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REQUIRED BACKGROUND CHECK
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“*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

NAME

Sport/Club/Organization

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 BACKGROUND CHECK AUTHORIZATION FORM

o 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) updated: 217119
[DATED MAY 2014 or LATER]

o 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]

0 Allentown Diocese Child Protective Services Law Acknowledgement Form
(Please see the Diocesan website at www.allentowndiocese.org to read/review the Child
Protective Services Law Policy for clergy/lay, employee/lay volunteers)

[DATED MAY 2014 or LATER]

0 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 Check(paid for by State of PA)
*g0 to https://epatch.state.pa.us (Pennsylvania Access to Criminal History / PATCH)
[DATED 2015 or LATER, then good for 5 years]

o Pennsylvania State Child Abuse History Clearance (4pprox. $20 fee)
*go to https://www.compass.state.pa.us/cwis/public/home
[DATED 2015 or LATER, then good for 5 years]

o 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 threugh IdentoGo (MorphoTrust). Volunteers will need to use the following code to start their
pre-registration process, Code is ONLY for Volunteers and CANNOT be used for Employees.
For SCHOOL VOLUNTEERS, we have a PDE VYolunteer code: 1KGaY3

**p| 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]

o Protecting God’s Children Workshop Certificate of Completion

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

o 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 good for 5 years]

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

Persanal Information - Please Print THIS FORT LAY BE REPROIUCED
B Male
Full Name: .
TasTRome Firsl Norts W HFemale
Allas{as) Race; e
Lgaf Nams First (Middle]
Pateof Bithy [/ 8.8, Number:
mm {4/ vy Reduired for Fmployags
Currant Address;
Strosl Agdress Aparimont 4
clly Slate 21P Cody
Phoner _ Emall Address:
Diccesan Location; . X
8ifa Name flo S Jossph Churah) Oy (fe Summit HY)

Location Typo: O Persh L Bohodl D Both

Dlocesan Posldon: 1 Employes 0 Confractor
H Voluntser D Rel. S)ster

Funodon flo Classroom, CYO, oty
Doss position requite regular Interaction with ohildren? D Yes 0 Na

FPravious bagkgrouni check through the DoA? [ Yeu O He

Acknowledyemeont Signatuve
f heraby grant to the Diocese of Allsntovn petrtission to complate a Criminaf Background Cheok,
to conduct a soclal secutity number vetiffostion, FBI fingetorinting and fo cotfiplate a Motor
Vehicle Ohack, if applicable. | consent to the Diocee tollowing these procedurss, making these
Inquiries enhd shering this informadion with other Roman Cathofie Didcases, as necessary,

Signature ' Date

Ouocticns regan ding tris feym shouldt be disacted 19 the Blumant Resources Ofhoz e G B71-5700, cat 2201,
71 Gomplated form must be retumead to raquesting LEEC, Pastor, PHinclpal oy Administrator,
1 ParislySchool must retaitl & sopy of this completed form in tha employes/voluntasr s,
F1 Falr Credit Repotting Aat {FORA{summary of Rlghts on ravéatae of form,

Ao | o2 TEV, A




A Summary of Your Rights Under the Falr Credit Reporting Act

The Falr CredR Reporting Act (FCRA) prormotes the accuracy, fakmess, and privasy of Informatioft [y te flos of serEUmar

haparting ageniies, Thers are many typed of ednsumer reporting agenclas, Inelicivg tredit burcaus end speslalty egaricles

{sleh 418 aganoles that aell Information about chedk writly histortos, medioal racorts, and fentel hlstory reccrds), Hete Is 2

surymary of yolr mafor rights under the FORA, For tora Information, including (nfametion ibout addftional fights, go to

> mm o or write o} Consuiar Fihancial Protection Buresy, 1700 G Streef NW,, Washipgtaon,
¢ 20008, .

