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BACKGROUND CLEARANCES
FOR NEW EMPLOYEES
The Pennsylvania School for Global Entrepreneurship must follow the Commonwealth of Pennsylvania laws that require all persons newly hired to work with school children to undergo 3 types of background checks before entering into work with the students.  
· The processes related to the background checks require fees. PSGE will reimburse new staff members for these fees in their Lehigh University paycheck during the program.
· Use your PERMANENT home address on all forms.
· The processes take 6 - 8 weeks to turn around.  Employees should initiate the three processes IMMEDIATELY.  It is strongly recommended that no one delay later than April to begin them.
· If you are experiencing problems in the processes, please alert Helen Bobeck at (610) 758-3401, PSGE Office.
Clearance #1: Pennsylvania Child Abuse History Clearance 
· Go to:  http://www.dpw.state.pa.us/ServicesPrograms/ChildWelfare/003671038.htm.  The link for the Child Abuse form (CY-113) is at the bottom of the webpage.
· Print out form, complete Section I in dark (black) ink.

· Check “School Employment” for “Purpose of Clearance.”

· