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EMPLOYEE
REQUIRED BACKGROUND CHECK
FORMS PACKET

**Please fill in the information below (on this cover page), and the attached forms. Then,
personally return THE ENTIRE PACKET (including this completed cover page and
checklist on the next page.) AND ALL OTHER LISTED REQUIRED DOCUMENTS

EMPLOYEE NAME

Faculty/Staff/Coach (Please circle one)

E-mail address




REQUIRED DOCUMENT CHECKLIST

**PL EASE do not submit an incomplete packet - make sure that ALL forms listed on this

checklist are submitted.

Also, please do not submit a fingerprint check that is over a year old, or PA State Police Crim.
Ck.& Ch. Ab. Clearance that are dated prior to February 2015 - the Diocese cannot accept them.

(**If you are an athletic coach, please personally return this packet of forms, including the cover
page, AND the forms listed at the bottom of this page to Ms. Amy Rogers, Athletic Director).

To expedite the process, please use the following checklist to ensure that all forms are completed and submitted:

Included in Packet:

O
O

BACKGROUND CHECK AUTHORIZATION FORM

Allentown Diocese Code of Conduct Acknowledgement Form
(Please see the Diocesan website at www.allentowndiocese.org to

read/review the Code of Conduct for clergy/lay, employees/lay volunteers) upated: 217119
[DATED MAY 2014 or LATER]

Allentown Diocese Sexual Abuse Policy Acknowledgement Form
(Please see the Diocesan website at www.allentowndiocese.org to read/review the Sexual

Abuse Policy for clergy/lay, employee/lay volunteers)
[DATED MAY 2014 or LATER]

Sexual Misconduct/Abuse Disclosure Release (under Act 168 of 2014)
One form must be completed and forwarded to each previous employer where the prospective
employee had contact with children. Form can be copied if more than one is needed.

Driver Information Form «additional training is required)

[less than five (5) years old]

Required, but not included in packet:

O

Pennsylvania State Police Criminal History Checkpaid for by State of PA)
*go to https://epatch.state.pa.us/ (Pennsylvania Access to Criminal History / PATCH)

IDATED 2015 or LATER, then good for 5 years]

Pennsylvania State Child Abuse History Clearance (approx. $20 fee)

*go to https://www.compass.state.pa.us/cwis/public/home
[DATED 2015 or LATER, then good for 5 years]

Federal Criminal History Record Fingerprint Check (approx. $30 fee)

*go to https://uenroll.identogo.com to pre-register and schedule an appointment. Scheduling is
required through IdentoGo (MorphoTrust). EWPLOYEES will need to use the following code to start
their pre-registration process, Code is ONLY for EMPLOYEES and CANNOT be used for Volunteers.
For SCHOOL EMPLOYEES, we have a PDE Employes code: 1KGETR

**Pl EASE TURN IN RECEIPT (see sample in packet)
[DATED 2015 or LATER, IF through DHS, less than 365 days old if PDE - good for 5 years]

Protecting God’s Children Workshop Certificate of Completion

*see www.allentowndiocese.org/virtus_calendar for scheduled workshops

Online Mandated Reporter Training certificate (No charge for training)
*access training course at www.reportabusepa.pitt.edu, and also see the attached
instructions for processing.

[DATED 2015 or LATER, then goed for 5 years]

Diocesan Act 126 Training Certificate (schedule w/ LSEC Office)

Notre Dame High School, Inc.
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Diocese of Allentown
Background Check Authorization Form
for Lay Employees & Volunteers

Porsonal Infosmation - Please Print TH4S FORE BAY 25 REPRCOUCED
tHMale
Full Naina: -
‘Tasl s Firs{ Nerio Mo OFemale
Alias(as)? . Race —
Last Nama Flest (Middlie]
Date of Bih: {1 8,5, Numben
mm /dd ! yyyy Required for Empfoyses
Qurrent Address:
Birael Address o Abaimant #
Clty Sfafs ZIP Gode
Phone: Ematl Address: "
' Diotesan Locatlony .
. Hits Haima (le S Joseph Churah) City fra Summi HiD
Locatlon Type: 0 Parish [ Schoo! I Both
Discéesan Pealtion: 0 Employee  [1 Contractor
O Volunteer 0 Rel. Sister .
Funetion flo Classroom, OYO, ela)
Dogs posltion require regular Interaction with children? [ Yes O Ne
Fraviots background check through the DoA? H Yes 0 No

| hereby grant o the Diocese of Allentown permission fo complefs a Criminal Background Chack,

fo conduct & sodlal sactly number veilfieation, FBI fingerprinting and fo complete a Motor
Vehiole Cheok, If appiloabie, | conssittfo the Diocese following thesa proosdures, making these
Inquirias and sharing this Information with other Roman Catholle Dlaoeges, s necsssery,

