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For assistance, contact:
PATCH Helpdesk at
1-888-783-7972

ACT 34: PENNSYLVANIA
CRIMINAL HISTORY
BACKGROUND CHECK

Instructions for Teacher Education candidates at
Shippensburg University

Office of Partnerships, Professional Experiences, and Outreach
Stippen Hall 354 SHIPPENSBURG
Office: 717-477-1487 UNIVERSITY

Email: fieldexperiences@ship.edu College of Education
and Hurman Services

Pennsylvania cess To Crmina’ Hisiory

1. Access the Pennsylvania g X

AC C eSS TO C ri m i n OI H iS 1,0 ry On December v:d:.:l':e?‘mt::"::v::i::::;:::h:i:.::l::curd Check

will increase to $22.00. The fee for an Access and Review will
P ATC H O 1‘ increase to $20.00. The fee for a Notarized Criminal History Record
Check will increase o $27.00.

* The PATCH ueit wid no longer mail put any PATCH check What is requested on the EPATCH web site 1t will be the
s e a C s q e a Us responsibility of the requestor to prist out the No Record or Record response
. L . -
o )]

All uqun\sm nnhrixulmphs 01 & Criminal Record Check MUST IE sulml’ﬂpd hv mall.

E{Volunleers only)

2. Click on “Submit a New .

: e
Record Check_ - (Grly used by pre-spproved organizations}

(Note: DO NOT select the il i EPRRIRS
Volunteers only option) R

to disseminate criminal hstory data to eriminal
agendies, non-criminal justice agendes and Individuals on
request. Criminal justice agencles can access all of an

ual's eriminal histery recard informstion (CHAI)
Requests made by noncriminal justice agancies and lnémw‘s
are subject to edit criterls contained in tha law.
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Gov. Thomas W Walf

Terms and Conditions for the use of PATCH

3. Reod the Terms Ond mrr.dmomwngum:lndmndarmshm-mGFWPA?Diapphut.onona‘dk*zmnmprbuwmm

e 1 The PATCH web site Is avallable for reglstared and non-reglstered users wishing to acquire criminal history
O n I I O n S O I l | 0 | l information on Individuals. Users mun 3gree to abige by 2Nl gectlons of the Criminal History Record Information
act and all terme stated forthwith

- There is 2 $22.00 non-refundable fes for each requast, regardiess of outcome. Paymant Is accepted by credit card
or by billing 3 pre-established account. Customers will be charged for misspeiling, duplicste submissions and othar

O C( e ( | ( e user errors. There Is 2n agditional $5.00 non-refundable fee for 5 notarized copy. Notarized copies not avallable

7 for free volunteer checks.
i 1 Individual Access and Review - Requests by mail only. Fes $20.00

/ \ C e p .I- b U TT O n O 1- T h e An Individusl Access and Review Is only available to the subject of the record or their I:w upreuntalwa with 3
legal affidavit attached. Any individusl who wishes to obtsin an Individus! Access and REView Crimi per

istory
e "&-ﬁf&!ﬁi A!H" Mmlem\.i uU.ﬂnJ\ED UEEK.F&RM ARYIDUAL ACGESS nMB BEHM.-. M‘" te

inca ne page. By clicking on “CeriNcation 7
rorm e ol i BOF format,
7. Request Under Ry Siatus ls aaigned to the raussr. the yser must periagicaily check ¢
BATCN nab site 16 geterming the finsi $13005 01 the foauest, B sioiu o Avhoemy Drder rorelom e Ceoutt
in ore of the foiowing Hinsl states -
. " rap o doubie eex
Zoe with

il ing RAB Sheat
ny Traipnce Whin Sae 1§ e iemely Weavy and fequires the user 1o chock
i requen

s il 1ol rermain in pending Wistus for mote than 34 hours.
i Tar mars than 34 heurs cal tha PATEN et Line Tanires arg BEE-QUERY-PA

