6/3/2019

For questions or problems related to
this clearance, contact
DWIS Support Center at
1-877-343-0494.

ACT 151: PENNSYLVANIA
CHILD ABUSE CLEARANCE

Instructions for Teacher Education candidates at
Shippensburg University

Office of Partnerships, Professional Experiences, and Oulreach
Shippen Hall 354 SHIPPENSBURG
Office: 717-477-1487 (NIVERSITY

Email: fieldexperiences@ship.edu College of Education
and Human Services
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1. Access the Pennsylvania
Child Welfare Portal at

htips://www.compass.state.pa.us/cwis/public/home Child Welfare Portal
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2. Click on “Create Individual T
Account.”
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3. On the next page, it will
explain that you need to
make a Keystone ID. This
will be your login username
for the Child Welfare Portal.
Click “NEXT."

4. On the Create Keystone ID page, create
a username login for your keystone ID that
you will remember. It must be between 6 to

64 characters long. (Note: Be sure to write
down your Keystone ID and save itl You will
need to remember this.) Fill out the rest of

the requested personal information on the
page, adlong with the 3 security questions
and answers.

5. On the same page, scroll down, and you
will see a final question underneath your 3
security questions. The question is to ensure
you are not a robot. Enter the logical
answer to the question (in our example, the
answer is 20}). When you have entered all
requested information and answered the
security questions, click “EFINISH."
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6. The next screen will look like the one below. At this point you
must [ogin to whichever e-mail you provided on the previous
registration screen. In your inbox, there will be an e-mail with a
temporary password that you will use to login for the first fime.
You will be prompted to change the password when you log
back in.
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Check your e-mail for your temporary password!

You have successiully crtated 3 Kepstene ID 36 3 temporary pars-0rd has been e-malled 1o yeu. For the safaty of yeur pereong! ard fiandal information. you carnat begin waming untl you retrle -2 this temporary
paszard ang sigr back I 1o the system.You nerd to use this temocrary £ass ord the first tme you sign Ir. {7hEr vou sion in for the first time, you wil be requlred to create 3 persoral passviord far future Lse.

ease closa this breesar windor and legin ta your spplication.

7. The e-mail you receive will [ook like the one below, except
with your own unigue temporary password. The temporary
password is a combination of random letters, numbers, and
symbols. Write down this password exactly as it appears, and
then click the blue “Child Welfare Portal” link within the e-mail.
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FASTATE AGINCIES = PA ONLIME SERVICES =

FAQ  Contact Us @

Néwd Help? Cancact the CWIS Suppon Center at 1.877.343.0454
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WELCOME TO THE
Child Welfare Portal
Our service provides a means tor Individuals to apply tor PA Child

Abuse History Clearance anline and for randared reporters i
Gt e i Pennsylvanl

\[ INDIVIDUAL LOGIN |[  CREATE INDIVIDUAL ACCOUNT ]

Organizations can manage PA Child Abuse Histe.ry Clearances

8. Clicking the link will bring you back to the Pennsylvania
Child Welfare Portal login page. Click "Individual Login."
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What Would You Like To Do Today?

Pleas seledt whnh account you wauld e 1o aeess
‘> [ Access mv ceanances | [Caccess mv rereraacs |

' Pl.'nnsylvania :

7. On the next page, click “Access My
Clearances.”
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11. On the next screen you will be asked to enter your username and
password in the Keystone Key section. Your username is your
Keystone ID that you just created in step 4. The password is the
temporary password that was emailed to you in step 7. After

entering your username and password, click the yellow “LOGIN” bar.
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How would you like to verify your account?
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12. On the next screen you will be asked to verify your account. You can
choose fo verify your account by either answering the security questions you
answered from step 4, or by having a security code e-mailed to you. If you
remember the answers to your security questions, click the blue “Start” button
underneath “Security Questions.” If you do not remember the answers to your
security questions, or would rather use a security code sent via e-mail, click

the blue “Start” button undemeath “Email Security Code.” <1

o T @ fciure bnpsowwetbauth statepaus o
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Sccurity Questions Verification

What was the name of your childhood pet?
_Answer here )
What Is your favorite movie?

