How to do the Online Child Abuse Clearance

Getting Started:

To start the process of creating a new Child Welfare Portal Account, go to:
https://www.compass.state.pa.us/CWIS/Public/Home.

Once the Pennsylvania Child Welfare Information Solution home page is displayed, click on the
CREATE INDIVIDUAL ACCOUNT button.
pennsylvaniaw PASTATE AGENCIES v PA ONLINE SERVICES v

FAQ | ContactUs @

pennsylvania

CHILD WELFARE INFORMATION SOLUTION

Need Help? Contact the CWIS Support Center at 1-877-343-0494

Child Welfare Portal

Our service provides a means for individuals to apply for PA Child
Abuse History Clearance online and for mandated reporters to
report child abuse in Pennsylvania.

INDIVIDUAL LOGIN ” CREATE INDIVIDUAL ACCOUNT

Organizations can manage PA Child Abuse History Clearances
online for their employees and volunteers

[ ORGANIZATION LOGIN “ CREATE ORGANIZATION ACCOUNT

Clearance Applications Child Abuse Referrals Services and Information
¥ Learn About Clearances ¥ Learn About Child Abuse Referrals ¥ Child Protective Services Law
Use this link to obtain more information about the Use this link to obtain more information about the Child Abuse
PA Child Abuse History Clearance Application Referral Website ¥ Regional Map
Website
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How to do the Online Child Abuse Clearance

Create Keystone ID: General Information

Once the general information is reviewed, click on the NEXT button.

Create Keystone 1D: General Information

T &

General Information

]
Frofile Information

Welcome!

The Commaonweakh of Pennsylvana is smgroving how it provides onkee services to Guzens!
Several state agences are working together to allow you to establish a Keystone [D which
creates a single way to access several diferent state programs. Currently, the Keystone 1D
that you create and manage here can be used for;

Chidd Weare Portal
Users of the Chid Welfare Portal can apply for » Peresyivanis chid abuse history dearance

or sutene child abuse referrals

SERS 3
Members of the State Employees’ Retirement System can get statements, run estimates,
and more.

ne Member Services

1f you already have signed into any of these programs, you do not need to create another
one row, Simply use the user name and password you've already established to acoess all of
these services. Keep in mnd that  you change youx password or aery other prolile
information in any one of these programs, the changes you make will apgply to all programs
that use the Xeystone 1D

Koep 20 eye out for the Keystone 1D sign-m on mome state wobsites = the Rture, Mt's just
another way the Commoeweaith of Pennsyivania is working to serve you better

To create a new Keystone ID, please provide the following information:

A.

TrARCTIONIMOOm

Keystone ID (a user name you wish to use for your account — cannot start with a number)

First Name

Last Name

Date of Birth

Email

Confirm Email
Security Question 1
Answer

Security Question 2
Answer

Security Question 3
Answer

. Question
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How to do the Online Child Abuse Clearance

Create Keystone ID: General Information

To create a new Keystone 1D, please provide the following information:

*Keystooe 1D st (must be 6 to 10 characters)
«First Narme S

*Last Name T

*Date Of Brth 01/01/2015 (MNDO/YYYY)

t-mal st T

«Confirm E-mad shr _:

To ensure onkne secunty, please select and provide answers 100 securty questves, These questiors will be used ff you forget your password

Sequnty Question Tios
Crocoe owes  for wh vow rédermures 1her saedsress m @ decurty %ol
o ot S0 00 wvery tene vy vt e geerbon

fo ot wrte down the Quetons Bnd sIweTs, B ha &
wete Phoadecha i beve

Se, ¥ you captaiae Phisdeiphae” or 4 you

*Secunty Question 1 What ity was your spouse

rAnswer Harrisburg

What was the name of the hospaal where you were bormn?

*Securty Queston 2

*Answer Hershey
What was the name of the street you ived on when you grew vV

*Securky Question 3

“Answer Charies

For security reasons, please answer the following question.

Question Chnstmas Day is what dote in Decermber?

*Answer |25

™
Once this information is complete, click on the Finish button.

A new window will appear stating that a temporary password has been sent to your email.

pennsylvania

Check your e-mail for your temporary password!

Qose Window

spynght € 2005 - 2014 Cormmeeneslth of Pezsmy b
——

E————y L _

———

New Account Information Email
The first email will be titled “Commonwealth of Pennsylvania - New account information” and will have

your new Keystone ID.
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H s Commonwealth af Pennsylvania - New account information - Message (HTML) T @ - 8 X
FILE MESSAGE
7 Ignore x L(_ ft(_ ﬁ_) 3 Mesting LStnragE E:Tu Manager Vo Brae- | 0y, =I > a%) # Find C)\
Done « Reply & Delete 1B oneMote [2) Related -
Sk Delte | Reply Reply Foneod Bjhtore- | 5 CreateNew 2| B e, | e S FE|;E:IV Tonslte " | Zoom
Delete Respond Quick Steps 5 Move Tags 5 Editing Zoom ~

Thu 2/19/2015 3:05 PM

automatedmail DONOTREPLY@pa.gov
Commonwealth of Pennsylvania - New account information

o

o Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

This =-mail is sent from an unmenitorsd account. Do not reply. I you have questions sbout your Keystone ID, plesse use the links provided below to find help desk information for the program you're interacting with.

E Right-click here to download
To help profect your

Thank you for creating a Keystone ID with the Commonwealth of Pennsylvania. Your registered Keystone ID is:

sf I

You will receive another email containing your temporary password. When you sign in for the first time, you will be required to create a personal password for future use.

The Commonwealth of Pennsylvania is pleased that you have taken advantage of this improvement in online services for citizens. As you know, several state agencies are working together, allowing you to create and
manage this single sign-in that provides online access to several different state programs.

Currently, the Keystone ID that you created can be used for:

COMPASS
Citizens can apply for and manage many health and human service programs online.

Child Welfare Portal
Users of the Child Welfare Portal can apply for a Pennsylvania child abuse history clearance or submit child abuse referrals.

SERS” Online Member Services
Members of the State Employees’ Retirement System can get statements, run estimates and more.

Keep in mind that if you change your Keystone ID information from within this program, the changes you make apply to all programs that use the Keystone ID.

Keep an eye out for the Keystone 1D sign-in on more state websites in the future. It's just another way the Commonwealth of Pennsylvania is working to serve you better.

Blo o @elwe sl
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New Account Information Email
The second email will be titled “Commonwealth of Pennsylvania - New account information” and will have
your temporary password.

H L I Commonwealth of Pennsylvania - New account information - Message (HTML) ? 5 - X
FILE MESSAGE
) = = 3 S g = > v
1gnare x & (Lii Lii 52 Meeting Storage L; To Manager Vo mRules £ Il aa’,} i Find q
e T g v Done 2 Reply & Delete " 0 OneNote Motk © e Fol T [2) Related = .
® junk- Delete | Reply Reply Forward [ . = | Move *_ ark Categorize Follow | Translate com
& Junk i Bl More ¥ Create New = 2 ERActions® | Unrend 2 Up- 0 select~
Delete Respond Quick Steps ® Wove Tags ] Editing Zoom ~

Thu 2/19/2015 3:05 PM

automatedmailDONOTREPLY@pa.gov
Commenwealth of Pennsylvania - New account infoermation

o

© Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

This e-mail is sent from an unmonitored sccount. Do not reply. If you have questions sbout your Keystone ID, please use the links provided below to find help desk information for the program you're interacting with.

E Right-click here to download
picturas. To help protect your
e

A Poiblnnle momeimmbnd ot
Thank you for creating a Keystone ID with the Commonwealth of Pennsylvania. Your temporary password is:

7gZaj%Dy2t
Please note that the password provided is system generated and can be easily mis-typed. We suggest copying the password from the e-mail and pasting it into the password field. To do this:

« Highlight the password, right click and choose Copy.
+ Click in the Password field, right click and choose Paste.