Pannsyivanis State Folica Netary Folicy
e ety Lo e hgiring, ieriZatlon Con anly by nosadzsd by u benmeyivanly Stats Pollce notary. The
oy e raicered vl e Tortn OF Pote tea o, BNoSrS poet T e e e in
Fenuiten, bt ACT e Tecianity of tne Commanmanith via Mol =t 216 Horth GG Bullding, Harmburg. £4
T ot By tenstane st (717 Te7 Ban
e DS AT SESrS 210 2 moniny Diler 10 exuiration of thel commission. i tha axplresion of the
norary commission Interiares with (he procasy in Wich v S orrized ermiria MIKLory Feaponte. 1 W
AaCracary for ¥ou 1 submit & Mew Feauast for criminel Mietary record check

Da you accept thase Terms and Condin

Lo ] [ Bestion |

| P § Privacy alucy | PA Blate b s ope

Pennsylvania Access To Criminal History

4. On the Requestor LC_JM.WWMM
Details page, CliCl( Requestor Detals :
“Individual Request”
then “Continue”

An Individual Request is to be used by an individual who is requesting and paying for the Criminal History Record
Check. The PATCH certification fetter will show the individual as the requestor of the Criminal History Record Check.

" Company Request

A Company Request is to be used by a business or organization that is requesting and paying for the Criminal History
Record Check. The PATCH certification Jetter will show the company as the requestor of the Criminal History Record

Check,
E— T
CGoNTE |

Please select Individual or Company Request

Home | Record Check | Help | Privacy Policy | PA State Police Home Page




5. On the Requestor
Information page,
select “Employment”
as the Reason for
Request, then fill in your
informatfion. When
finished, click “Next" at
the bottom of the
screen.

6. On the Review
Requestor Information
page, review your
Information. Ifitis
correct, click
“Proceed.” Ifitis
Incorrect, click on
“Back” to make
corrections on the
previous screen.

:} Pennsylvania Access To Crimiral History

l‘&jmm Commissioner Rebert Evanchicking,

Gav. Thomas W woll

Requestor Information

3 been updated to alew the requestar to add an emal adaress When an email address s eatered an
g that the request was recerved by the Pennsy'vania State Police will be sent, Anotner emai will be
request s completed. .

ou i) be required to enter a valid credit card, which will be charged $ 22.00 dollars for eath indwidual on which
cu are performing 8 background check.

Rezsan For Request)

Flrst Name:

Middle Hama:

Last Nama:

Address Une 1:

Address Line 2:

City:

State:

Zip:

Country:

Email Addr:

Confirm Emall Addr:

Phene Humber:

=) Pennsyivania Access To Criminai Histor
{;-i Y
-} ‘mcummuumﬁd:ﬂti\rm‘
Hetod Cnéck 6 .

Homa
Review Requestor Information

Piease vendy the fotawing information prior to cheking the “Proceed” button. If you meed to make changes, chek the
button

Back”

Pare this step 15 completed. informaton regarding the mdivrdudl far whith you are performng a background check

il be gathered. Each background check performed witl cost § 22.00 dallars, Alter entering the background ehecks,
ou will be required to enter 3 valid eredit €ard, which will be charged $ 22,00 dolizes for each individual on which
“ou are performmng 3 background check.

Reason For Request: Employment

Mequestor Name: J3ne Doe
Address:
3

Country:
Emall addr: fan
Phene Number: (235 555-E558,
| <Batk | Cemcel . Procesd

Home * Record Chack | Help | A Stale Police Hore Page

-

€ Copyiahl 230310, Commenwesth of PA - Punnshan 4 Slate bet e

Thas Vieb Sute s for Irfarmtors: Purposas Oy « 1 you hive w8 emergency, nme or medent b mport,
Banse contats Tour reaes Pos ce daency or €l 911

68 1EIFALICAISIIAITTCIEABAD 7Y
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/. On the Record
Check Request Form,
enter the information
requested. When
finished, click “Enter
This Request”.

8. Another blank
Record Check Request
Form will pop up. Do
not enter your
information again.
Scroll to the bottom
and click the
statement “View
Queued Record Check
Requests (1)"

6/3/2019
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\ mu = m_mmm

Mmﬂ)edtﬂmuﬁtfmu

Plazee enter 35 much informatien as poswibla for the individuzl you would 1ee :opmorm bad:gmumr on.