12, You must be told If informalton jn your file has beari used agalast you Anyone who uses a cradi repot cf ok
ofar iypa of sonsimer Iabort to dehy your apalloalion for chedi, Insurance, or etplayment — o 1o take adverse mgm
rgalpist you « must tell you, and glve you the name, address, and phone number of e egency that provided the

on,
13, You have the right 1o kmew wital Is I your fila, You may tequest and obtaln all the inreration aboutyou In the f|
ofa oonsmrer;r;pcrl!ng agenay (your *fle Hlaolosure"), Yol wil be required o provide propar ldenmtlnyr?u Whiah m:;
Haluds your Sottal Sealiity Aunber, in many cases, the dislosure wil be free, You are onbilad 10 o fras fla diedosura

A peraon haa taken adverse aclion adalnst you besnuss of infommation i your oredit fle)

You ara the victim of idanbly heft and place a fraud alert i your flle!

Your flle sontalns Inaccurats Information as the result of raud;

Yl ara vamploysd buepuctlo assy o smpomment v &1

# Yol are unomplayad but ex GF: I eimpiaymen n V8,

In additlon, 2 consumers are entifed to ane frae dladiaira every 12 months upsn reduest from each naiorivide bregit
burean and from natiohwkle anedially consurnsr renoriing agencies, For additional information, 8se
conaumerfinahos. govie .

14, Yokt have the Hight to ask tor s credit goora, Crad soores ups hitnerical summarles of your aredibworhiness hased
on information from credf bureaus, You iy request a ardit soore form consumar reparting agsncles fhat craais eredlt
gocros o distribute scares used In resldential ree) proparty loans, but you wil Kays to pay for I in some moryage
trartsacions, you wili recelve cred!t soore Informalien free from the metigags lender.

16: You hava a ight {4 dispute ingomplote or Inacsurate [nfopmation, If you Idenilfy Information in your fie that ks
Incomplebes or Inatcurets, wid repott K Lo lhe comsumeryaporing agendy; the agency must Investigats tinlsss yaur
dispute js Fivolcus, Seehmmgmgmﬁmlmgfw‘an explanation of dispute Ures,

16, Gonsumer reporting agencles must camact ot delats Inaccurats, incomplsts, or unverHiabte Information,
inacotirata, incomplets o thyetilable information must be rarmoved or comasted, usiially within 30 days, However &
consuner raporting agenoy fay continue to report information it has varifed as aouurate,

17, Consumer repotting agencles may notraport cutdated negative Information. In most azses, 2 conslmerrepeting
agana,fddmy not report negalive mformation that ks mors than saver yaars oid, or banknuptoles that are more than 10
oIS

13, Access to your file Is imited. A sonsumer report agen ma{_,pmwde Infennation abaut you only to pespls with g
valld need -y ta consider an applicalfon wiih & craditcr, lnsurst, employer, landlord, or other bushiess, The FGRA
spéaiffes thase with & valld need for ascess,

13, You must glve your consent for reports to ba provided fo employsrs, A songymar-reporting agency may not glvs
oirt nformation about you ko your emplayer, or potentiel employer, without your wiittsh cohsent glven to the amployst,
Wittien mnsenrtq gatiorally ks not required I the trusking ndustry, For more nformetion go to

Sonsumelt t

20, You may limlt "presereened” offers of credit and Instirnbe you gat bassd on Informatlan In your cracit report.
Unaolicitedd “prasaraened” offers of eradit and instrancs must Indlitds o tell-free number you ean aal F yolichocsa to
remove your name and address from the sty these offers are bused on, You may opt-obt wih the nalionwids credit
bursaus at 1-888-5-0PTOUT (1-888-667-8688)

24, You may soek damuges from Volators, If a sonsuttier teporiing agenay, or, Ih soma canes, 8 Lser of sonsijmer
ropalte ar & fuimisher of Information to a consumer repaning agatoy violates ths FGRA, Yo tay ba ebis to sua n slate

...D?

o fadaral cot,
22, Identity theft vietima and eafive daly military personnal huve additional rights, For mate Infarmation visi
i b &, \

§lates Inay ¢hforce the FGRA, and many states have thelr own sonsumar reporting laws, In some casss, Vou may
have mere fghta Under state e, For more Infermation, eontast your state or local cansumar proteciion agancy or your stake
Abtorisy Gahatal, For Info abolt yeur federal rk;r?tj, !;}o éi‘dlng oehbact Information, vislt

