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Department of Human Services’ Child Abuse Volunteer Clearances Instructions:
1) Create a Keystone ID:
a. Open a web browser and go to https://www.compass.state.pa.us/cwis
b. Click "Create Individual Account”.
c. Scroll to the bottom and click "Next".

d. Enter a Keystone ID (aka username), first and last name, date of birth, and email. Then select and answer three security questions, note that your answers are case sensitive. At the bottom of the page, read and answer the simple question to prove your not a robot. Then click "Finish"
e. Close the browser and go to where you receive your emails.

2) Create a new password:

a. In your email client, two emails titled "Commonwealth of Pennsylvania - New account information” should have been received. One of these contain the randomly generated password, the other contains the Keystone ID you selected in step 1d. Select the email which has the randomly generated password.

b. Highlight the randomly generated temporary password, right click, and select copy.

c. Near the bottom of the email, click the link titled Child Welfare Portal. Once the webpage opens, you may close your email client. If the webpage does not open, open a web browser and go to https://www.compass.state.pa.us/cwis
d. Click "Individual Login”.

e. Click "Access my clearances".

f. Scroll to the bottom and click "Continue”

g. Enter your Keystone ID (Username) and enter or paste the randomly generated password from the email into the password field and click "Login".

h. Enter and confirm a new password that contains 8 characters with at least 1 capital, 1 lowercase, 1 number, and 1 symbol. Then click "Submit".
3) Accept terms and conditions:

a. Navigate to https://www.compass.state.pa.us/cwis
b. Click "Individual Login".

c. Click " Access my clearances".

d. Scroll to the bottom and click "Continue”

e. Enter your Keystone ID (Username) and enter the password you created in step 2.

f. Review the terms and conditions and check the box marked as "I have read, fully understand, and agree to the “My Child Welfare Account” terms and conditions.” Then click "Next".
g. Click "Continue".

4) Submit a DHS Child Abuse Clearance:

a. First, obtain as much of the following information as possible:

i. All of the addresses that you have lived at since 1975.

ii. The name and age of everyone you have lived with since 1975.

iii. All former names, nicknames, or aliases you have used.

b. Click "Create Clearance Application".

c. Scroll to the bottom and select "Begin".
d. Mark the radio circle labeled "Volunteer having contact with children". Then a menu will appear. Select:

i. Volunteer Category: Other

ii. Agency Name: Boy Scouts of America

e. Click "Next".

f. Enter your first, middle, and last name, suffix, date of birth, and gender. Then select "Yes" to provide your Social Security Number, then enter your SSN in the box below. Then enter your email address.

g. If you have had any former names, aliases, or nicknames, click the yes radio button. Then a new menu will appear. 

i. To add a former name, click "Add previous names/nicknames".
ii. A menu will appear, enter your former first, middle, and last name, along with the suffix.

iii. Click "Add"

iv. Repeat steps i to iv to add multiple former names/aliases.

h. To add current contact numbers:

i. Click the "Add contact number" button.

ii. A menu will appear, select the phone type, then enter the phone number and extension.

iii. Click "Add".
iv. Repeat steps i to iv to add multiple current contact numbers.

i. Click "Next".

j. Enter your current country, address, city, state, zip code, and county. If your mailing address is different from your physical address, select "no" and enter the country, address, city, state, zip code, and county of your mailing address. Then have the certificate sent by US mail by selected "Yes" from the next radio selector. Then check the box agreeing that your mailing and physical address is correct. Then click "Next".

k. Enter the address of any previous residence since 1975 (to the best of your ability). To add previous addresses:

i. Click the "Add previous address" button.

ii. A menu will appear, enter the country, address, city, state, zip code, and county.

iii. Click "Add".

iv. Repeat steps i to iv to add multiple previous addresses.

l. Click "Next".

m. Enter the names and ages of any person you have lived with since 1975 (to the best of your ability). To add household members:

i. Click the "Add household member" button.

ii. A menu will appear, enter their first, middle, and last name, relationship to you, gender, and current age.

iii. Click “Add”.

iv. Repeat steps i to iv to add multiple household members.

n. Click "Next".

o. Review your application and confirm that all information appears correct. If information is incorrect, backtrack and make changes. Then click "Next".

p. Check the box indicating that all information in accurate to the best of your knowledge.

q. Type your first and last name into the "signature box".
r. Click "Next".

s. Click the "No" radio button. You do not need a code.
t. Click "Submit Application".

5) Wait for the clearance to be processed in 3 to 14 days. You will receive a PDF from which you can print the clearance anytime. You will also receive a clearance copy in the mail within a month.

Pennsylvania State Police Criminal History Background Clearance Instructions:

1) Agree to terms and conditions:

a. Open a web browser and go to https://epatch.state.pa.us/
b. Click the yellow box labeled "New Record Check (Volunteers only).

c. Review and scroll to the bottom of the page. Check the box acknowledging the record check, then click "Accept".

2) Enter personal information:

a. Volunteer Organization Name: Boy Scouts of America.

b. Volunteer Organization Telephone Number: (814) 868-5571.

c. Enter your first, middle, and last name, address, city, state, zip, country, email address, phone number, and fax number (if applicable). Then click "Next".

d. Verify that all of the information is correct, then click "proceed".
3) Enter personal information for record check:

a. Enter your first, middle, and last name, suffix, Social Security Number, date of birth, sex, race, and any former names or aliases. Then click "Enter this request".

b. Scroll to the bottom of the page and click "Finished".

c. Review the information and click "Submit".

4) Wait until the request is processed. If it has been a few minutes, record the control number (Rxxxxxxxx) and today’s date for later access.

5) Click the control number, then click "Certification form". Click "OK". Then click "Print". Select your printer and click "OK". The results should print.

Federal Bureau of Investigation Fingerprint Background Clearance Instructions:
ONLY REQUIRED IF YOU HAVEN’T LIVED IN PA FOR THE PAST 10 YEARS
FEE: $25.75

1) Register to have fingerprints taken:

a. Open a web browser and go to                                                           https://pa-aps.3m.com/perlpub/registration_edu_pci.pl
b. Agree to fingerprinting consent and click continue.

c. Fill out the registration fields and complete the application and payment.

2) Determine the fingerprinting site.
a. Open a web browser and go to https://www.pa.cogentid.com/ohio/PDE/PDE_regions/reg_5.htm
b. Determine which fingerprinting site is best for you.

i. Bethesda Children's Home is a site available by appointment by calling 814-724-7510
c. Bring photo ID to the fingerprinting site for identification.
3) Results from the FBI fingerprint background check will be received in under 6 weeks.
Disclosure Statement Application for Volunteers Instructions:
Required if not completing the FBI Fingerprint background clearance above
1) Download and print the Disclosure Statement Application for Volunteers from http://frenchcreek-bsa.org/forms.php
2) Print your name and sign your signature, acknowledging the statement is true, and turn this form to a scout leader to have signed and dated.
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