Note: If you choose to copy and paste your password, be careful that you do not copy an extra space before or after the word. If you copy and paste an extra space into the password field, the system registers it as
another character rendering the password incorrect.

You can use this temporary password the first time you sign in. When you sign in for the first time, you will be required to create a personal password for future use.

The Commonwealth of Pennsylvania is pleased that you have taken advantage of this improvement in online services for citizens. As you know, several state agencies are working together, allowing you to create and
manage this single sign-in that provides online access to several different state programs.

Currently, the Keystone ID that you created can be used for:

COMPASS
Citizens can apply for and manage many health and human service programs online.

Child Welfare Portal
Users of the Child Welfare Portal can apply for a Pennsylvania child abuse history clearance or submit child abuse referrals.

SERS’ Online Member Services
Members of the State Employees’ Retirement System can get statements, run estimates and more.

Blo] o Ele/e]c ER[&]
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How to do the Online Child Abuse Clearance

Logging into the Child Welfare Portal

Go back to https://www.compass.state.pa.us/CWIS/Public/Home and click the INDIVIDUAL LOGIN
button.

pennsylvaniaﬂ PASTATE AGENCIES ¥  PA ONLINE SERVICES v

FAQ | ContactUs@

pennsylvania

CHILD WELFARE INFORMATION SOLUTION

Need Help? Contact the CWIS Support Center at 1-877-343-0494

WELCOME TO THE

Child Welfare Portal

Our service provides a means for individuals to apply for PA Child
Abuse History Clearance online and for mandated reporters to
report child abuse in Pennsylvania.

INDIVIDUAL LOGIN ” CREATE INDIVIDUAL ACCOUNT

Organizations can manage PA Child Abuse History Clearances
online for their employees and volunteers

[ ORGANIZATION LOGIN H CREATE ORGANIZATION ACCOUNT

Click on the ACCESS MY CLEARANCES button.

FAQ ContectUs @

pennsylvania

CHILD WELFARE INFORMATION SOLUTION

Need Help? Consact the OWIS Suppoet Center at 1-877-343. 0494

What Would You Like To Do Today?

Pleate salect which account you wold e to acces

; ACCESS WY CLEARANCES | ACCESS MY REFERIALS

pomsytvunia 1wt cmgut ey Sevarry Porcy

CEPARTIENT CF AEL K Wil F A
ADA Comptancy Py Polcy

A Disclosure of Personal Information notice will be displayed. Please read this notice and click on the
CONTINUE > button.
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How to do the Online Child Abuse Clearance

You are cormentng to a verfication of your Socsl Securty number through the Social Security Administration. Your Socal Securnty number 1S slo being sought under 23
FaC 5, 58 63360aN1) (relating 1o Information in statewide cengral register], 5344 (relating 1o Infarmanson relating 1o prospecie child care personnel), 63441 [relaging o
Information relabing to fsmily day.care home residents), and 63842 [relsting to Infarmabion relating to ather persans having contact with children]). The department will
s YOI SoCial Securiny numbss o search che statewice central regeater 1o determine wihether you are lsted as the perpetrator in an indicated of founded repoe of child
abuze. Howewer, please note that disclosure of your Social Security numiber is weluntary and therefore, if you do not consent to having your Socal Security number
verified or used for ¢hecking your child abuse history, we will still prodess your reguest withau your Social Security rumber

WARNING

¥iou are erbenng 4 Leture government websie for the purpode of requesting 4 Pennsylvania Child Abuse History Chearance. By eribening this site, you certify that
you have read and understand the above guidelines and legislation

Note

If your web browser prompes you 1o aciept a Security certificate, you must accept it o proceed

WARNING!