' CONSLY fin o 3 afgtlivtljeg/a oA f~0008-fal Yolu:

iYefh. ik

o

-

¥ara Informaslon eh espanal, vislte www.oonsy mg;ﬂ‘ nance.govflea;g?gm o esoribe a lr; FTC Conaumer
Responda Centar, Room 130-A 800 Pannsylvania Avanue. N W, Washington, DO 20580 -
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DIOCESE OF ALLENTOWN
Code of Conduct
Acknowledgment Form for
DIOCESAN CLERGY, LAY
EMPLOYEES AND LAY VOLUNTEERS

[ 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
June 2017 and 20 November 2018, I have reviewed the Code of Conduct and understand its
contents, Iunderstand that I should speak with my supervisor or the appropriate Diocesan
represcntative 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 ctiminal 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 Conduct 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
Sexual Abuse Policy Acdknowledgment Forrm

I horoby acknowledas that X have recolved a copy of the Polloy Regording Alleged
Sexust Abuse of Minors by Diocessts Clergy, Loy Emplopess of the Divcese, Lay Employass of
Parishes, Ly Volunteers of the Diocese and Lay Volunteers of Parishes (“Sosual Abuso
Polloy”) Revised 20 April 2004, 19 July 2006, X0 October 2008, 29 November 2012, 23 April
2013, .15 May 2014, and 6 December 2016,

T kave reviewed the Sexudl Abuse Polloy snd understand dts oontents, including the
statemant that the Diocess of Alleatown considers any allepation of sexusl abuse or exploitation
of e mittor by & olerlc o lay etployes o bs s exiremely serious matter, T understand that I
should speak with my suporvisor o the gpproprdate Diocesan representative with regard to any
questions that I may have regarding the Sexuval Abusoe Polisy,

1 firther understand that the Diocess of Alletitown has fasued the Sexual Abuse Polioy for
taformational or guidanoe ptrposed only and that the Dicocess does not intend for the Poliey to
oteats 8 contrast of employment or aty 3ype of binding obligation o the Dissese, The Diocese
of Allentown may peziodically review the Sexual Abuse Policy and it resetves the right to ameng
ot Inferpret the Policy es It destms sppropriate it {ts sole disoretion. A copy of fhis
asknowladgment form shall bo placed in my petsoriel £ile,

Date Signature of Employes/Volutgesr

Flsase print vae

1

{1 M) Sektin] Abusa Ay Ackaeied it envis « Bealkh Dechmbi e J05nse0
Ai bales € Dvcambas 2456
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DIOCESE OF ALLENTOWN
Child Protective Services Law Policy
Adknowledgment Foym

I hereby acknowledge that I have reootved a copy of the Dlosese of Allentown's Child
Lroteative Servios Law Pollsy.

1 have reviewed the Child Profective Services Law Pollgy end understand fts contents,
and the prooess that [ must complete If I have roasonable cause to suspect that & ¢fild has bean
guhfested o child abuse or avts of ohild abuse,

T furthar ynderstand st the Diocese of Allentowy bay jssued the Child Protective
Serdces Law Polioy for Inforinational or guildarocs prrposss o'y and that the Diooste does not
intend for the Poliey to create a contratt of any type of binding obligation on tha Diccess. The
Divegss of Allettownt may potiodisally review the Child Proteotive Setvices Law Polley, and it
tesatves the right to amend or interpret the Polioy as it deetas approprate in it solo disoration.
A oopy of this acknowledgment form shall be placed in my personnel or volunteer file,

Date Siguaburs of Brployes/Volunteer
Pleaale prix;t name
City Looation

{0059316263F (Uit fetm &t Peflcy Adknotelidertnnk Pt {oaddai 83300 2858)
favi Daker 5 Moy S04




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 child
abuse.

Any person who willfully fails to report child abuse commits a crime and is subject

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:

If you suspect a child is in imminent danger from abuse,
PLEASE CALL 911 IMMEDIATELY,
Please call the Child Abuse Hotline (24-hour): 1-800-932-0313
Flease also complete the CY 47 form available from the County Children
& Youth Services. Itis 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.
Please call the Appropriate Office of Children and Youth Services:

Berles 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 §77-652-2873
Schuylkill 570-628-1050 Montgomery 610-278-5800

The Pastor (or Board of Pastors of the Regional School )
The Principal of the schoal
Attorney Joseph A. Zator at 610-432-1900; please forward a copy of the CY-47
to Attorney Zator.
If abuse occurs in a school setting, there may be additional reporting requirements,
Please see your Principal. If the suspected perpetrator is the Principal, then sec
your Pastor, or the Superintendent of Education for the Diocese.
***Please document who you spoke to and when

Anyone making & report is immune from civil or criminal liability provided a report

is made in good faith.

The Diocese of Allentown urges any guestions
about the interpretation of the law be resolved in favor of reporting,

Revlsed 1214916
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PLEASE KEEP THESE INSTRUCTIONS FOR REFERENCE

DIOCESE OF ALLENTOWN
Instructrons to Obtain VOLUNTEER

CEBI Flnqerprmt Res Its - L

Go to the regrstretron site: https Huenrol! |r_lentoqo com/

Enter your Service Cade’ te get etarted )
o School or parish volinteer — {KG8Y3 for F'DE Volunteer
“ 0" Activities that are child- centered (FREP.’CCD CYQ, Youth GrrJUpS and Chorrs
“. -Bay Scouts, etc. ) Lok : . ;

% Parash volunteer havrnq mlnlma[ contact W|th chlldre

KGGZJ fDr DHS Volunteer -

Place Payment Code Label Here
(LSEC Usa Only)

If you registered using the PDE Volunteer Code (jirst bu]let above) the first screen to appear
will be a vo!unteer acknowledgement screen. Select yes to verify your volunteer status

Dur:ng reglstratron

o You will be required to enteryour personal |nformatron

e [nformation marked with a red asterisk (*) is required.

o Toreceive a copy of your recelpt by email, you must enter your emar! as your preferrad

~ form of contact. If you do not enter an email, no receipt will be sent to you.

o If using the cade for PDE Voluinteer, you will be asked fo create a sacret quastion.
Please create 2 quastion-answer pair that is eas; to remember but not common .
knowledge. : L

Record Your Secret Question Here

o You will be asked to entar your authorizatien/coupon.?eaynient code (included on above
labzl). The first 5 digits of the code should correspond to the service cods that you usad
to start the registration process (in ysllow above). A

« Once you have finished entering your information, you can choose a fingerprint location
by zip code. Select an appaintment time and schedule your fingerprints.

s \Walk-in appointmants are available but may wait for hours for a turn,

« Print a copy of the receipt to take with you to fingerprinting AND for your records.

« You also may need your secret qusstion during your appointment.

r]

PLEASE KEEPF THESE INSTRUCTIONS FOR REFERENCE

[FPagsLef2 REY, 9124911



PLEASE KEEP THESE INSTRUCTIONS FOR REFERENCE

L e M m e E
G ks i 1‘.-_",-.;,"‘. }T_ g
AT L R
! i Y T,

e
y

MNext Steps 5 e ) o \l u

o ‘u.J\ bl W Wi n -y("'

a8t 1 E3) Ly 2 (! .
if you raglslered using a Serwce Code pro\rldad on the prevlous ag ;’ h]s1s ‘not acceptable for
employrnent purposes Yqu may need io go for prints again iater for ture posttion. jE: “
'37- < E o _s\ ”; q .