Signature ' © Date

Q szszices rendeheo U3 (arer shou'd be :ire(tea‘ Lo the ru1an Respurces Qfitkce 23 (610Y §21-5200, oxt 2200,
Il Gompleled form must be returned to requesting LSEC, Fastor, Princlpal or Administrator,
B Parishischool must retaln a copy of this completed form In the employsafvelunteer file,
E1 Falr Gredit Rsporting Act (FCRA) Summary of Rlghts o6 revarss of form. '
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A Summary of Your Rights Under ¢he Falr Credit Reporting Act ,
The Fal Orodit Reporting Act (FORA) promolea the acouracy, falmess, and privilay of Information b the fles of donsumar
teperting sgendes, There 3re many types of cohsiumer raporiing agendles, inaluding oredit bureels and speclally agencles
30} ms ddetlan that vel Information about oeck wriing hsforlea, medical racoids, and vental hlmtxmmm)' Heraiag
rrimary of your major tgtts uridar Us FORA, For mors Infomation, inciudhig Information abalfl adsifioral rights, go 1o

“u rinance.geviaarmmors or write (o} Consumer Finansial Profection Bureay, 1700 & Strset N.W,, Washington,
gc 20004.

1. Yol must be told If Information In your file has baen used agathst you, Anydne who wees a oredit repor or mhy
other iype of consumat repatt tu deny ysur nppleation for cred, Instrainos, of etmplaymen — or to take adverss actor
mm# “muist tell you, rnd give you the hamme, address, and photie hilimber of the agency that providad the

h .

2. You have the Hight o kitow what 8 ey your fila. You may reguest and oblain alt the Information about yau I the fhas
of & ocraumer-reporiing agehey g«;ur "fle disclasupe™), You whl bs requlred o provids proper (dentification, whieh ay
Inclide your Soclal Sacurly untbers It many cases, the disclesure wh be free, Yol am entfiad to 2 frae fle disclem)pa
+ A porson has takeh adverse idicn agalnat you bacause of information In your oredt fle;
+  You are the vietim of Identtty thafl and place & fraud alertIn yeu? fie;

v Your fle contains Inacousts hormation as the result of fraud;

o

[T PR A AU

Modri one‘:;glh‘;iﬁ'.ﬂﬂbédf py for smplayment within 80 da

You ana Unedthloy 0 #3pY for smplaym n Y5,

] 11 additién, all consumers are entifed to one fies disaicsire evary 12 months tpon requast from eech natiorwida oredit
bursals and from nationwida specially consumer repuiting Hoensies. For addiional Information, Bea

calnngre,

8 You have the right fo ask far & credit acore, Credit scores are numerioal summaries of your creditworlhlnass based
o Information from sradit bilreats. You may request a oredtt soors farm consumat teisorting agendles et craate eradit
soores or clsttfbute scores ussd (n resldertiul real property loans, but you whl have to pay for I In some mostgage
trahsactions, you will tecelve aredlt score Informatiat free from the m & fercdar,

4. You have a right o dispute Incomplets or Inaceurate informatton, If you ldentify Information In your fils that Is
Incomplots of Inacotirate, and raport K o the consumer-reponing agency, lhe agenoy must Invesiigate unlesa your
disputs le frivolovs, See v consumarfinance goleamtmor for ah explanation of dlapuvt‘er&moedures.

6, Consumar reporting agsnoles misst camact or delets {naocurats, kicomplaty, or unverfiabls Informatian.
[nacsrate, Incomiplete ot Lhverfiable Information must be removad of comested, sually Within 20 days, However
tonsumer roporting agency may contnug fo report Informaton It has varified as & \

6, Conaymar raporting agerclss may not raport ouldated negative Informatioh, In most casss, a conaumetraporting
agonc& gnay not repart negattve Infatmation thatls more than seven years o, or bankruptoles fat are mots thar 40
years old,

7. Access to your fllels limited, A consimer report agancy may provide information abatd you ohly to peaiie with a
valid heed ~ Usualy to conalder an apbllcation with & aredltor, insurer, employer, landlord, or othe? busihesa, The ECRA

jos those with & valld noed for aocess, Iy

8. You must give yout consent for reports to be provided to einplayars, A ocnsumer-reportlng agency may nol glve

out Information aboit you ke your empl?u. of potenial employer, without your wiitten atnsent given to the ainplayer,

