

MorphoTrust USA

Fingerprinting (Act 114)
https://uenroll.identogo.com/ Only need to complete, if you have not lived in PA for the last 10 years.
Cost: $22.60

Payment is made at the Fingerprinting Site. (Online payment not available.) Major Credit Cards Money orders
or cashier’s checks payable to MorphoTrust are accepted. No cash transactions or personal checks.

FINGERPRINTING BACKGROUND REPORT SUBMISSION

After you have completed your fingerprinting, should submit your UE ID # to the District which can be found on
the receipt provided after your fingerprints have been captured. You also will receive an unofficial copy of the
report via mail. This report is for your records.

REGISTRATION

Complete pre-registration online at https://uenroll.identogo.com or telephone registration at 1-844-321-2101.
Pre-registration must be completed prior to going to fingerprinting site.

SERVICE CODE: PDE School Districts Code - 1IKG6XN PDE Volunteers - 1IKG6Y3

O To get start registration enter in the appropriate service code and click “GO”.

O Click on “Schedule or Manage Appointment”.

U Enter your Personal & Contact Information.

O Set your Security Question & Answer.

U Enter your Citizenship Information.

O Answer Personal Questions. (The District does not provide payment for this service, so there is no
authorization code (coupon code) to be used as a method of payment)

U Enter Additional Personal Information.

O Enter Your Mailing Address Information.

U Select the required document that you will bring with you for Identification to the fingerprinting site.

U Choose your fingerprinting site based on your location. (You will need to set an appointment date and

time for submitting your fingerprints. Walk-ins are available, however scheduled appointments are
considered a priority. You will be given the appointment availbility when you select your site.)

NOTE: The registration indicates that fingerprinting capture takes 3 to 5 minutes, however please be
prepared for it to take a longer as the fingerprinting process differs for each person.

U Select your date and time.

O After you submit your date and time, you will receive a Service Summary indicating the current
status of your Registration. We suggest you print out a copy of your status to take along with you to your
appointment by clicking on “Print Status” at top right hand of page. You will also receive an email
confirmation.

REGISTRATION STATUS/APPOINTMENT MANAGEMENT

To check the status of your service, manage or reschedule an existing appoint, or reschedule a missed
appointment, go to https://uenroll.identogo.com/ and click on “Check the Status of your Service” or “Manage
an existing Appointment”. You will be asked to either enter your Method of Contact information you
submitted or you may search by your UE ID# and Date of Birth.


https://uenroll.identogo.com/
https://uenroll.identogo.com/

FINGERPRINTING LOCATIONS:

After registration, you will need to visit the fingerprint site you selected for fingerprinting. The location of the
fingerprint sites and days and hours of operation for sites are posted on IDEMIA's website
at https://uenroll.identogo.com. Click on “Locate an Enroliment Center” and enter your zip code

IdentoGO

Community Action Partnership of Lancaster Lebanon Family Health Services

601 S Queen St, Lancaster, PA 17603 615 Cumberland St, Lebanon, PA 17042
Ephrata Public Library York Learning Center

550 S Reading Rd, Ephrata, PA 17522 300 E 7th Ave, York, PA 17404-2105
Elizabethtown Public Library Berks County Intermediate Unit

10 S Market St, Elizabethtown, PA 17022 1111 Commons Blvd, Reading, PA 19605

The location of fingerprint sites may change over time; applicants are encouraged to confirm the site
location nearest to their location by entering their zip code through “Locate an Enrollment Center”.

Make sure you provide a State or Federal Approved ID. (List of Approved IDs found at
https://uenroll.identogo.com/) Applicants will not be processed if they cannot produce an acceptable photo ID.
After the identity of the applicant has been established, all ten fingers are scanned to complete the process.
The entire fingerprint capture process should take no more than three to five minutes.



https://uenroll.identogo.com/
https://uenroll.identogo.com/

EASTERN LANCASTER COUNTY SCHOOL DISTRICT

WAIVER FOR FBI FINGERPRINTING

| am applying for a position for unpaid volunteer position with Eastern Lancaster County School
District.

| hereby swear and affirm that | have been a resident of the state of Pennsylvania for the entirety of
the previous ten (10) year period.

Date Name

type/print

Signature




1lof3

ARREST/CONVICTION REPORT AND CERTIFICATION FORM
(under Act 24 of 2011 and Act 82 of 2012)

Section 1. Personal Information

Full Legal Name:

Date of Birth: / /

Other names by
which you have
been identified:

Section 2.  Arrest or Conviction

D‘

By checking this box, | state that | have NOT been arrested for or convicted of any Reportable Offense.

By checking this box, I report that | have been arrested for or convicted of an offense or offenses enumerated under
24 P.S. 881-111(e) or (f.1) (“Reportable Offense(s)”). See Page 3 of this Form for a list of Reportable Offenses.

Details of Arrests or Convictions

For each arrest for or conviction of any Reportable Offense, specify in the space below (or on
additional attachments if necessary) the offense for which you have been arrested or convicted, the
date and location of arrest and/or conviction, docket number, and the applicable court.

Section 3.  Child Abuse

D‘

By checking this box, | state that | have NOT been named as a perpetrator of a founded report of child
abuse within the past five (5) years as defined by the Child Protective Services Law.

By checking this box, | report that | have been named as a perpetrator of a founded report of child abuse within the
past five (5) years as defined by the Child Protective Services Law.

Section 4.  Certification

By signing this form, | certify under penalty of law that the statements made in this form are true, correct and complete. |
understand that false statements herein, including, without limitation, any failure to accurately report any arrest or conviction for a
Reportable Offense, shall subject me to criminal prosecution under 18 Pa.C.S. 84904, relating to unsworn falsification to
authorities.

Signature Date

PDE-6004 03/01/2016
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150040.1

EASTERN LANCASTER COUNTY SCHOOL DISTRICT

VOLUNTEER ACKNOWLEDGEMENT
OF POLICY NO. 916/VOLUNTEERS AND POLICY NO. 806/CHILD ABUSE
Required by SD Policy 916 (Volunteers)

| have read, understand, and agree to comply with all provisions of School District Policy No.
916/Volunteers and Policy No. 806/Child Abuse.

Date Name

type/print

Signature
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