If you reglste%ediusing the' c:ocle for Schooi or Parish Voluntaers in child- centered actmities
(PDE Void’nteer) you will need to fake A copy of the receupt for your ﬂnished ﬁnger\pnnts to your
Local Safé Environment Coordrnafor (LSEC) 8o that your off cial ,resu ts canbe accessed and
aﬁ Btiicial memo can be prepared for your file to clear ycu to vo[untaer“’ 1:_4, IR

% t
An unofficial copy ofyour results will be sant to your home unless yot've reglstered with an a
emall address as‘your praferred cantagt’ lf th:s is the case, your unofficlal l;tter s abalable on]y
through a one-time use login into the system Do NOT Iogtn '.-,\rfilg ur"“ph@ g because the
system doesn't allow Ietters pulled via mobile devicas but it does co t'as your single login, ¢ '
Only use the link prcvldad by IdentoGo whan you are on & computer and have the, abrl: to ¥
save and pnnt . Please keep this copy (elther from emall or ragular matl) for your records

"ﬂ h
lr you reglstered using the code fora Par{sh Volunteer having minima! contact Wlth children
(DHS Voluntesr), your official resuits will be sent to your marllng address. You will naad to
present the original Gopy of your result, including a‘tached rap sheets, to your Supenvisor or
Local Safé Environment Coordinator {LSEC). If results ars presentad withaut attached rap
sheets. an employeelvoluntesr will bs considgred ineligible due to the Dmgse s |nab1l|ty fo
elrminate certain crimes that would prohib[t employmsntfvolunteenng withm the Diocsse. If the
Dlocess provided payment for the ﬁngerpﬁnts they will retain tha orlgtnal copy of the fi ngerprint

result; otherwiss a cop v of the result will be made foryour fale " }ﬁ

Pt '

PLEASE KEEP THESE INSTRUGTIONS FOR REFERENCE

FP Paga 2ofl BEY, 03202
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Figure 7. Receipt Examples. These are exdinples of the reécelpt recefved
ot the fingerprinting appointment. Only when poying with credit cord
wilt o signolure appeor (left) unfike when peying with o Coupon Code

{right).

Figure 3. Unofficial Copy of PDE Resuits. Applicants will receive an
unofficial letter eonloining thelr resuits either ot their home uddress or
email nddress depending vpon preférred contact method. These are to
Le presented as proof to thelr respective diocesen contact but ore not
accepiable a5 finol clearonces.
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DIOCESE OF ALLENTOWN
rlnstruotlons to Obtain VOLUNTEER PR

State; Pollce Crlmmal RecordiCHidcks (PATCH), - i

!_ -t 'h: '\r i l‘ = P‘}' - \ W,
Begm by golng to the website h tips: I!egatch state Ea us!. e :

it B g i,
"1. Cllck “New F;ecord Check" (Volunteers Only) - the yellow button.

W '.:‘ . -';..
1 : 'Ii

2. Read and accepi ihe Terms and Conditiops R
3, The Drop- down menu for “Reason of Request" should be ‘Volunte?rFPEE‘ wrth no other '

t

optlons available. & i j:. e g, Ry
B a. Ifthatis nut the case, ‘you nay need to start over wath the yellow button.
4, Fill out Contacf, Informahon Loy % b
oAy Those wilh the red asterisk (*) are requlred and ‘tha farm wil not, allow you to
e B 3 continue withott pro*.rldrng thatlnfon'natlon -.J;V!‘ “-_,L_v &
5. Click *Next.” - i

6. Confirm information on "Rew:aw Requestor’ page, and clrck "Procead”
7. Flltin information far thé Record Check. gt
-8, Those with red asterisk *) are once agaln requrred :
b, Social Securlty Numbers ars htghiy recommended and will allow the repart ta
come back more quu:kly ’ ,;r;‘ 4 '
8. Click "Enter This Requiest.” ' R
a. Ifanother report is needed for another mdrvidual (spousa for example), you may
enter that inforrmation naw. Chck “Enter This Requast’ agaln afiar,
b. I not, click "Flmshed" on the next page without entering further mforrnahon
9. Confirm information on "Record Check Request Rewew‘ and chck Submit,”
10. Click on the hyperﬂnked Control Number to come to the “Record Check Datalls
11. Click "Certification Form” above the "Back" button '
12. Click *OK* on the pop-up dialogue br:m concemlng printing margms

ThlS resulting document is the OFFICIAL Certrflcatron

Piint and save this document for your records. You wili need to provide this certlflcate to your
respective Local Safe Environment Coord}na!or or location contact. They will then send It to the
Diocese of Allentown Background Check Office for you to be oﬁ“ iclally cleared given all the
requlrad background check documentation.