First and middie names may NOT cantain numbers, hypherss, dpostrophes, dashes, o any other non-alphabstic

characters. uumm«mymnumnmmm marked with an ~ are required. To vy it multiple requests, chek
tton. When finished entenng requeses. click the “Fmished” button,

[ e
—
I ——

—
[T et S —
[ ‘(wmwm)
[Uniagmn

Uninown

Allases end/or Maiden HName
Hiddle

Flease uch information as possible for the individval you would hike to perform a bat nhpmwch-cko’l
sn-: fﬂuddflnimnm:yml‘mm umbers. hyphens, sposiropties, dashes, or any other non-aiphabetc
characters, Last names may contain dashes. Fields marked with an - are req.-ad, To submit mulbpls requests, cick
the "Add Aequest” button. When finished entenng requests, chek the “Finished” button,

First Name:
Hiddle Name:
Last Hame
Sufflx:

dentity Theft .
Social Securlty #:
Date of Birth:
Sex:

Race:

Allases and/or Malden Name
First Hiddle

il

sgef~E-f
I




9. On the Record
Check Request Review
page, a Request
Queue box will appear
with your name, date
of birth, race, sex, etc.
If the information is
correct, click “Submit”.

10. On the Request
Checkout, click
“Checkout”.

6/3/2019

= Pennsylvania Access To Crimina! History
‘i}mm&wmﬁmﬂﬂtdﬁ-‘i“:_ Gav. Thomas W Woll

>

Pleasz review the folioning background check requests. Click cn the Ayperiink in the subject name column to modify
that request. To add more background check requests, click the "Add Requert” buften. Once &/l the infermation is
correct, ¢lick the "Subma® buiton to process your request.

The total charge for processing this request will be § 22.00. Once the "Submit” button is clcked, you will need lo
enter your credit card mformaticn.

Payment method: Credit Card Onky!

AddRequesl | © Concel | 4

Home | Record Check | Help | Privacy Policy | PA State Police Home Page

m
© Copymght 2003 18. Commonwenith of PA - Pennsylvana State Foloe

T Veb Site 15 For Informatioca Purpases Only - IF y ou have an emergency, ovme, or modert to repor,
Please conlact your nesrest Police Agecy of call 511

E_/ Pennsylvania Access To Criminal History

Acting Commissianer Robert mne\‘th Gow. Thomas W Woit

Home
tequest Checkout

lick on *Checkout” button to navigate to 2 secure gateway payment page where you will need to enter your credit
rd information. The total charge for processing this requast will be § 22,00, Pleass do not refresh the web page or
rowser on checkout.

Checkont Cencel |

m|%mwmmmﬂmm

M&mm

€ Copynght 2003-18, Commenwesith of PA - Pennsylvnia State Pol e

This Web Site = for Informationsl Purposes Oniy - If you have a0 emerpency, ovie, o medent i report,
pleast contaet your retrest Police Agency or ail 911,

ECFSF18FE2665 75 54 2F SYTDFU SBBEC0F



11. Enter your credit
card information and
click “Pay with Your
Credit Card.”

12. On the record
check request results
page, click on the
“control #" in the
ox.

*BY CLICKING ON THIS LINK, YOU
WILL BE ABLE TO VIEW YOUR
BACKGROUND CHECK CERTIFICATE.*

Doe,Jane

= Setuin 1 PATCA Recaid Chect Reg.art Revra

Choose Payment Option

& » [ | =
S5 visa~=, . QN @ mosterpass
Pay With Your Credit Card

Corenolder Name Cest Card Wumber Lapicy Date (MY}

S8 vz 0 EIR
Secimity Code

Cownliy
Urled filates

Pay Viith Your Crede Card

Cf Pennsylvania Access To Criminc| History
memwm Gok, Thomas W Wolf
Ve

Home
Record Check Request Results

The results of your background check requests are displayed belew, This page wili automatica’; refresh several times
and update the status of your record checks. Please wait until processing has finished before reviewing any
background checks. Once processng is complete, chek on the Contral Nymber hyperink te view the deta's of 2
specific record check.

