Background Clearance Information

Pennsylvania State Police Check

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

Cost $10.00-This is completed online by supplying a credit card.

It is the responsibility of the user to obtain the assigned control number at the time requests are
submitted. Immediately after submission of the requests one of the following status will be
assigned to the request:

1.

No Record: If this status is assigned to the request it is the user’s responsibility to double
click on the control number. This will take the user to the details screen where the user will
double click on the blue hyper link, “Certification Form”, near the center of the page. By
clicking on “Certification Form”, a certified no record form will be displayed in PDF format.
This form should be printed.
Request Under Review: If this status is assigned to the request, the user must periodically
check the PATCH web site to determine the final status of the request. A status of “Request
Under Review”, will result in one of the following final status:

o No Record: Follow the instructions above for a no record response.

o Record: Indicates the person has a record and a record response has been

mailed to the address provided.

Pending: This status is occasionally assigned when traffic is extremely heavy and requires
the user to check back at a later time. A request should not remain in pending status for
more than 24 hours. If a request remains in pending status for more than 24 hours call the
PATCH Help Line locally at 717-425-5546 or toll-free at 1-888-QUERY-PA (1-888-783-
7972).

Pennsylvania Child Abuse History Clearance

http://www.dpw.state.pa.us/ServicesPrograms/ChildWelfare/003671038.htm

Cost $10.00 money order (no cash or checks accepted). This form is downloaded and mailed to
Childline and Abuse Registry, Department of Public Welfare, P.O. Box 8170, Harrisburg, PA 17105-

8170.

N

v

N

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. If necessary, attach additional pages.

Application must be signed.

Enclose a $10.00 money order for each application. No cash or personal checks accepted.
Agency or business checks are acceptable.

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.

A. Check the Volunteer Block if performing a service (paid or unpaid) for organizations
such as Big Brothers/Big Sisters, Boy Scouts, Little League or churches. A copy of
your Criminal Record Check results obtained within the past year must be attached.
Do not send original Criminal Record results. If you are not a Pennsylvania resident,
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you must also attach a copy of your FBI results obtained within the past year. This
block should not be checked for anyone volunteering in schools.

B. Check the School Block if seeking to have involvement within a school (public,

private vocational, technical, nursing) for any reason.

Check the Foster Care Block if applying for foster parenting or custody of a child.

Check the Adoption Block if in the process or planning to adopt a child.

Check the Child Care Block if planning to work in a day care setting or if all other

blocks do not apply.

F. Check the CWEP Block if you are participating in a Department of Public Welfare
training program. The signature and phone number of the County Assistance
Representative is required.

Mmoo

Clearance results will be mailed to you within 14 days from the date that the clearance is received
in our office. There will be no replacements after 90 days. Failure to comply with the above
instructions will cause considerable delay.

FBI Fingerprint Record

https://www.pa.cogentid.com/index pde.htm

Please be sure to select the option for the report to be generated through the Pennsylvania
Department of Education.

Cost $35.50; optional $2.50 to receive paper copy. You register and pay online with a credit card.

The fingerprint-based background check is a multiple-step process:

1. The applicant must register prior to going to the fingerprint site.

Walk in service without prior registration will not be provided at any
fingerprinting location. Registration is completed online or over the phone.
Registration is available online 24 hours/day, seven days per week

at www.pa.cogentid.com Telephonic registration is available at

1-888-439-2486 Monday through Friday, 8am to 6pm EST. During the
registration process, all demographic data for the applicant is collected

(name, address, SSN, etc.) so there is no data entry required at the fingerprint
collection site.

2. The applicant will pay a fee of $33.00 for the fingerprint service and the

CHRI. The new system provides the CHRI online to the employer. In order for the
applicant to receive a paper copy of the report, the applicant will pay an additional
fee of $2.50 for processing. If the applicant requests a paper copy, the total fee will
be $35.50. The applicant must make the choice to receive a paper copy at the time
of registration. The applicant will have no other access to a paper copy other than
during the registration process.

3. Applicants may make their payment online at www.pa.cogentid.com using

a credit card or debit card. Money orders or cashiers checks payable to

Cogent Systems will be accepted on site for those applicants who do not have the
means to pay electronically. No cash transactions or personal checks are
allowed.

Agency Billing. Agencies that request to pay applicants’ fees may arrange

to be billed by Cogent Systems for the cost of these services. Billing may only occur
after the requesting agency has completed Cogent Systems’ Agency Pay
Agreement. To establish a billing account visit www.pa.cogentid.com and download
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an application. The billing account must be established prior to sending applicants to
the fingerprint site.