Witlen porisent genarally ks not required ih the trucking Industry. For mars information go to

WWW. Cosumeringneca, govileammaorne §

oumay llmit “prescresned” offers of credit ant! Insurance you get hasad on information i your credit report,

Unsellgited "prescraatied” offers of oradit and insurance musl Include & toll-ree number you can sall ¥ yol: choose ta
ronove your hraing end addeas from the lste these offers are based on, You may opl-olt with the nalnwide cradi
bureaus a! 1-823-8-OPTOUT {1-888-567.8688)

18 You may seek damages from violators. If 4 consutmier reporting agency, o, In some caises, a User of consimer
m‘?@? d&r 2 Tf:tntsm of Information 1 & eenistimer reporing agency violales tha FGRA, yau tay be abls to sue In stals
of 5]

14, 1dentity theft vitims and avtive duty military personnel have addfiional nghts, For mers Informatior visih
v consumerfingdee govleatitols .

&

Slaten may erforce the FCRA, and many stales have thelr own consumer reporfing laws, It soime oases, you may

eve more tights under stata law. For more Information, cantast your state o local consumer protestion agenay or your state

Altoinsy General, Fer Info about yoilr ferlieral riahta, indluding congi:ot [infonna!lon, wislt
5 g flo ovislas/dals aas o Srasst ¥ aif-gredtabo

Rara Informacion en a3penol, visita www cohgumgrfinance goyisammors b esctihe a la FTC Ganstmer
Response Center, Room 130-A 800 Penneyivania Aven ua, NV, Washlr}gfpn, DG 20580
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DIOCESE OF ALLENTOWN
Code of Conduct
Acknowledgment Form for
DIOCESAN CLERGY, LAY
EMPLOYEES AND LAY VOLUNTEERS

I hereby acknowledge that I have received a copy of the Code of Conduct for Diocesan
Clergy, Lay Employees and Lay Volunteers dated 24 October 2003, revised 15 May 2014, 16
Jung 2017 and 20 November 2018. Thave reviewed the Code of Conduct and understand its
contents, Iunderstand that T should speak with my supervisor or the apptoptiate Diocesan
representative with regard to any questions that I may have regarding the Code of Conduct,

I understand that in working with children and/or youth, I am also subject to a
background check including criminal history. I understand that any action inconsistent with the
Diocese of Allentown Code of Conduct or failure to take action mandated by the Code of
Conduct may result in my removal from involvement with children and/or youth, and/or removal
from ministry. My signature confirms I have read this Code of Conduet and agree to follow the
standards set forth in the Code of Conduct.

I further understand that the Diocese of Allentown has issued the Code of Conduct for
informational and guidance purposes only and that the Diocese does not intend for the Code to
create a contract of employment or any type of binding obligation on the Diocese. The Diocese
of Allentown may periodically review the Code of Conduct and it reserves the right to amend or
interpret the Code as it deems appropriate in its sole discretion. A copy of this acknowledgment
form shall be placed in my personnel file.

(Date) (Signature of Employee/Volunteer)

Diocesan Location (Please print name)



DIOCESE OF ALLENTOWN
& Bextial Abuse Policy Acknowledgment Form

I heteby acknowledge that X bhave recelved u copy of the Policy Regarding Allsged
Saxuul Abuse of Minors by Dipeesan Clargy, Lay Employees of the Diocese, Lay Bmplayses of
Parishes, Lay Volunteers of the Dilocese and Lay Volunteers of Parlshes (“Sexual Abuse
Pofiey”) Revived 20 April 2004, 19 July 2006, 10 October 2008, 29 November 2013, 23 April
2013, 15 May 2014, and 6 Devember 2016,

X have roviewed tho Sexual Abuse Polisy and understand Hs ocontents, {ncluding the
stateraant that the Diocess of Allentown considers any allegation of sexual ubuse of exploitation

of a mittor by & oletio or lay employee ta be an oxtremely serious matter, 1 undorstand ehat [

should speak wiih, oy supervisor or the approptiste Diocesan seprosentative with tegard to any
questions that Tmay have regarding the Sexval Abuse Polcy,

I fixrther ynderstand that the Diooeso of Allentown has Isstsed the Sexual Abuse Policy for
informational o guidance putposes ouly and that the Diocese does hot dntend for the Poliey to
oreale a contract of amployiment ot any type of binding obligation on ths Dicgesa, The Dioocess
of Allentown may periodically roview the Sexual Abuse Polloy and If rederves the right to amend
or intecpret the Folley as i1 deems spproprials in its sole diseretion. A copy of thls
acknowledgment form hall be placed in my petsonnel file.