Answer here

12. If you chose to answer the security questions, the next
screen will look similar to the one above. The questions
that they ask you may be different depending on which
questions you selected from step 4. After answering your
security questions exactly the way you answered them in
step 4, click “"NEXT."
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Help  USERNAME

What type of device are you using?

=

Private Device Public or; .‘\i}mmf{ Device

Click H.% g
Click H.OE
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13. The next screen will ask you what type of device you are
using. If you are using a personal computer, laptop, tablet, or
other device, click the "Select” button underneath "Private
Device". If you are using a computer, laptop, tablet or other
device on campus, in a public library, or that is shared with
others, click “Select” underneath “Public or Shared Device.”
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Set Permanent Password

W Alere: Please change your current pazeword before continuing.

Your User 10 Wi Show Here

Your First Nama Wil Shaw Here

* = Required

Your Last Mame Will Show Here

Enter New Password Hote

Re-Enter Now Password Mere

| Enter New Password

of requires that :

o e e {1 Password
LOOLNN B Bt O S0 LA ter. sdh as RT3 . Requfremenfs @

e et o des vy G ue user sty fest e 6 Yot Lt neme
SUBMIT CANCEL

14. The next screen will ask you to set a permanent password. You will
see your own personal user ID, First Name, and Last Name shown on the
screen. Enter your new password for your account, paying attention to
the password requirements. Re-enter your new password where it says
“confirm password.” Write this password down somewhere and keep it
safe! You will need to remember it! Once finished, click the blue

“SUBMIT" button.

<
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Congratulations!
You hava successfu ly set & perscnal passwerd for your Kaystans 10!

Plaasa click the Close Window button ard legir to your agplication with your psrsonal passwerd.

Clasa Window

opr ot € 2008 - 2014 Commonwentth of Pensy vain

15. When you have successfully set your new password,
you will see the screen above. Click “Close Window."
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Keystone Key
I Enter Username Here _I ) Forgot Password

]Efer Password Here I | B Ednprofite

J Sclf service for Commenwealth Employees

0D Change CWOPA Password or Hint Questions |

WARNING! US GOVERNMENT SYSTEM ard DEPARTMENT OF HUMAN SERVICES SYSTEM Unautharized acosss is
prohibded by Law 93474 “The Camputer Fraud end Abuse Adt of 1986”. Use of this sysiam constiutes CONSENT TO
MONITORING AT ALL TIMES and i nol cubject 1o ANY expectation of prvacy. Unauthonzed usa of of access bo this system
may sulyect you 1o ol or cuminal panallas under Statb or federal law. Thes slateinent s being posled by the Departmant of
Pubic Wolfa:e Secunty and Audds Unil

Copyright® 2017 by the Commonmealth of Pennsylvania: A¥ Rghts Reserved

16. The next screen that opens will be the “Keystone Key" login screen.
Enter your username and new password in the boxes, and then click
the yellow “LOGIN” button. After logging in, you may need to select
the type of device you're using {private or shared) and enter the
answers to your security questions again like you did in steps 12 and 13.
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17. On the “My Child

Welfare Account Terms

My Child Weltare Account Terms and Conditions
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18. On the next
screen, review the
disclosure
information and
warnings, and then
click “CONTINUE"
on the lower right-
hand side of the
screen.
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your first time, you will
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Click “CREATE
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Need Help? Contadt the OWIS Suppont Center at 1-877-343-0494
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CHILD WELFARE INFORMATION SOLUTION Started” page
Need Heln? Cantact the OWIS Support Cenler st 1-877-343-0454 will appear and
tell you what
information you
Getting Started will need. Make
sure you have all
of this information
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Fiease veiact (ne rea3on you are LUDMITING INIZ FENNLYL SNk LI ADULE HiEtary Clcsrance SEiHauon vou cen e
£1F ONE FE0LEN frar IDPUEATION B AU FeqUIre BOCION CRIT ADULE NISTOny Slear . <3 far any pthor reasnn

rawd 12 Lubt enginer 4.0rY YOu S1) SUBITIE arolvel ABEILALON 8t ary Livie from s our BA Gd ABGss m.w.y
Cleatancs Ancount