If additional reports need lo ba saved, use the "B'acx' opiidﬁs provided on the page ohly as the
back button of your browser may result in an error and possible loss of these racord checks,
which can only be recovered with the assigned contral number. -

Pleass be aware that receibts and invoices are not acceptable as final documentation of the
clearance. Thess are only usefulif less than a year old allowing us lo pull the officlal certificats.

PLEASE KEEP THESE INSTRUCTIONS FOR REFERENCE
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e . \DIOCESE OF ALLENTOWY, e
R }Instruotlonsto Obtaln VOLUNTEER L

Ch lci Abuse History Cetification Clearances

N [3, \‘ oot : ot nr, fin
ey P © I
1
htps Hmwv oomoaee state, pa. ustewrsfo@hclhom 1
J d ,' ar 3 "ﬁn 1 o " '7.}'.:‘
N : S NN

Create angd Accees an Indlwdual Account L P
l_ _‘; ‘_,- .-, - . 5 4 - ;'i'

1 Ue"“e the address above to acoess the slte to apply for a clearance .

2. Youwil need to, begrn the process of applylng fora Child Abuse Clearance by creating s
an |ndwidua! account Click the “Create ap lnd:\frdual Account” button. e T

3. Read the mforrnabon for creatzng a Keystone iD on the “Create Keystone ID General

Information® page, Ciick Next., * kX LT \,-'
‘ 4 LCreete a Keystone ID. 1t can be any user name that you are famil[er with for example: .
“lastnamefi rshnlhalmiddleinltiat like "smithab." %, & £ % g%

5. Besureto wnte down your chosen questions and the answers exacty, You wﬂl need
the exact spelling of the answer far future use when asked the queetlon ee a eeourlty
meaeure

67 At this point you wilt reoewe an eme]l with your Keystans ID {user name). Print this
emall for your records You will recelve a secend email with a temporary paseword
Copy just the passwoard for you next logln. N

7. Logln to the system by clicking "individual Login" on the home pege QIVen above

8. “Click “Access m Y Clearencee :

9, Useyour Keystone 1D and the temporary peesword you recelved In your emall to Iogm to

the system,
10, Choose a Tnethod to verify your identity, eithar answerlng security questlone or recewing
Y a Vefification code at your email address. AL

11. Answer "What type of device are you using?” with one of the followmg ophons
a. “Public’ as Ina public device like one that might be atalibraryora school :
b. . “Private” as In a private device that you own cot

12, Set a permanent password and write It down for your records. Close the w‘ndow

13 Logln ta the system (web addrass ebove) again using your Keystone ID &nd the
permanent password that you havs set.

14, Once you have logged In, you will be taken lo the "My Child Welfere Terms and
Conditions" page. Read through it and then eelec i * have read, fully Lnderstand and
agree to the My Chiid Welfare Account Terms and Conditions” bax at the bottem of the
page and click “Next",

15, Click *Centinue.”

PLEASE KEEP THESE INSTRUCTIONS FOR REFERENGCE
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Applying for a Chlld l%b%se Hfstory Carﬂflcatuon
.J b

16. C[ck "Create a "Clearance Apphcenon

. fm 7 };CIICk Begin AR

¥ 18 Volinteers should se!ect ay
v purpose L ””,.f .s""

Ay, Please note. ‘Volunteer clearances cannot be used for ernployrnent -

19.a§nter all reqdested information, Make sure, 1 inélude & local addresst a?yoy havé’ ;

';; ¥ 4

'or the Application

- .Jl-
\;f" I""—’\_‘.