Date Slgnaturs of ﬁﬁployew"z‘oluntaar

Ploase print tarme

mmnwdmmhmm;mmm « otk Sroctmbar ot
Rt b § Dwhimbed




DIOCESE OF ALLENTOWN
Child Protective Services Law Policy
Ackhowledgment Form

T hotsby acktiowladge that T have recstved 4 cany of the Dlovass of Alletitown’s Child
Protective Service Law Policy,

T heve reviowed the ChIId Proteoiive Services Law Pollcy and undetstand He contetits,
and the procesy that T kst cotnplete If I Liave teasonzble ceuse to suspoot that 2 child bas been
subjected to ohild abuse or noty of shild abuse,

I further understand that the Dicoese of Allentown has issued the Child Pretective
Bervices Law Polioy for infotmational of guidance purposss only and that the Diocese does nat
Iixtond for the Palioy to oteate & contraot of any type of binding obligation on the Diccese. The
Diocess of Allentown may petlodically review the Child Proteotive Sevioes Law Policy, and It
reserves tho xight to awmend or intarpret the Policy as it deemns appropriate in its sole discretion.
A copy of this sokmowledgment forta aliall be placed ift tny petsonnel or voluntesr file,

Dats Signature of Bmployee/Volotriear
Ploase print harpe
Gty Loosion

{RO0ba2s2vB) Jier o] Epsi Podey Acknobnmient Koerh JO0RESTE-BUASRES)
1o it L Wy L4




Child Protective
Services Law

All persons (including volunteers) who come into contact with children at any time
in the course of their work are considered mandated reporters of child abuse and are
required by State Law to report to law enforcement authorities all cases of suspected chjld
abuse.

Any person who willfully fails to report child abuse commits a crime and is subjeet
to prosecution. |

Persons having reasonable cause to suspect that a child has been subjected to child
abuse, or acts of child abuse, shall report immediately to the following:

o If you suspect a child is in imminent danger from abuse,
PLEASE CALL 911 IMMEDIATELY,

o Please call the Child Abuse Hotline (24-hour): 1-800-932-0313

o Please also complete the CY 47 form available from the County Children
& Youth Services, It is to be filed within 48 hours of your call. The form is
available for completion online at www.compass.state.pa.us/cwis or you may fax
or mail the form to the appropriate Office of Children and Youth,

o Please call the Appropriate Office of Children and Youth Services:

Beiks 610-478-6700 Bucks 215-348-6950
Carbon 570-325-3644 Luzermne  570-826-8710
Lehigh 610-782-3064 Monroe  570-420-3590
Northampton 610-559-3290 New Jersey 877-652-2873
Schuylkill 570-628-1050 Montgomery 610-278-5800

« The Pastor (or Board of Pastors of the Regional School )

o The Principal of the school

o Altorney Joseph A. Zator at 610-432-1900; please forward a copy ol the CY-47
lo Attorney Zator.

» Ifabuse occurs in a school setting, there may be additional reporting requirements.
Please sec your Principal. If the suspected perpetrator is the Principal, then see
your Pastor, or the Superintendent of Education for the Diocese,

**Please document who you spoke to and when

Anyone making a report is immune from civil or criminal liability provided a report
is made in good faith.
The Diocese of Allentown urges any questions
about the interpretation of the law be resolved in favor of reporting,

Revlsed 120016




GOMMONWEALTH OF PENNSYLVANIA
SEXUAL MISGONDUGTIABUSE DISCLOSURE RELEASE
{undet Act 168 of 2014)
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PLEASE KEEP THESE INSTRUCTIONS FOR REFERENCE

DIOCESE OF ALLENTOWN
Instructlons to Obtain EMPLDYEE

FBI Flnqerprmt Results

Enter your Service Cade, to : ) , :
« School or parish. emp]ovee involved with’ chllclren 1KGETR for Non-Public Schoo

.o Applies if working in the'school bUIIdInG or with child-centered aCtI‘.’ItlES =
+  (PREP/CCD, CYO efg) % & *

'- Parish emgloyee "?Hﬂ{GTSB for an Employee ‘14 or older ha\nng contact with chlldren

Place Payment Code Labe[ Here
(LSEC Usa Only)

During regzstrahon

* You, will be required to enter ‘your parsonal information.