D5 GOVERNMENT 5¥5 TEM arndl [EPARTIRENT OF PURLIC WELFARE S¥STEM

Unautharized access prohibited by Public Law 95474 *The Computer Fraud and Abuse Act of 19867 Use of this system consttutes CONSENT TO MONITORING AT
ALL TIMES ard is not subgect 1o ANY expsecraman of prvacy

COTIMLIE 3

The Keystone Key login screen will be displayed. Please complete the following steps:
1. Key in your Keystone ID.
2. Copy and Paste the temporary password.
3. Click on the LOGIN button.

:
‘a@lg tps.// o~ a iov. & [ @ welcome tothe Pennsyiva... x| | ) oo o3

w pennsylvania

Keystone Key Self-service for Citizens

s|_ | ﬂ Forgot Password
L £ Edit Profile

‘ oooooooooo -

Self-service for Commonwealth [
Employees

@D Change CWOPA Password or
Hint Questions

WARNING! US GOVERNMENT SYSTEM and DEPARTMENT OF PUBLIC WELFARE SYSTEM. Unauthorized access is
prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act of 1986". Use of this system constitutes CONSENT TO
MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy. Unauthorized use of or access to this system may
subject you to civil or criminal penalties under state or federal law. This statement is being posted by the Department of Public
Welfare Security and Audits Unit.

Copyright® 2014 by the Commonwealth of Pennsylvania. All Rights Reserved.

o 12:01 PM
S =
il [ E AT e 2/2472015 |

Settlng Permanent Password

Your password will be used in combination with your Keystone ID to allow future access to your clearance
account. Make sure to remember this information.

To set a permanent password, follow the security requirements. To submit the new password, please
complete the following steps:

1. Key in your new password.

2. Key in your new password again.
3. Click on the Submit button.

Rev — 5/5/16




How to do the Online Child Abuse Clearance

w pennsylvania

Set Permanent Password

i Alert: Flease change your osment password before continuing.
= = Required

User ID ]
*First Mame sHE
*Last Mame g ]

Pesaword esssssses
= Confirm Passwond [ansnssnnn

To ensure onlene ssounty, the Commonwealth of Pennsybvania requires passwords Bhat -

# are at least sight characters ke

= do not include any of your user neme, your firet nama, or your st reme

A message will appear confirming that a new password has been created.

Congratulatiens!

Vil barew pectirdiully oet 5 paroesl pa

Piase clich thie Closd Wity betmon and ogn 08 v o8

Lase VWrsiow
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How to do the Online Child Abuse Clearance

Starting the Child Abuse Clearance Process

Log in to the Child Welfare Portal.
. {E=nean =
g@l@ hitps:/ /v compassstatepaus/s O = @ ldentified by .. & || & Welcometo the Pennsyiva... x| | b 2. 22

W pennsylvania

Keystone Key

Self-service for Citizens

ﬁ Forgot Password

si— |
L £ Edit Profile

cocsssscs| »

Self-service for Commonwealth ‘
Employees

p Change CWOPA Password or
Hint Questions

WARNING! US GOVERNMENT SYSTEM and DEPARTMENT OF PUBLIC WELFARE SYSTEM. Unauthorized access is
prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act of 1986". Use of this system constitutes CONSENT TO
MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy. Unauthorized use of or access to this system may
subject you to civil or criminal penalties under state or federal law. This statement is being posted by the Department of Public
Welfare Security and Audits Unit.

Copyright© 2014 by the Commonwealth of Pennsylvania. All Rights Reserved.

|
1219PM
2/24/2015 |

The Account Terms and Conditions will be displayed. Once you have reviewed the terms and conditions,
select | have read, fully understand and agree to the My Child Welfare Account Terms and
Conditions, and then click on the NEXT button.
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g@‘@ https://wiw.compass statepa.us/C O ~ @ Pennsylvania.. € H & compass.statepa.us X |

My Child Welfare Account Terms and Conditions

Thank you for visiting My Child Welfare Account. This site is designed to make it easier and more efficient for Pennsylvania citizens to view information
abourt benefits and services they are receiving through the Department of Public Welfare.

