Instructions for obtaining Clearances

Diocese of Harrisburg 

Youth Protection Program

OVER VIEW:  In accordance with the Diocese of Harrisburg Youth Protection Program background checks are required for all volunteers (including minors—anyone who is 17 years old or younger) who supervise or participate in activities involving youth under 18 years of age at St. Joseph Church and/or School.  All clearance documents must be presented prior to engaging in any activities.  (NOTE:  At no time should a minor volunteer be placed in charge of a younger minor or be left alone with any younger minor.)
PROCEDURE:  The procedure for obtaining clearances for all new volunteers and those volunteers who have not yet applied for clearances is as follows:

1.  Diocese of Harrisburg Employee/Volunteer Information & Disclosure Statement:   This form is obtained at the parish or school offices (copy attached) or it can be printed from the Diocese of Harrisburg website at http://hbgdiocese.org/Admin/Uploads/HR/Documents/Employee%20and%20Volunteer%20Inform%20%20.pdf.  This form requires your printed name and signature, as well as a witness signature.  Also, be aware that there are two sides to the form.  The original is completed and returned to the parish office.

2.  PENNSYLVANIA State Police (PSP) Request for Criminal Record Check (also called the Pennsylvania Access to Criminal History [PATCH] online):  This form is obtained from the parish or school offices (copy attached) or it can be printed from the Department of Public Welfare (DPW) website at http://www.dpw.state.pa.us/ucmprd/groups/webcontent/documents/form/s_001769.pdf.  The form is processed by the DPW for a $10 fee.  You may mail in your completed PSP Request for Criminal Record Check form with a certified check or money order, OR go online at https://epatch.state.pa.us (payment by credit card) to file the PATCH application (see instructions below).  When your form has been processed, you will receive 2 copies of your PSP certificate.  If you mailed in your form, the DPW will mail the PSP certificates to your home.  If you used the PATCH application, you will print your PSP certificates.  One copy of the PSP certificate must accompany your PA Child Abuse History Clearance application to the DPW (see item No. 3 below) AND the original is brought to the parish office for our files, then we send a copy to the Diocese.

3.  Pennsylvania Child Abuse History Clearance:  This form is obtained at the parish or school offices (copy attached) or it can be printed from the DPW website at http://www.dpw.state.pa.us/ucmprd/groups/webcontent/documents/form/s_001762.pdf.  Please follow the instructions at the top of the form for submitting your completed application.  Reminder:  A copy of your PSP certificate (from item No. 2 above) and a $10 money order must accompany this application to the DPW. When completing this application, please pay special attention to the following areas:  1) Under the section for Previous Addresses you must list all addresses since 1975.  2) Under the section for Household Members you must list all people (parents, siblings, etc.) with whom you have lived since 1975.  Otherwise it will be returned to you from the DPW and delay the application process.  The DPW certificate is sent to you at your home address and the original is brought to the parish office so we can make certified copies for our records as well as for the Office of Youth Protection at the Diocese.

It is our understanding that this clearance will be processed faster if the application is mailed to:

Commonwealth of PA – DPW

Childline Verification Unit

5 Magnolia Drive, 1st Floor

Harrisburg, PA 17110-2544

ATTN:  Kevin Fisher

It is also our understanding that you can get immediate response by going in person with your application, PSP certificate, driver’s license, and $10 money order, to:
557 Sycamore Dr.

Harrisburg, PA  

(717) 783-6211

They will process your application while you wait, and give you a letter indicating the results.  Bring this letter to the parish office when you submit all of your clearances.  Later, when the DPW mails you your certificate, bring it to the parish office as well.  

4.  FBI BACKGROUND CHECK:  This is required ONLY for those volunteers who currently live out-of-state or have lived in PA for less than 2 years.  An FBI fingerprint card is obtained at the church office and instructions given at that time.  

5.  DIOCESAN ONLINE TRAINING FOR YPP:  Go to the diocesan website, www.hbgdiocese.org.  Click Youth Protection on the lower left.  Go to Services and Programs at the top of the page.  This shows a dropdown of Online Training.  Complete training and test.  You will receive an email indicating you completed the course and your score.   Print this email and bring it to the parish office.
YOUR CLEARANCE IS COMPLETE:  After all clearances & forms have been returned to the parish office, you will then be able to volunteer your time in the church and/or school.

Please contact the Parish office at 766-9433 with any questions.

Your understanding and cooperation in completing the clearance paperwork helps in maintaining a safe environment for our children.  Thank you for sharing your time and talent!

INSTRUCTIONS TO ACCESS 

PENNSYLVANIA ACCESS TO CRIMINAL HISTORY (PATCH)

https://epatch.state.pa.us

Click on Record Check

Click on New Record Check

Click on Accept

Here you are going to enter your personal information:

The lines indicated with an asterisk is a must complete line.

Select Reason for Request: DPW – Volunteer Work – Employment *

Enter First Name: *

Enter Middle Name:

Enter Last Name: *

Enter Address Line 1: *

Enter Address Line 2:

Enter City: *

Enter State: *

Enter Zip: *

Select Country: *

Enter email addr:

Enter Phone Number: *

Enter Fax Number: Click – Next

Complete the Record Check Request form

Enter First Name: *

Enter Middle Name:

Enter Last Name: *

Enter Social Security #: (xxx-xx-xxxx)

Enter Date of Birth (mm/dd/yyyy): *

Enter Sex:

Enter any aliases or maiden name

Verify information as correct – Spelling – SSN – Date of Birth

Correct information

Review information – When satisfied information is correct

Click on Submit
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Credit Card Information

Enter: First Name of cardholder

Enter: Last Name of cardholder

Enter: Address of cardholder

Enter: City of cardholder

Select: State

Enter: Zip

Select: Country

Click on Credit Card Type

Enter Card number

Enter Expiration Date:

Click Submit:

Check Status – if it indicates No Record

Click on the Control # (Rxxxxxxx)

Click on Certification Form

Click on Print - (suggestion – print 2 copies)            *** You will need one to submit with DPW form, from item No. 3 above) **
Check Status – if it indicates Request Under Review

Write the Control # for reference. This does not indicate that you have a record – it does indicate that

the PA State Police want to verify your name and SS#. You will receive in the mail a copy of your PSP,

indicating No Record or Record. If you have a record – this will accompany the Certificate.

----- You should receive your report within 2/4 weeks ------
PAGE  
3
\\Server02\company\Youth Protection Program\SAINT JOES AND HBG DIOCESE POLICY AND PROCEDURES\CLEARANCE INSTRUCTIONS.doc
Last saved 5/24/2011 2:41:00 PM