FOr fcre detalled e ANIABNS and ExCeETIONS 1N CEA BALE FAGU IR LA BlEATE Ser Tae Wite lrerts
Chesrances at NEtp/Reephs woate La w3teices ihien BIAG

volunteer Having Cantact with Children: AppIyIng for e purpose of wolunteering as an adult for an unpaid
POSINDN A3 3 VOIUNLEar With & child Care 3ervigy. # 5Ll 01 » PIOEIAIM, aCOvily 0F ServiLe. a3 4 DEISOR 1eSDOnLIbIS
far the child's welfare or having dIrecT voIUNIEer rontact with children.

Foster Parent. ADRIYING FoF pUI 20583 of P SvIINE Tasier care

AGORUIVE PATent: ASBlyIng Tor the purpose of adoption

EmDoses oF CHIID Car Services: ADplying for the PUrpores of Thild cars 5«1 vices In the fellowine: Child day tary
£enters. groun day-care homes; family child.care hames: boarding homes for chlidren: juvenile detenrion center
SeviLes of Other piograms for {leimauent or depenUSNL Il n, Mantal heald) svrvices for chuldien; services fo;
crnaren 3ervices for chlldren; drug and alcohol serviess Tor
Chultien. and day-Cate SerVICes of Guer PrOB) as (et ars oHered oy 4 st hoot

Schiocl Linployee Governcd by PUBIK 5100l Code: Aaplying a3 n suhool smplayes who is 1quired (o obiem
checks p 111t School Cote

Sehootl Employee Mt Governsd by Public School Code: APPIvIng 83 a 3chc Jl eMPIoYes NOT LOVErn<d by Section

Indridual 18 yaars or o1der, Sadludiog Individusts resehving scrvices. who reaidcs In ane of the following homes
fOF 4T 14#5T 20 Oay3 In & Calenda 3

PA Department af Human Se rvices fmployment and Training Program Partitipant: Applying for the purpose of
PATIKIPETINE I A #A DEPATTMENE OF HUNAN Service Employment and Tiaining Program throush a county
fAssistance erMce (CAQ) of the OMce of Income Malntenance (OIM).

Pioenes ¢ empeinites
i Do

6/3/2019

21. When you
have read
through the
entire page,
scrolling all the
way down, click
“BEGIN" in the
lower right-hand
corner of the

page.

22. On the
“Application
Purpose” page
select the
“School
Employee
Governed by
Public School
Code" option,
scroll down, and
click “NEXT."
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o A[)!)li( ant Inforrmation

Fleate Brovide Wome Bas I0fOmmmanon Aoyt yont et ond COnirs that e eniat adeness, hated Beiow 15 e wniml
AL W e Y WIST L e a1l el CeEanding this appication

Firse Narme Mdtle Mo Last Name
Your First Nome Your Middle Nome Your Lost Hame
Date of Bietly Genndes

MM/BD/YYYY Your Gender

ating
%) wnd 6o <
00 L0 AT T TS SLATEw U Cortral FRRIZEeT B COtRT TN
TEROIT of < tild abose

Providing your $ocial Seunity Number may enable the Department (o expedte the review of your request for o
clearance Coruficate. If you do Not provide your Social Security number addulonal levels of IKIentity verification may be
required by ChildLing G, reducing L Chande of iiitematic Brocessing of your request

However, phease note hat uddosuie of yom Social Setunity numiber o volongary aned trrerafor e if yeis gon not €onsens

RAVINE your Sucial SeLUnty UM YENHed of Wied (or CHeching yGur Child abuse NIZTOrY. we Wil SUT RG0S & s
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23. On the “Applicant Information” page, fill in your first name,
middle name if you have one (leave blank if you do not), last
name, a suffix if you have one (do not select anything if you do
not), and enter your date of birth and gender. Scroll down the
page.

C | @ Stiute | Il e dumpat clatapa et b

Wil you Tike 10 provite a Saual Serunity Numbes (3SH3?

Enier you sociol
security numbar in
thisbox

et AR AL T ke apnTC o T gea woitd)
T AT
oo
- gk w LUt 12 LI

Tmall Address

Enteryour n

3 you Taave vy Previons naimes o8 icKNames Sl yot heve ased in the past oc that you may be ks by -
o

- ¥es N

Previous Names/Nicknames
Freaio S1RE sip Ik iSies F D ovioLrs RAMES (128 You Rave uisd OF mhay Nays Boan Knewn by

+ | ADO PREVIOUS MNAMESNITKNAME S

like 1o provide a Social Security Number (SSN)2” and fill in your SSN in the box.
Write in your e-mail address in the next box. |
you've used in the past, click yes for that question and provide your past names
(maiden name, etc.) If you've never used another name, click no, and you do
not have fo add any other names. Confinue scrolling to the bottom of the page.

24. After scrolling down the page, click the "Ies” button undemeath “Would you

you have any previous names that

6/3/2019
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25. At the bottom of the same page it will ask you for contact
information. Click the blue “Add contact number” link. A pop
up box will appear for you fo add your phone number. Fill in
your phone number, and click “ADD."

Previous Names/Nicknames
Fiens 0t BTy ST 7 BIEVIGUS 7 TSI FO0 MV SR 0F Iy RavE Den nCHA Dy

[F 400 PREVIOUS RAES/C KA AMES

26. After adding your
phone number, click the
“NEXT" button at the
bottom right hand corner
R : of your screen.

Contact Infarmation

6/3/2019
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Homie Address

ey

W waatemEa e b
Malling Address

AL B TITERY Hentes wil ke SERI S 1ia) e TN M RE 804 €57 1 ared htre
Attention

AW L 0ty S0 e € pOnGE o frei e ¢

o PRESraF O Bk

B the s2me a5 vour
+Yes  MNo

Certificate Delivery Method
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g i
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Vhe the g 10

Wiould you atso like to have & peper version of

10 your home ar
aves  No

Impottant
VA U T L 2L R (D 0 it &t dapardle

LPREVOUS

27. The next page will say
“Current Address,” fill in
your cuirent permanent
home address. When you
are finished, scroll down
the page.

28. After scrolling down it
will ask you for your mailing
address. If your mailing
address and permanent
address is the same, click
yes. If they are different,
click ne, and fill in your
mailing address.

29. Underneath
“Certificate Delivery
Method.," you can select
“yes" or “no" to indicate if
you would like a paper
copy mailed to you. This is
up to you, you will receive
an online copy that you
can print either way.
Select your answer, and

then click “*NEXT" at the
bottom of the screen.

6/3/2019
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30. The next page will ask you to provide all of your previous addresses you
have ever lived at since 1975. If you lived at one address since 1975 (the
permanent address you listed in step 27), then you do not have to add any
ofther addresses. To add a previous address, click "add previous address”
then fill in the information. When you are finished, click “NEXT” at the
bottom right corner of the screen.

3 v

FASTATH ASENCES =  FA ONLING SABVE LS =

Y pennsylvania USERNAME PRGN ) Sl U | LTl
J CTHILD WE LFARE INFORMATION SOLUTION

Biersed HO7 €001 e CWIS Su 14779430491

e Clearance 10 000000000000

Householkd Memmbors

' pennzylvania

31. The next page will ask you to provide information on everyone you have
lived with since 1975, including parents, siblings, other family members,
spouses/significant others, children, roommates, friends, etc. Click “add
household member” and fill out the information for EACH PERSON including
full name, their relationship to you, gender, and current age. You will have to
click "add household member” for each new person. When you are finished,
click “NEXT" atf the bottom right corner of the screen.

6/3/2019
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32. Review the
information on
the page. If
everything looks
correct, scroll
down and click
the “NEXT"
bution at the
boffom of the
screen.

-' pennsylvania

[ C @ Secre  Sips wwwecompas sate prus wances ¥ it S0 Fict o Mo TN, . et B R 2 - (-]

peonsytvania B PASTATE AGENCES v PAONUNE HERWCES =

?pennsyl\fania USERNAME Nes@) FAQ  Contactus@  LOGOUT

AP CHILD WELFARE INFORMATION SOLUTION

eed Help?Cantic the OIS Suppart Cente at1 877-343-0404
eClearance |7 000000G00000 broerEaspcanon || Savtan At

eSignature

5u arE Pt et e e COMMalEE o ATt ALON DIed 2 53N Deny by Chechng the X edzeme and
efterng e ¢ first and Last name a5 it &7, 85 1 N the A 316A I -anon Stremn

# I hereby cerufy that the information entered on this reportis accurate and complete to the best of my knowledge
and belief and suhmitced as rue and correct under penalty of law [SECKon 4904 of the Penngylvania Crimes.
Code).

Signature

Full nome:
CPREVIOUS I > noay

$4:unny Poly
Privhey bty

33. On the next
screen, check the
square next to the
acknowledgement
statement, and type
in your full name to
sign your application.
Click “NEXT" at the
bottom of the screen.

6/3/2019
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— R 34. The next screen will
ﬂ’&ﬂ!ﬁ'ﬂ‘."gﬁﬁmmm LSEMUANE | Nl SN e say “Application
; TR e D e Payment." Click “no"
e T under “Did an
Application Payment organization provide o

T —— code for your
" ‘“"<:| applicatione”. Then click
70 RBTHE D DIYITARE for vt pu mwfm: S Te TIKE A Paymens Bution 31 ine Deon of (e fage “MAKE A PAYMENTII 01.
e the bottom right of the
WA yIa st e Méke s Paymert' bumon you wil be ninizsted 20 a sacutrd erteonal sde e Subm your E

m"ﬂ:ﬁt:;::mmmw- EDE 1 W R SLDTHGEES T i i b tmtled 1 Ve screen.

1 you- durng your e
e aGE ALEDUV RS YOU MY QUILHy FEIEVE 0T SULITT 4

N

I > MAXE A PAYMERT 3.

Eeungy Pabey
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35. The next page will bring
 pennsylvania B you to the pay screen. Fill out

o J CHILD WELFARE INFORMATION SOLUTION

your credit card information,
and click

"PAY WITH YOUR CREDIT
Pay With Your Credit Card C A R D 5 .

eyl The cost should be $13.00.

Iame on (reda/Debt Lied

Rviews Yowr Ordor

/DN Cotd Mbes

Sivu-z 0 DD
AredafDrbit Card kypheation Month and Yeur (WAITT)

Creda/Debt Vrtingtion Gode

CondA Tt L Bl Wit Addersy

CortafDetel Care Bk p Code

rap v s <::
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36. The next page should
E’ pennsylvania IBERILANE | @ el say “Submission
P OHILDWELFARE INFORMATION SOLUTION - b " H

i i sl Confirmation.” This means

your application has
successfully went through,

Ple int f this page as a confirmati F for your recards.
R and you can logout of the

e = system. You will receive an
g e-mail confirmation as well.

¢ Cewane)n 900000000000

+ Tarsiues 0 125TN700MM2N

* Aot Fad 31323

* DT Rtey ~Oearance 10, M

+ Papaect Tmessmg Wednesday Joly 25, 208 1T 90PN

Next Steps

¥ . what you like to do?

TG0 {1 AP S S TORA CTARAR € ACOOUNT || SCBMRT ARTITRID CLTARANS AFTYE AT

Wy peonsytvacta

Pe?nsylvania Child Abuse History Clearance Submission - Applicant Submission Confirmation Intos

noreply@pa.gov 3 37 PM (2 minutes sgo) -
Deat Name

Your clearance appiication eClearance ID 000 was succasslully received by the ChitdLine Back d Cheek Vi ion Unit Your and

you wil receive an email notification of the euiceme within 14 days You can raview this submitted appcation al any lime ummgn your Ctnld\ ‘elfare Ac:nunl by doing the
following

jour Pghnsylvania Child Abuse History Clearance Account

il'you are having problems signing into your account v are here to help Please contact the DHS Help Line at 1-877-343.0494 between 230 am and 4 d5pm Monday
threugh Friday

Please do nol reply 1o this email directly

37. Your confirmation e-mail will look like this. You can click the “Please
Click Here" link within the email to check the status of your clearance

at any fime. However, they will e-mail you again when they have the
results available.

