Criminal Clearances

The Commonwealth of Pennsylvania requires four separate clearances for teacher candidates. 
· PA State Police Criminal Record Check, also known as the Act 34 Clearance.

· PA Child Abuse History Clearance

·  FBI Criminal History Report* (fingerprints) 
· ACT 24 –   6004 Arrest/Conviction Form (you will sign this and submit to the Education department. You will not need a copy of this) 
All clearances are required for admission to the College’s teacher education program (regardless of your state of residence) and for accepting a position in a Pennsylvania school.  Criminal clearance forms and directions to process these clearances can always be picked up in the Education Office,  Nicarry 143. 

As you receive your criminal clearances, bring a copy of each clearance to the Education Office, Nicarry 143. We need a copy of all clearances for your file. Lack of clearances will prohibit you from starting any field placement.  Always bring your original clearances with you the first day of any field placement and present them to the school office.  School districts also require that the Education Department  of Elizabethtown College has verification of your criminal clearances on file before you start any field placement.   Original criminal clearances are YOUR responsibility and should be stored where you can access them on campus.  

You are required to update your Criminal Record Check, PA Child Abuse,FBI Criminal History and TB Test clearances on a yearly basis.  Please keep track of the dates on your clearances and update them when they expire each year. Always bring copies of updated clearances to Nicarry 143( Ms.Shafer) or Nicarry 142 (Mrs. DeArment)  so we can update your file.  
*After you have been fingerprinted, you must email or bring your Registration ID number (PAE number) to the Education Department, Nicarry 143.  The Education Department needs this number to pull your clearance from a portal and to verify that you have obtained this clearance.
. KEEP ALL OF YOUR ORIGINAL CLEARANCES IN A SAFE PLACE ON CAMPUS! 

ALWAYS BRING THEM WITH YOU ON THE FIRST DAY OF ANY FIELD PLACEMENT

TO PRESENT TO THE OFFICE 
PA State Police CRIMINAL RECORD CHECK 
ONLINE INSTRUCTIONS (using a Credit Card) 

· Using Internet Explorer  - go to http://epatch.state.pa.us (no need to type in www)

· Click on Submit a New Record Check

· Enter Education in REASON FOR REQUEST

· Enter Personal Information  (Do not include periods, dashes or commas in the address field)

· Verify that all information is correct

· On Record Check Request Form enter the information regarding who the record check is for. (This may be the same information as the Personal Information page) (Do not include dashes or spaces in the Social Security line.)

· Press Enter this request and then Press Finished

· Review Record Check Request then press Submit

· You will then enter your Credit Card information. (Do not include spaces or dashes in the Credit Card number line.)

· You will be given the option to print your Criminal Record Check as long as you do not have a record.  Be sure to have a printer available to print.

· Be sure to click on the hyperlink  that reads “Certification Form”

· Print two copies and bring one copy of the Criminal Record Check to Nicarry 143 for your file.  You will keep the other copy.  
· For questions regarding this website call toll-free  1-888-783-7972, option 2
Instructions for submitting PA State Police Criminal Record Check (SP4-164)  in writing (if you don’t have a Credit Card) 
Be advised, this method can take up to 8 weeks to process!!

· Use the request form provided with these directions.

· Fill in your name as requester, home address, and phone number – Exact information

· Check the following box for “Requester information”

· “Individual/Noncriminal Justice Agency:

· Fill in your name for “Name/Subject of record check”

· List any aliases or other names you have used, including maiden name

· Fill in your Social Security Number – Verify it’s the correct number 

· Indicate your date of birth, sex , and race

· For “reason for request”, check the box for “Education”
· Include a $10.00 money order or certified check payable to the Commonwealth of Pennsylvania (personal checks and cash will not be accepted). 
· Mail to:

Pennsylvania State Police Central Repository-164

1800 Elmerton Avenue

Harrisburg, PA 17110-9758
Approximately six weeks are required to process these requests. To check on the status of your SP4-164 Criminal Record Check, you may call 1-888-783-7972 after 4 weeks
PA Child Abuse History Clearance Form and Instructions
· Type or print clearly and neatly in ink Section I only. 
· Address must be Applicant's current home address. 

