Instructions for Completing Employee Pennsylvania Child Abuse History
Clearance

Note: this is separate from the child abuse/mandated reporter training certificate for
licensed professionals. We will not accept “volunteer” child abuse clearances — we only
accept clearances done for “employment” purposes.

Please read these instructions carefully and completely to ensure you receive the correct
clearance result.

It can take 7-10 days to receive the clearance results, so please initiate the online application as
soon as possible. If you have completed this Pennsylvania clearance for employment
purposes in the last five years, we will accept that clearance document and you do not need
to apply again until the five year period is up. You may access your past child abuse history
clearances on the state website by logging into your account

at https://www.compass.state.pa.us/cwis/public/home. These documents are available for you to
retrieve. For account support with retrieving a preexisting clearance, please call 877-343-0494.

You will be required to pay the $13 fee by credit card-please retain your paid receipt for
reimbursement. After you submit the clearance to HR Clearances, you may request
reimbursement via Employee Expense Management (XM) — you will need to attach your
receipt/proof of payment to be reimbursed. Please do not send receipts to HR Clearances —
only send the clearance documents.

To Apply Online for the Child Abuse History Clearance:

« Go to: https://www.compass.state.pa.us/cwis/public/home. Please use a computer to
register, as other devices are not compatible with the website.

e Click the CREATE AN INDIVIDUAL ACCOUNT button to create an account. If you
have an existing account, please log in to the website with your existing information. If
you have technical issues, please call 877-343-0494.

e Click the NEXT button at the bottom of the GENERAL INFORMATION page.

e Complete the required fields on the PROFILE
INFORMATION page. Your KEYSTONE ID is created by you and should be


https://www.compass.state.pa.us/cwis/public/home
https://urldefense.proofpoint.com/v2/url?u=https-3A__www.compass.state.pa.us_cwis_public_home&d=BQMFAg&c=g_MOBlbkmTco1fAIPSl4-TsDxtiHWJsj-NqkeFhGNng&r=cK3ptw5seW1fQ-I6lZ5rdU1CUywvk96PC9kHIBRJ0fs&m=-lCDs68giLTtE9f4H4u2u3WwVyW6i8d-uttFMIyI5jE&s=r32TJ0cLurrik7CrBCwRsG28o7QJvmMwCnnKe9cpKJM&e=

something that is memorable as this will be your login for accessing your Child Abuse
clearance. Click FINISH.

The State will email you a temporary password in a few moments.

Log back in to the State website click on INDIVIDUAL LOGIN. Choose ACCESS
MY CLEARANCES.

Read and complete the DISCLOSURE INFORMATION page.

Change your password as directed. Click SUBMIT.

Log back in to the State website with your ID and new password. (Please remember your
login and password. This will enable you to access your Child Abuse report.)

Read and accept the TERMS AND CONDITIONS page. Click NEXT.

Select CREATE CLEARANCE APPLICATION.

Read and follow the prompts.

On the APPLICATION PURPOSE screen, select the 8" option, “Individual 14 years of
age or older who is applying for or holding a paid position...”

Complete the required fields.



e When you reach the Application Payment page, select “NO” for the “Did an organization
provide a payment code for your application” question.

e Enter credit card payment information for $13.00 and select “Pay Now”

o Submit the Application. You will receive a confirmation email from the State.

In approximately 7-10 days, your child abuse history clearance will be available to you in the
state website. It will not be automatically mailed to you. A system-generated email will be sent
to you when results are ready on the site, which requires you to log in to access it and send it to
HR Clearances. Please check junk mail folders for this email confirmation. You must retrieve
the clearance from the website where you applied at by logging back in

at https://www.compass.state.pa.us/cwis/public/home. You may log in even if you didn’t
receive the email.

Turning in Clearance Documents

Please email the clearance as either a PDF file or attachment — pictures are acceptable as long as
they are clear, easily read and show the full document —to clearances@pennstatehealth.psu.edu. If
you are a current Penn State Health employee, you may also upload clearances via
Mysolutions. Please do not send clearances via interoffice mail!

New hires - please do not submit your clearance documents more than 30 days before your start date.

If you have any questions, please contact the Penn State Health Human Resources Solution
Center at 717-531-8440 or email Clearances@pennstatehealth.psu.edu.


https://www.compass.state.pa.us/cwis/public/home

Sample Child Abuse Clearance:

w= pennsylvania PENNSYLVANIA CHILD ABUSE
{@\ DEPARTMENT OF HUMAN SERVICES HISTORY CERTIFICATION
Name CERTIFICATION ID:
Address

CERTIFICATION PURPOSE: EMPLOYMENT
VERIFICATION DATE: 2/3/2023

SOCIAL SECURITY #:

DATE OF BIRTH:

The above named person has applied for a Pennsylvania Child Abuse History Certification
pursuant to 23 Pa. C.S., Chapter 63 related to the Child Protective Services Law. NO
RECORDS EXIST in the Pennsylvania Department of Human Services' Statewide database
listing as a perpetrator of an Indicated or Founded report of child

abuse.

Applicants are required to show the Administrator the results of their
Child Abuse History Certification. Administrators are required to keep a
copy of this Child Abuse History Certification on file. Any person altering
the contents of this document may be subject to civil, criminal or
administrative action.

ISSUED BY ~ Commonwealth of Pennsylvania
Department of Human Services
CHILDLINE AND ABUSE REGISTRY
ChildLine Verification Unit
P.O. Box 8170
Harrisburg, PA 17105-8170
1-877-371-5422

ANY ALTERATION OR ERASURE VOIDS THIS DOCUMENT