Record Check Requests

potro Subject Hame Date of Request Status

mmsu: DocJane 0670472018 10:10 A4 110 Record
N n foynd

Home | Record Check  Help | Privacy Polcy | PA State Pokce Home Page

-

€ Copymitt 200318, Commaonmaa'h of P « Prossytoarra State Poice

pose - M you bt FENTY. e, o nadent B et
PRILE CONtRA yOur FEMTES! Pote Agency or cal 910

The tieb Ste a for

ECFSF EFB260675542F 55 TDFD IBEEC0F
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13. On the Record Check
Details page, click on
“Certification Form” at
the bottom of the page,
which will provide a PDF
of your PA State Police
Criminal Record Check.

*YOU MUST CLICK “CERTIFICATION
FORM™ AND SAVE AND PRINT. DO
NOT PRINT THIS SCREEN TO THE
RIGHT-THAT IS JUST PROOF OF
PAYMENT. *

14. After clicking “
form” your criminal record check
will download. Print the certificate
using File: Print Preview:Print.

*The document you print should
look 5|m|Iqr o the one on this
screen.*

certification

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

Follow the directions for submitting

your clearances to the Office of
Partnerships, Professional
Experiences, and Outreach
(OPPEQ), formerly Office of Field
Experiences and Partnerships
(OFEP)

This screen dasplays the detads of 3 particular recird check request. The request process has been complered. You
‘may now print the tlon form for your records. Nothing wili be mailed ta you. To vien. pnnt the vaice
assecrated with this recerd check request just click on the invoice number hyperlek. To veew print the certification
Form for this request click an the Certification Farm hyperi k.

controt [N
weauested by [NENNNNN

Subject Name: Doe,jane Status: Ho Record
Aias/Maiden Name 1 ; JOTnson Jene Request Date:  06/04/2018 10:10 &M
Last Update Date; 06/04/2018 1036 AM
Race: i Fee: 52200
Sex: Payment Method: Credit Card
Date of Birth: 0571471578 Tnvolce #: R19913142
Soclal Security #: =

Reason for Request: Employment

Home | Record Chack . Help | Privacy Policy * PA Stste Pobce

Pennsyiiana
|
£ Coprght 3353-18. Commonmexs of B4 - PervaToania Slate Postn
ha Web Site s for

= Hysu . Chne or nodert 1o teport,
n—mmmumlnalewnwmiu

Pennsylvania State Police
1803 Emarten, mveris
Pt Pommipteaia 1116
Response for Criminal Record Check

JANE DOE
423 SHIP LANE TELEPHONE: (555) 555.5555
SHIPPENSBURG, PA 17257

TO WHOM IT MAY CONCERN:

mu-ll-—-gwumlu 3010 A
Request: Emplayment
Maiden Name and/oc oy ) _ 3]

3 ()
7 HAS MO CRIMINAL RECORD IN PENNSYLVANLA BASED ON A CHECK BASED ON THE
A 101 RS- REFER TO 1
THE ACSPONSE IS BASED ON A COMPARISON OF DATA PROYVICAD BY THE RLQUESTIR AGAINST
{NIORMATION CONTATID TN THE HLES OF THL FENIRYLVANLA STATE POLCE
REPOSITORY IDENTLFIERS PROVIDLD, POSIITVE IDENTHICATION
CARNOT BE MADE WITHOUT FINGLRPRINTS THL FLNG YLVANLA STATE POLICL RESPORGE DOLS
HOT PRLOLCE THL EXJSTINCE OF CRIMINAL RECOADS, WHICH MIGHT BE CONTAIND IN THL
CRIMINAL JUS)

TICL AGLNCLL:
‘CAH BL VALICATLD BY ACCLESING THE
N

i RLTORD
CAN BD v:(m Y CLICRING O TrE CONTRES
NUMULR. YOU WILL BE ABLL TD VERIFY [F THIS REQUEST WAS SLNT DUT AS A NO RLUORD OR
RLCORD RESFONSL BY THE PL E
QUESTIONS CONCERMING THIS CHIMINAL KLLORD CHECK SHOULD Bt DIXLCTED 10 THL PATEN
HLLP LINL TOLL FREE AT 3 BE§-QUIRY-FA (1883783 7972)
Certitied by.

DISSLMINATLO BY: BYSTEM

L Fa D&/04/2018 3036 AH
rector of (—ﬂm ! Records B lgentincation
Nm‘tﬂ'ﬁa State Peie

6/3/2019 .