4. The applicant proceeds to the fingerprint site of choice. Location of
fingerprint sites and days and hours of operation for each site are posted
on Cogent Systems’ website at www.pa.cogentid.com. The location of
fingerprint sites may change over time; applicants are encouraged to confirm
the site location nearest to their location.

5. At the fingerprint site the Applicant Livescan Operators (ALO) manage the
fingerprint collection process.

6. The fingerprint transaction begins when the ALO reviews the applicant’s
qualified State or Federal photo ID before processing the applicant’s
transaction. A list of approved ID types may be found on Cogent Systems’
website at www.pa.cogentid.com. Applicants will not be processed if they
cannot produce an acceptable photo ID.

7. After the identity of the applicant has been established, all ten fingers are
scanned to complete the process. The entire fingerprint capture process
should take no more than three to five minutes.

8. For individuals fingerprinted on and after December 1, 2008 -
The process was redesigned with approval from the Pennsylvania State Police
and the FBI. The time for processing is anticipated to take no longer than two days.

« Applicants’ scanned fingerprints will be electronically transmitted to the FBI by
Cogent Systems.

« The FBI will electronically transmit the CHRI to Cogent Systems, where the CHRI
will be stored in a secure server.

o The CHRI will be available online for the School Administrator to review.
Administrators receive login and password information from Cogent Systems.

« The CHRI that is available for review online constitutes the official record.
Applicants give permission for the School Administrator to review the report
during the registration process.

o The School Administrator will review the CHRI to make a determination as to the
fitness of the applicant to work in the position in which they will have contact with
children.

« If the applicant is hired for the position, the School Administrator will print a copy
of the CHRI for the school’s files.

« Applicants may request a paper copy of the CHRI when they register to
be fingerprinted. This will be the applicants’ only opportunity to request a copy.

« The paper copy will be mailed to these applicants by Cogent Systems. The
“unofficial” paper copy is a copy of the CHRI that the School Administrator will
review online.

« The applicant may share the paper copy of the CHRI with prospective employers.
However, the School Administrator is required to review the official CHRI online
and print a copy of the CHRI if the applicant is hired by the public school or
private school or their contractor, or if the applicant is approved for student
teaching.

9. For individuals fingerprinted prior to December 1, 2008 -
Applicants will receive the official report on watermarked paper from PDE.

« PDE will receive the CHRI from the FBI via Cogent Systems.

o PDE’s School Services Unit will copy the CHRI and mail it to the applicant. The
CHRI will be printed on standard 8.5” X 11" paper with the
Commonwealth Seal imbedded on the paper.

« The applicant will provide the CHRI to their prospective employer.
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The School Administrator will review the CHRI to make a determination as to the
fitness of the applicant to work in the position in which they will have contact with
children. If the applicant is hired for the position, the School Administrator prints
a copy of the CHRI for the school’s files.

« The CHRI must be less than 12 months old at the time of employment to be
considered valid. The date of the CHRI is considered to be the date on which the
individual was fingerprinted.

« This document constitutes an official Record. If an applicant,
fingerprinted prior to December 1, 2008, presents their CHRI and the
Commonwealth Seal is not embedded on the paper, it should be considered as
invalid and not an official record.

« Applicants who were fingerprinted prior to December 1 2008, who have not yet
received their CHRI from PDE, should contact PDE at (717) 783-3750 or email
PDE at dwolfgang@state.pa.us.

Provisional Employment

The Act allows Administrators to employ applicants on a provisional basis for a single period
not to exceed ninety (90) days, except during a lawful strike proceeding under the
provisions of the act of July 23, 1970, known as the “Public Employee Relations Act”,
provided all of the following conditions are met:

e The applicant has applied for the information required under subsection (b) and,
where applicable, under subsection (c) or (c.1), and the applicant provides a copy
of the appropriate completed request forms to the Administrator.

e The Administrator has no knowledge of information pertaining to the applicant
which would disqualify them from employment pursuant to subsection (e).

e The applicant swears or affirms in writing that they are not disqualified from
employment pursuant to subsection (e).

¢ If the information obtained pursuant to subsection (b), (c), or (cl1) reveals that the
applicant is disqualified from employment pursuant to subsection (e), the applicant
shall be suspended and subject to termination proceedings as provided for by law.

e The Administrator requires that the applicant not be permitted to work alone with
children and that the applicant work in the vicinity of a permanent employee.

