€L KNOW. LOVE. SERVE.

Instructions for Completing Background Clearances for Volunteers

You must complete:
1. PA Child Abuse History Clearance
2. PA State Police Criminal Record Check
3. FBI Federal Criminal History Clearance and Fingerprinting OR complete a PA Residency Affidavit
indicating you have been a continuous resident of Pennsylvania for the past 10 years.

Note: If you already have copies of the needed clearances less than 5 years old you can provide
copies to the church office.

1. ACT 151 (CY113) - Child Abuse Clearance — no fee required after July 25, 2015
Please complete the Pennsylvania Child Abuse History Clearance request form online using the

following directions. If you have any questions, please contact Childline Verification Unit at 717-
783-6211 or 1-877-371-5422.

You will need the following information:
e All addresses where you have previously lived since 1975
e Names of all individuals with whom you have lived since 1975 to
include parents, guardians, siblings, spouses, etc.
e Any previous names you have used or have been known by

To create an account:
i.  Go to https://www.compass.state.pa.us/cwis

ii.  Click on <create an individual account>

iii.  Click on <next> and type information. This includes creating a Keystone ID, which is
similar to a username.
Record your Keystone ID for later use, both now and in the future when you enter this
website again.

iv.  Choose and answer 3 security questions as required by the site.

v.  You will be sent a temporary password via email.

vi.  Close out of the window and return to www.compass.state.pa.us/cwis
vii.  Click on <individual login>
viii.  Click on <access my clearances>. Type in the Keystone ID you just created.

iX. Click <continue> at the bottom
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<Log in> with your Keystone ID and temporary password that was emailed to you
Create a new permanent password (be sure you write it down somewhere safe or that it
is one you can easily remember)

You will be logged out in order to log back in with your new password

Now you are ready to go to the application!

On the “My Child Welfare Account Terms and Conditions” click on <I have read...>
Click <next> at the bottom of the page

Click on <Create Clearance Application>

Directions to complete the PA Child Abuse History Clearance Application:

Vi.

Vii.

Purpose of Clearance — only check one
Volunteer: Volunteer having contact with children

Social Security Number is voluntary. If filing in the Social Security number please fill in
the entire number, not just the last four digits.

Previous Names/Nicknames — Applicant’s name must be the full legal name. Do not use
initials as a first name.

Previous names used since 1975 must list any and all full legal names they have ever
used including maiden names, aliases and also known as (aka) names

Click on + to ADD PREVIOUS NAMES/NICKNAMES
Contact Information — click on + to ADD CONTACT INFORMATION

Current Address — the address listed must be the applicant’s current home address.

Previous Address — list all addresses where applicant has resided since 1975

Click on + to ADD PREVIOUS ADDRESS(ES). You will need to do this for each address at
which applicant has lived.

Household Member Information — include anyone that the applicant lived with since
1975 including parents, guardians, siblings, children, spouse, friends, etc.
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Please note the household members’ relationship to the applicant, their age (to the best
of your knowledge) and their gender. If this section is left blank, the application will be
rejected and returned to the applicant.

Clickon + to ADD HOUSEHOLD MEMBERS

Note:
For siblings or individuals you lived with when they were single, but are now
married, use their married name.

You must have a parent or guardian listed, even if both are deceased.
If deceased, just add their name and other info, but for age leave blank.

eSignature — application must be electronically signed.
Check the box next to <I hereby certify the information...>
Type your name as your digital signature.

Click box “As a volunteer applicant...fee waived...”

Write down your Clearance ID# for your records.

Print copies of your clearance certificate and give one copy to the church office. You
may be able to print the certificate immediately, or it may be mailed or emailed to you,
or your may need to go back onto the website at a later date to your account and print
your certificate.
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2. ACT 34 (SP4-164) — PA State Police Criminal Record Check — no fee after July 25, 2015

Vi.
Vii.
Viii.

Xi.

Go to https://epatch.state.pa.us

Click on <New Record> and accept terms and conditions

Volunteer Organization Name: Christ’s American Baptist Church

Phone Number: 717-225-1876

“Personal Information” screen is the person requesting the background check (which is
you). The reason for the request is church. Enter your name, address, and phone
number. Click next.

Verify information is correct and proceed.

“Record Check Request Form” is for your personal information; you are only required to
enter your first and last name, social security number and date of birth. Click “enter this
request”.

Click “finished”.

“Record Check Request Review” is to verify your information is correct. Click “submit”.
After the record check is complete (should only take a few seconds) click on the control
number next to your name.

Click on “Certificate Form” button and print at least 3 copies of the results page with the
state seal watermark.

Click on “back” at the upper right hand corner of the page. You can now exit the
website.

Please give one copy of the certificate form to the church office and keep the others for
your records or future use.

Christ’s American Baptist Church
730 Menges Mills Road * Spring Grove, PA 17362
717-225-1876 * christ-abc@comcast.net * www.christabc.org


https://epatch.state.pa.us/

G KNOW. LOVE. SERVE.

3. ACT 114 - PA Residency Affidavit (no cost) OR FBI Federal Criminal History Clearance and
Fingerprinting ($23 fee)

If you have been a continuous resident of PA for the past 10 years, you only need to complete
and sign the attached PA Residency Affidavit and return to the church office. The affidavit
follows this page of instruction.

If you have not been a continuous resident of PA for the past 10 years, follow the below
directions to register for fingerprinting:

You must fill out the application before getting fingerprinting done.

i
ii.
iii.
iv.

Vi.

Go to https://uenroll.identogo.com/

Enter the service code: 1KG6Z)

Click “schedule or manage an appointment” and follow instructions.

Go to a fingerprinting site as soon as possible. Click where designated on the screen to
find a fingerprinting site near you.

You will receive an official copy in the mail. You must turn in a copy of this document to
the church office as soon as you receive it in the mail.

If you have not received a copy in 8 weeks, contact the Church office.
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PA Residency Affidavit
| have been a continuous resident of Pennsylvania for the past 10 consecutive years.

If a life-long PA resident, date born

If not a life-long PA resident, date moved to PA

Printed Name: Date:

| affirm that | should not be disqualified from serving based on the conditions listed below based on 23
Pa.C.S. Section 6344:

i. lam not named in the statewide database (pursuant to a DHS Child Abuse History
Clearance) as the perpetrator of a founded report committed within the last five (5)
years.

ii. My PA State Criminal Background Check OR FBI check does not reveal a conviction for
any of the following at any time in the past:

a. Criminal homicide; aggravated assault; stalking; kidnapping; unlawful restraint;
rape; statutory sexual assault; involuntary deviate sexual intercourse; sexual
assault; aggravated indecent assault; indecent assault; indecent exposure; incest;
concealing death of a child; endangering welfare of children; dealing in infant
children; prostitution and related offenses; obscene and other sexual materials
and performances; corruption of minors; sexual abuse of children; or the
attempt, solicitation or conspiracy to commit any of the above offenses. In
addition, | have not been convicted of an offense similar in nature to the crimes
listed above under the laws or former laws of the United States or one of its
territories or possessions, another state, the District of Columbia, the
Commonwealth of Puerto Rico or a foreign nation, or under a former law of this
Commonwealth.

iii. My PA State Police Criminal Background check OR FBI check does not reveal a conviction
for a drug or drug-related felony in the past five (5) years, including felony convictions

under the Controlled Substance, Drug, Device and Cosmetic Act.

Signature: Date:

Christ’s American Baptist Church
730 Menges Mills Road * Spring Grove, PA 17362
717-225-1876 * christ-abc@comcast.net * www.christabc.org