18
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Pennsyivania Chid Abuse History Clearance - Results
ronplyEp 47 hagf 2ewis g0

Bezr Name

Your clesance ppicabon eClewance 1D 00 ot baes updated o2h the resatts of o mmesiew You €20 review y o : 2 1 hid Abuse Matory Claansnce Actaert for 30 months Fomthe date Rvas sended You 0o e your
aecicanon by dang e lehoving

4 Chitd Abute Mty Clearance Actount

W e ot hiving pratims signing into your aceount wi 3% hise 1o bl Peasa cortact the DHS Hilp Lt 2t 1-377.-343.0058 bisween 5 30 am and d d5prs Monday hrough Friday

Pueasa o rolregiv b s emad drecty

38. When your results are available, you will receive another e-mail that
looks like the one above. Click the blue “Please Click Here" link to access
your results.

E e
RELCTMETI TRE

Child Welfare Portal

183 dettushs  apply tor FACH
v o e an e fesote s b

Crganaat o ean Mg BA CRd AnLse Kot o xanced
e fn” he = et anQ V2 ntaET

THGANZATION LOGIN  CREATE GRGANIZATION ACCOUNT
— —
Clesrance Applications Chitd Abuse Relerrals Services and Information
> e oAt esance 0 AL e e e PR
7 N P2

T
>

39. You will be brought back to the Child Welfare Portal.
Click “INDIVIDUAL LOGIN" and follow the same steps you
did in steps 8 through 13 (review slides 7-16 if you need
help).
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40. Once you
logged in, you
should see your

My PA Child Abuse Histary Clearances
D) Status of Submitted Applications

Wiarning

e:(iearance |0, DO00000G000D
= S B te Loverned by Publ Shad o

CRATT CLLMANE RPASATEN || M APLSATION 16 R !

application listed.
Click the link that

Vo JaphLanir B Tt o e £ 1R

says “To view the
result, click here" in
the green box.

nnsylvania TENNSYLVANIA CHILD ABUSE
3 :EER‘P‘!\'yL}N.EINSU(a}:!', HISTORY CERTIFICATION

CERTIFICATION 1D JOD00DOOC
CERTROCATION FURFOSE FMPLOYMENT
VERIFICATION DATE &1 2018

SOCTAL SLOLRITY # 300C-XX- 30000

DATE OF RTH MM/DD/YYYY

The sbove named person bas pplied For & Pessyh ania Cld Abuse [Fisiory Cenificstion
pusiant to 2% Pa C8. Chapier 63 related o the Cll Proteutine Pervmes Law RO
RECORDS § NIST in the Pennss Ivanis Depamment of Tuman Servicet Statanide datsbise
Itz Name a3 perpeirater of an Indicaked of 1oundid neport of
child nbusc

Agplicants are required w shank the Adsmistrnor the rowlts of thr
Ukl Abuise lsory Cortifivshion. Adeastzatoes ase reguined 10 heep &
«opy of this € hild Abus¢ iy Certficaton on file. Any person shiening
the contents of this document may be subgect #0 ¢l cnimenal o
adimanuat ¢ xlva

ISSUEDBE € ommoma

13¢ Vo fnstion Umi
T oy K170

41. Your certification paper will
then download and should look
similar to this one. To print, use
“File: Print Preview"'.

You should also save it to your
computer so you have an
electronic copy.

Follow the directions for submitting
your clearances to the Office of
Partnerships, Professional
Experiences, and Outfreach
(OPPEO), formerly Office of Field
Experiences and Partnerships
(OFEP).

6/3/2019
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