« Information marked with a, red asterisk (*) is required.

¢ To receive a copy af your recelpt by email, you must enter your email as your preferrad
form of contact. If you do not enter an emall, no recapt will be sent to you.

s Ifusing the code for Non-Public Schools you will be asked to create a secret question.
Please create a question answar pa[r thatis easy to remember but not commaon
knowledge. LA

Record Your Secret Question Here

= You wil be asked to enter your authonzatmn/coupon!pa yment coda (lncluded on above
label). The first & digits of the code should correspond to the service code that you used
to start the regr:,trahcm process (in yellow abovs).

+ Once you have finished entering your information, you can choose a fingerprint location
by zip code. Select an appointment timé and schedule your fingerprints.

o Walk-in appointmeants arz avq!iable but may wait for hours for a turn.

« Print & copy of the receipt to take with you to fingarprinting AND for your records.

«  You also may need your secrat question during your appointment.
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Figure 7. Receipt Examiples. These ore exomples of Lhe receipt recaived
at the fingerprinting oppeintment. Only when paying with credit cord
will a signature appeer (left} unlike when paying wilh a Coupon Code
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Figura 8. Unofficiol Copy of PDE Resuits. Appliconts will receive an
unofficiol letter containing their results either at therr home address or
email address depending upon preferred contact method. These ore to

be presented os proof to their raspective diecesun contoct but ore not
accepltuble os finl cleoronces.
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DIOCESE OF ALLENTOWN
Iqstruetlons to Obtain EMPLOYEE i,

State Pollce Cnmmal Record Checks (PATCH)

[T

‘b q{ ‘:\“- ﬁ I: .-

{ Al N EY e
Begin by going to the websne httgs h’egatch sterte ga ue e E

1. Click l'Submlt A New Record Check” h"' grey button o
2. Read and accept the Terms and Condltaons A
3. Select ‘Indl\ndual Request" and @i dlick "Continue.” ::_. LR
4, Selecta reason from the drop-down menu, ' 3 TR
¥ B e Se!ect EMPLOYMENT as it is the most commonly accepted purpose :
- 5 Fill out Gontact Informatlon ¥ ﬁ
“ 7 A Those with the. red asjteg‘isk (*} are required and the farm will not al[ow you to
: conQnue wnthout provldmg that information.s .
6. Click "N&xt.: st
7 Conﬁrm informahon on "Review Requeetor page and click *Proceed.”
8. FEﬂ in information for the Record Check
" a Those with red astensk (*) are once again required.,
b. Soclal secunty numbers are highly recommended allowing quicker rasult returns
9. Chck “Enter Thls Request g _
" If another report is needed for another lndundual (spouse for emmple) they can
enter that Informat]on how. Click “Enter This Request” agaln after.
b. If not, click™ Finished” of the next page without entering further Information.
10, Confirm informahon on “Recard Check Request Reviéw" and click “Submit”
11, Click "Checkout* to go to payment page. .
12, Enter Gredit Card information and cllck "F‘a y viith your Credit Card.”
13. Click on the hyperlinked Gontrol Nurfber to come ta the “Reoord Check Detalls."
14. Click “Certiflcation Form™ above the “Back" button.
15, Click "OK” en the pop-up dlalogue box concerning printing margins.

'R

This resultmg clocument Is the OFFICIAL Certification.

Print and save this document for your records. You will need to provide thls certificate ta your
supervisor, interviewer, of Local Safe Environment Coordinator (LSEC). They wili ther send It to
the Diocese of Allentawn Background Check Office for you to be officlally cleared given all the
required background check docu_mentatlon '

To access additianal reparts, use the "Back” option over tha brawser's back button to avoid
errors and possible Joss of record checks, which are only recoverad with the control number.

Ploase be aware that receipts and In\}olces are not acceptabla as ﬂnel documentation of the
clearance. These are only useful if less than a year old allowlng us to pull the official cedificate.