Terms and Conditions

This policy addresses the collection, security, access and use of information that may be obtained through "My Child Welfare Account. This policy covers

the following topics:

* Information we Collect
* Access and Disclosure
* Security

* Information disclaimer
* Penalty for Misuse

Information Collected A

We collect the following information

. Demographic, financial and medical information;

*  The name of domain; for example, "xcompany.com" if you use a private internet access account, or "yourschool.edu”, if you are
connecting from a university domain;

*  AnIP address, a number automatically assigned to your computer when you are using the interner;

Tha runa nf hrawicar sned Anarsting cuctam nzard o srrace Aue cire

O I have read, fully understand and agree to the My Child Welfare Account Terms and Condtions

O 1do not accept the My Child Welfare account Terms and Conditions

I RETURN TO CHILD WELFARE PORTAL HOME PAGE l

= A=) € elER]
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How to do the Online Child Abuse Clearance

A Disclosure of Personal Information notice will be displayed. Please read this notice and click on the
CONTINUE > button.

DISCLOSURE OF PERSONAL INFORMATION

Public Disclosure

As a general rule, the Commonweaith does not disclose any personally identifiable information {Pil) colliected online except where you have given us permissian, of where
the information Is public information under the Pennsyivania Right to Know Act 65 PS. 66 1 et seq, or other applicable laws Vesitors should be aware that information
collected by the Commarwealth on 15 websites may be subject 1o examinanan and iInspection, if such INFCemMation 15 3 publc record and not otherwise protected from
avs

osure
Social Security Number Disclosure

You are corsenting to a verification of your Social Securty number through the Soclal Security Adménistraton Your Social Securnity number is also being scught under 23
Pa.C5 55 6336(a1) (relating to Information in statewide central register), 6344 (refating to Informaton relating to prospective chidd care personnel), 6344 1 {relating to
Informarion relatng to family day-care home residents), and 6344 2 (relating to Informanion relating o other persans having contact with chidren) The department will
use your Socisl Security number to search the statewide central regeter to determine whether you are listed as the perpetrator in an Indicated or founded report of child
abuse However, please note that disclosure of your Soclal Security number 15 voluntary and therefore, If you 60 NOL consent 1o having your Social Security number

verified or used for checking your child abuse history, we will still process your reguest without your Soclal Security number

WARNING

You are entering a secure government websie for the purpose of requesting a Pennsyivania Child Abuse History Clearance. By entering thes site, you certify that you

have read and understand the above guidelines and legisiation

US Goverment System and Department OF Public Welfare Systern. Unasuthorized access prohibited by Public Law 99.474 "The Computer Fraud and Abuse Act
of 19867 Use of this system constitutes CONSENT TO MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy

Note

I your web browser prompes YOu 10 accept d security cernficate, YOU MUt acept it 10 proceed

CONTINUE >

Click on the CREATE CLEARANCE APPLICATION button.

. SFINK123  Alerts )  Account Profile  FAQ  ContectUs @  LOGOUT
pennsylvania

CHILD WELFARE INFORMATION SOLUTION

Need Help? Contact the CWES Support Center at 1-877-343-0454

1 | l ADD APPLICATION TO ACCOUNT

My PA Child Abuse History Clearances
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An overview of the process and the information that is needed will be displayed. After reviewing this
information, click on the BEGIN > button.

