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These instructions are for position titles of
"Child Care Aide”, "Child Care Lead”, “Child Care Supervisor”, or “Substitute Child Care Aide”.

Fees associated with each clearance can be found on the issuing authority website. Please check browser requirements
for use of each individual website.

PA Child Abuse History Clearance — The Child Abuse History Clearance can be completed online. Request for clearance
statements may be made online at https://www.compass.state.pa.us/CWIS.

Upon signing on to the Child Welfare Portal, you will be asked to “Create Individual Account” or “Individual Login”. If
this is your first time to the site, you will select “Create Individual Account”. Here you will be asked to create your
Keystone ID # (this is an ID that you will create for yourself and retain for later use). In Part 1, Application Purpose,
please select “School Employee Governed by Public School Code...”.

Upon completion and submission of your application you will be notified via email when your certification is ready to
view online (anywhere from 1 day to 4 weeks). You will then log back into your account on the Child Welfare Portal and
select “Individual Login” to access and print out the certificate. If you selected to have a copy mailed to you, it could
take 4-8 weeks or longer.

Note: If you are having technical difficulties accessing the site, please call CWIS Technical Support at 1-877-343-0494.

PA State Police — Request for Criminal Record Check — The Pennsylvania Criminal History can be done online. The
online results are available almost immediately.

To complete the process online, go to https://epatch.pa.gov/home and click on “Submit a New Record Check” and
follow the instructions. Please select “Individual Request” and enter “Employment” as the reason for your request.

At the end of the process, you will be shown a receipt on the screen (which you can print only if you want a receipt). In
the middle of the receipt, you will see “Certification Form” in blue. Click on this and it will bring up your Criminal
Background Certificate which you will then print. This is the document you must provide to Human Resources.

Federal Criminal History Record through IdentoGO — The FBI Federal Criminal History requires individuals to have
fingerprints digitally rolled at a registered fingerprinting site. You must first register for the process. The link below will
take you directly to the scheduling page for the service code for 1IKG738 - Pennsylvania DHS-Child Care
Services/Program Employee or Contractor. If you do not order this service or if you choose an option other than
“Pennsylvania DHS-Child Care Services/Program Employee or Contractor”, the District will not accept your results.
You will have to reapply and pay for the correct fingerprints.

Use this link: https://uenroll.identogo.com/workflows/1kg738

Click on Schedule/Manage Appointment. Go through the screens and enter information as required. Enter your zip
code and the system will then take you to a screen with local IdentoGO Service Centers.

Click on the center where you want to go to be fingerprinted. You can make an appointment on-line or select walk in.
Payment is taken at the Center. After making that choice, it will take you to a Service Summary Page. MAKE SURE YOU
ORDERED THE SERVICE OF “Pennsylvania DHS-Child Care Services/Program Employee or Contractor. Print that page
and remember to take the identification document you indicated when you registered online. After your fingerprints are
taken, you must provide the receipt or a copy of the receipt you will be given to Human Resources. Human Resources
will access your results from the database.
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