PLEASE KEEP THESE INSTRUCTIONS FOR REFERENGE
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r Yol R o9

i, % OIOCESE OF ALLENTOWN,! & -
VSRS Ihstructions to Obtaln EMPLO‘fEE
Chlld Abuse Hlstorv Certlflcatlon Clearandes’..

r K A "1 g
.k ‘ g g\ :‘.-"“‘

i

Creata and Accéss an Individual Accotén‘t AR

Use the address above to access the site to applj fora c[earance
2. You will need to begln the process of applymg for a Chﬂd Abuse C!earance by creatlng
an individual abeount. Click the 'Create 4n Indwlduar Account” button, !;r *
3. Read tha informalion for creating a Keystone 1D on the "Create Keys‘tone D} General
Information” page, Click Next L ].»,; o
4. Create aKeystone ID, It can be any user name that you are familiar with for example: ¢
" lastnamefirstinitialmiddleintial ike *smithab.” ‘"lg = e
5. Ba sure lo wiite down your ehosen quastions and the answers exactly. You \mll Hoed
’ the exact spelling of the answ{er for future use when asked the quesnon as a s8cUrity
+ | iMeasure. S
6. At this point you will recerve an email with your Keystone ID {user name). Prink this
email for your records. You will recelve a second email with a temporary password,
Copy just the password for you next Iogin ) g
7. Login to the system by clicking "Individual Login® on the home page gwsn above

8. Click "Access my Clearances,' AR
9, Use your Keystone ID and the temporary passwr:rd you recelved In your ema]! ta iogm to
the system. v

10. Chaose a method to verly your identlty. elther answering secunty quesnons or recewlng
a verification code at your emall address, : ‘- i
11. Answer “What type of device are you using?" with one of the followmg options:
a. “Public” as In a public devics like one that might beata liorary or & schoo[
b, "Private” as in a privats device tnat ycu ‘own
12. Set a permanent password and wilte It dovin for your recards, Close the Wmdow
13. Login to the system (web address abave) again uslng your Keystone ID and the
permanent password that you have set, . 5
14. Once you have logged in, you will ba taken to the ‘M 1 Ch:ld Welfare Terms and
Conditions” page. Read through It and then select "( have read, fully undsrstand and
agree to the My Child Waifare Accuunt Terms and Condlhom box at the'bottom of the
page and click "Next". :
15. Click "Continue.”

PLEASE KEEP THESE INSTRUCTIONS FOR REFERENCE
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Applying for a Child Ab 58 ﬂ% toéy GeortHlontion 5 z@n}@ At

Yo
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Pl ¥an I you hatve ot lved wih i i tho kst 28 yeers, This
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?:' AL & Al appligants #ho
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L

w"
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5}“ " 7 L

number that shpwa st {he énd,
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DIOCESE OF ALLENTOWN
Elnstrictions to Obtaln =

PpGe & MRT Cerimcates s

“ i
l l' u-

Protectmg God s Children Program (PGC) ' .t

4, _\..;- i
W-

\l g u, R

The Protecting God's Children & program Is & %orksho centered ona 3-hour videa -
presentation. Any priest, employee, or volunteer'who irfteracts with chlldren for more thén 15
hours per year ls required to aftand. Pre-reglsrratlon Is required. ;

1 Please visit http: !fmvw allentowndiocese.org/index. ghglcalencfar :

2, Using the dlocesan calendar, select g class that best fits your scheduls.
3, Click oni the Vént to view detalls. o+ | 1.
4 Call the number provided to reglsfer ahd ask for directions if raqulred
5. After attending the evant you' wrll recaive a cartifl cate of completion
6. Glvea copy of thls certificate to your SUpBNiSOI’ or Loeal Sefe Environment Coordinator,

Mandated Reporter Training (MRT) a

The Recognizing and Reportlng Chlid Abuse Mandated and Permlsswe Reporting in
Pennsylvania Online Training course is availahle either online through the University of
Pittsburgh's website or in-person as facilitated by Sr Margaret Cole. All employées and
volunteers are required to attend Pre-registration ls needad for both methods.

In-person Training
7. Please visit http:ffwww. a!!entowndlooese erafindex.php/calendar,
8. Using the diocesan calendar, select a class that best fits your schedule.
8. Click on the event to view deta:ls
19, Call the number provided to register and ask for dirsctiohs rf requirad.
11, After attending the event, you will recelive a certificate of completion,
12. Give a copy of this certzﬂcate to yo'ur su‘pe,rvisor or Local Safe Environmant Coordinator,

Onfina Training
B, Please visit https: ﬂ\.wvw renortabuseua pitt.edu/ .
8, Click "Registration” and fil out all requirad lnformahon {blue flelds) to create an account,
10. Click "Submit" to creats a username and password.
11. Login using your new credentials in the “Welcome" tab.
12, Complete the 3-hour (minimum) training course.
13, At the end of the workshop, you will recelve & certificate of completion,
14. Glve a copy of this cartificale to your supervisor or Local Safe Environment Coordinater,

PLEASE KEEP THESE INSTRUCTIONS FOR REFERENCE
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