Need Help? Contact the CWIS Support Center at 1-877-343-04'

e-Clearance |D: 000000587326 DELETE APPLICATION l [ SAVE APPLICATION
Back To My Account
Part 1
, Application Purpose Appllcatlon PUrpose
'C ) A cant Informati Please select the reason you are submitting this Pennsylvania Child Abuse History Clearance application. You can select
/I\ only one reason per application. If you require additional child abuse history clearances for any other reason, you will
() Current Address need to submit another application. You can submit another application at any time from your PA Child Abuse History
fL\u o Clearance Account
N
/I\
(_ ) Housel embe! For more detailed definitions and exceptions to clearance requirements please see the Who Needs Child Abuse
/I\ Clearances at http://keepkidssafe pa_gov/clearances/index.htm
OF o a
Part 2 © volunteer Having Contact with Children: Applying for the purpose of volunteering as an adult for an unpaid
- position as a volunteer with a child-care service, a school or a program, activity or service, as a person responsible
C :) eSiznature for the child's welfare or having direct volunteer contact with children.
I
'Cj,' A cation Payment J Foster Parent: Applying for purposes of providing foster care.
O praspective Adoptive Parent: Applying for the purpose of adeption.
o) Employee of Child Care Services: Applying for the purposes of child-care services in the following (but not limited
1 to): Child day-care centers; group day-care homes; family child-care homes; boarding homes for children; juvenile
detention center services or programs for delinquent or dependent children; mental health services for children;
services for children with intellectual disabilities; early intervention services for children; drug and alcohol
@ services for children; and day-care services or programs that are offered by a schoal.

2 school Employee Governed by Public School Code: Applying as a school employee who is required to obtain
background checks pursuant to Section 111 of the Public School Code.

© school Employee Not Governed by Public School Code: Applying as a school employee not governed by Section
111 of the provisions of the act of March 10, 1949 (P.L. 30, No. 14), known as the Public School Code of 1949.

Part 1 of the Application
Part 1 of the application will appear with a series of questions that need to be completed that are specific
to your personal information.

e Application Purpose: School Employee Not Governed by Public School Code.
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Complete the following, clicking Next through all the screens:

e Applicant information

e Current address (mailing address if applicable)

e SSN is not required, however, it will expedite the clearance, and whether you would like a
printed copy of the clearance to be mailed to your current address

e Previous addresses since 1975 — click on “ADD” and a box will pop-up for each address.
Please enter as much information as you can recall.

e Household Members since 1975 — click on “ADD” and a box will pop-up for each person.
Please enter as much information as you can recall, if someone is deceased, do not enter
an age.

Part 2: eSignature

To submit the eSignature, please complete the following steps:
1. Click on the check box next to the acknowledgement description.
2. Key in your First and Last Name.
3. Click on the NEXT > button.

pennsytvana 1Ty

J pennsylvania 0 o iwsou

B CHILD WELFARE INFORMATION SOLUTION

Need Help? Contact the CWIS Sopport Cermer at 1.877. 3430494

wance ID: 000000080544

eSignature

first and kst name 25 1 3ppe

< NEXT>

Part 2. Application Payment
To submit the application payment, please complete the following step:

1. Click on the check box next to YES for the question: “Did an organization provide a payment code
for your application?”

2. Under the payment code section, key in your specific Payment Code provided by Human
Resources.

3. Click on the check box next to the payment code agreement description.

4. Click on the SUBMIT APPLICATION > button.

Rev - 5/5/16



How to do the Online Child Abuse Clearance

@’pennsylvania SNCIZ et @ P Comatin®  L0GOUT

: ’ CHILD WELFARE INFORMATION SOLUTION

Need Hedp? Contace the OIS Support Center at 1 2773430454

e-Cearance 1D 000000080544

Application Payment

Part1
DA N OIZAGLZMIGN §r (rdde & ParyMent (08¢ T0f yOur Sppixationr o
BiYes (No
Payment Code
Part 2 By emenng this payment code. you are agreeing that the arganuation that peovided your payment code

Will harve access £0 the s2atin and cutcome of your Chae ance appiicasion. You el Conbinue to receve
appRcation wpdates and certiNcaces through your PA Chisd Absase Mistory Cleatance Account, regardiess of

’ your anyeer

e SUBMIT APPLICATION Y

Once the application is submitted, a Submission Confirmation page will appear with a success
notification. For security purposes, please remember to log out when you have completed submission of
your application.
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