· All information must be completed in full. ( The form asks for all previous names, addresses, and household members since 1975). This information must be provided to the best of your knowledge and belief. 

· Application must be signed. 

· Enclose a $10.00 money order for each application. No cash or personal checks accepted. Money orders can be purchased at any Turkey Hill Store, Giant Store, your local bank or most convenience stores in PA.  

· Do not send any postage paid return envelopes. 

· Application should be placed in a business-sized or larger envelope prior to mailing. 

· One block must be checked for Purpose for Clearance. Do not check more than one block. 

· Check the School Block if seeking to have involvement within a school (public, private vocational, technical, nursing) for any reason. 
· You do have the option of Driving directly to the Child Abuse Background check site. The building is in Harrisburg (less than an hour drive) .Driving there directly will cut back on your wait time. Wait time at the Site is 15 minutes as opposed to 4 weeks via mailing the form in. 
Directions to the Child Background Building:

· 283 W to 283N to 83 N

· 83 N to 81 S

· Take Exit 69 Progress Avenue and bear right to go South on Progress Avenue

· At 2nd light, make a right onto Elmerton Avenue (CVS is on the right)

· Continue on Elmerton Avenue, at 2nd light make a left onto Sycamore Drive

· Continue on Sycamore drive until you get to a BIG speed bump  

· After the speed bump you will see a big, red brick building on the right.  Parking lot is on the left. You can park anywhere in the lot.

· Walk across Sycamore to the brick building (53 Hillcrest). 

· Inside the entrance there is a phone on the wall. You want the phone number that is for the Child Background Check.

They are open 8:30 am – 11:45 am and 1 pm – 4:45 pm Mondays thru Fridays.

Clearance results will be mailed to you within 14 days from the date that the clearance application is received. There will be no replacements after 90 days. Failure to comply with the above instructions will cause considerable delay. 
Please contact the following for applicable criminal history requests and status: PA Child Abuse Form: (717) 783-6211 option #4


THE ABC’s OF HOW TO OBTAIN MY 
FBI CRIMINAL HISTORY REPORT
GO TO www.pa.cogentid.com  and click on Pennsylvania Department of Education- PDE

A.
Registration


Go to Register Online (on right hand side)

· Select payment (credit card OR money order)

· Complete registration page

· Reason fingerprinted: Select College/University
· We recommend you use your permanent address, not your college address 
· Print your Registration Complete Page (You will need this number later)

B.
Payment 


If you pay with credit card, 

· Enter credit card information  
· Print (or write down) your Registration ID number (The Education Department needs this number, which begins with PAE, to retrieve your clearance from our portal.)
If you cannot pay by credit card, bring a Money Order for $31.50 when you go to the fingerprint  site. NO Cash or Personal Checks are accepted.
C.
Fingerprinting
· Go to www.pa.cogentid.com for the location nearest you – ONLY IN PA)


       When you go, bring with you:

· Your Registration ID Number and Payment Confirmation Number
· A Photo ID – One or more of the following is allowable:

· Driver’s License  or  College Issued ID  or  US Passport

· A Money Order for $28.75  IF you did not pay online with a credit card
· Be sure you know your Social Security Number!

· Try not to have any cuts on any of your fingers

D.
Email or bring in your Registration ID number (PAE number) to the Education Department, Nicarry 143.  Email to Ms. Shafer  shaferj@etown.edu   The Education Department needs this number to pull your clearance and verify that you have obtained this clearance.
E.
You will receive the unofficial copy in the mail within 3-4 weeks

*If you do not receive your clearance in the mail, call 888-439-2486 within 30 days

 THE FINGERPRINT SITE CLOSEST TO ELIZABETHTOWN COLLEGE IS: 

UPS Store #3413

Stone Mill Plaza

1390 Columbia Ave.

Lancaster, PA  17603

717-299-9269

Hours: 9 am – 5 pm Monday thru Friday;
 9 am – 3 pm Saturday[image: image1.png]



Questions?  Call 717-361-1210
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