Fingerprint Corrections and Resubmissions

In circumstances where a classifiable fingerprint record was not or cannot be obtained and
immediately upon indication, Cogent Systems will take corrective action to re-submit, or re-
print the applicant at no cost to the applicant. This corrective action will be completed at
the earliest possible time, and when applicable, that is convenient for the applicant. Cogent
Systems will contact the applicant directly should this occur. NOTE: Reprinting can be
applied to each applicant one time only. If fingerprinting must take place a third time the
applicant must pay the full fee.

Group Fingerprinting Support

If you have a requirement to fingerprint a large group of applicants (300 college education
majors, a contractor’s entire staff of 120 employees, 50 bus drivers, etc.) Cogent Systems
and the fixed site providers will try to accommodate that request. Some fingerprint service
sites have the ability to bring portable equipment to your site. If you are in need of Group
Fingerprinting Support, visit www.pa.cogentid.com. Service sites in your area that have
mobile equipment will be listed.

NOTE: This mobile service requires the visited site to provide broadband internet access and
access through any firewall. The sites that offer mobile services can provide you
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instructions, in advance of their visit, that would allow fingerprinting to occur at your site.
You must however, plan ahead. Requirements for hosting a mobile Livescan operation can
be found at www.pa.cogentid.com

We encourage you to utilize this service but you must plan ahead. Please do not
overwhelm the service by sending large groups of applicants to fixed site
locations. If you must send a large group of applicants to a fixed site, please plan
for their arrival to occur over days and weeks, not over hours.

On-site access to the Livescan equipment, and the data traveling from the equipment, is
comprehensively secured and regulated by both Cogent Systems and the regulations
governing the use of that data.

Security - The computer system is housed within a secured network that is protected by
firewall devices configured explicitly to allow only permissible protocols and traffic. Cogent
Systems ensures that all devices procured under this process continue to adhere to the
Commonwealth’s Security requirements. The systems are configured to provide a point of
defense with controlled access from both inside and outside the network. The Livescan
systems are configured to support logging and audit capability. Furthermore, the Livescan
solution will support 128 bit encryption.

Inquiries and Questions

Information regarding process, policy, and fingerprinting locations may be found at
www.pa.cogentid.com

Fingerprint Services Sites should contact Blake Godard at bgodard@cogentsystems.com

Fingerprint applicants should contact Denise Wolfgang at (717) 783-3750 or
dwolfgang@state.pa.us

School entities who have questions regarding access to the online system may contact RA-
PDE-SchoolService@state.pa.us, or 717-783-3750.
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Hazelton #5937

SITE INFORMATION

Primary Service Location Address

The UPS Store #5937
572 West Broad Street
Hazelton, PA 18201

Hours of Operations

Mon — Fri 9:00A to 6:00P (Walk In)
Sat 9:15A — 12:00P (By Appointment Only 570-455-0994)
Please bring your Registration ID and Photo ID

You must make payment arrangements prior to coming, or bring
a money order, in the correct amount made out to COGENT
SYSTEMS

Money Orders are available for purchase here

This location cannot answer your background check questions.
All questions should be asked of PDE or DPW.

Please do not overwhelm the service by sending large groups of
applicants to the locations. If you have a large group of
applicants to fingerprint, please contact the fingerprint site and
plan for their arrival to occur over days and weeks, not hours.
The fingerprint site may have a preferred method for handling
large groups of applicants.

Telephone Number
(Applicant Use)

All applicants must register prior to going to the fingerprint location.
Walk in service without prior registration will not be provided at any
fingerprint location. Registration is completed online or over the
phone. Registration is available online 24 hours/day, seven days per
week at www.pa.cogentid.com

Telephonic registration through Cogent Systems is available at 1-888-
439-2486 M-F, 8AM to 6PM EST

Web Site
(Service Site Specific)

Directions to your facility

Map It

[-81 N or S. Take exit 143 toward Hazelton. Take RT 924 N to Broad
street and make a Right on Rt 93. Go approx 0.2 miles. We are
located on the Right in Hazelton Shopping Center.

Special Instructions for Applicants

Questions regarding the employment and application requirements
should be directed to the hiring agency’s human resource
department. To determine whether applicants must register under the
Department of Education, the Department of Public Welfare, or the
Department of Banking, applicants must first talk with their human
resources department

Additional Information
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