4

4 cg;e"ss ta, so that you can recelve a mafed copy of your results'fn addmon to an
- “Yelactronic copy, if s des:red B e LB L
; 20. Be sure lo incliide your s0cial sacurity numberthet you can racelve your results in & a b \:
tirmaly rﬁaq‘ger) Appncatlons without a socxal eacurity Hiumber provided cap ta[(e more

time to refurn results. S 5 ER C Y ‘1‘ et
21 When you are listing the pe?ple you have Jived with, plegse be edre to Include youy
" parents, even if you have riot lived with them In the Iast 25 yeare “This will prevent ﬁ%e s

* application from b?ing kicked back for insufﬂcient mformatlon 3wt
a. Al applicante who were undar 18 years of age in 1675 must het the [ paren{s or -
f “1; £, “guardians amang their Housshold Members, b & g

'b. Those who have passed can still be listed. You can note this Father than giving
anage, S

22.1f you haye recelved a free volunteer cods (See Jabsl beiow) please enter it when asked
fo do’o. . T

‘; " 5’ ._- - i N 1
A Place Fee—Walved Code Label Here
(L‘;ECUseGnJy]

Py

¢ .
M ". L . o l, E
$l- . ¥

2,3 ‘Once vou have completed the application lick *Submit.” Male note of the apphcahon
* 5 fumber that shows at the end. - IR

‘!
-.-" . _\.‘; b . i

. . . .
L Y, T‘ e Ry
‘1,

Next Steps B '

Grwn ot
- FE
}

You should fecalve an email that your application was recelved. You will also recewe an email
when your clearance Is raady to atcess online. |If you requestad to recéive a paper copy In the
mall, that should arilve within 2 to 3 wesks, as long as the Information you provided was %
accurate to the 'best of your knowledgs and camplete ta the satisfaction of ChlldLlne ;;’,_‘f::{ S

9 !

lfyour apphcahon resulted In & letter requesting mlsslng information, you may reepond to thls
Sithar by writing the Information on the latter and mailing it back to ChildLins {address at the end
of the lstter), or you may call the ChildLine Veriflcation Unit using tha phone numbsr on the
lstter to provids the missing Information. -

PLEASE KEEP THESE INSTRUCTIONS FOR REFERENCE
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DIOCESE OF ALLENTOWN
“Instructions to Obtaln ;

“PGC & MRT Cernfucafes .

Protectmg God s Children Program {PGC)

The Protecting God's ChlldnanTN program ls a workshop centered on a 3-hour wdeo e
presentation. Any priest, employes, or volunteer who interdots with chlldren for more than 15
hours per yearis required to attand, Pre—reglstrahon is required. LE

7 Pleasa visit ttg.lhmw.' ailentowndlocgseorgfndg;g‘gngicarendg :

8. Using the’ dlocesan calendar, select a class that best fits your schedula, I
9. ,Click on'the event to view details. : "
“40. Carl the number pravided to reglster and ask for directions if reguired.
RN After attending the event, you'will receive a certificate of completlon
12.Give a copy of this cértificate to your supervisor or Local Safe Environment Coordlnator

BRI
¥ T

Mandated Reporter Training (MRT)

The Recognizing and Reporting Chlld Abuse: Mandated and Permtsslve Repor{ang in
Pannsylvania Online Training course Is avallable, etther onl:ne through the University of -
Pittsburgh’s vebsite or in-person as facllitated by | Sr Margaret Cole. All employees and -
volunteers are required to attend. Pre-registration is neadad for both methods

Inperson Training ' .
13. Please visit http:iwwy. allentowndiocese:orgfindex.phpfcalendar, '
14, Using the diocesan calendar, selact a class thal best fits your schedule,
‘: 15, Click on the event to view details.
"16. Call the number provided to register and ask for diracﬁons if raquired.
17, Aiter attending the event, you will recelve a certificats of completion. .
18, Gwe a copy of this ceriificale to your supervisor or Local Safe Enwronment Coordinator.
Onfine Trammg K
15. Please visit https:fivrany. reporfabusepa.oltt.edy’
16. Click "Registration’ and fill out all required information (blue fi fields) to craate an acoount,
17, Click *Submit” to create a username and passward,
18. Logln using your new credantlals in the "Welcome" tab.
19. Complete the 3-hour {minimum) tralning course.
20. At the end of the workshop, you will recelve a cartifleate of completion.
21, Give a copy of this ceriificate to your supsrvisor or Local Safe Environrent Coordinator,

PLEASE KEEP THESE INSTRUCTIONS FOR REFERENGE
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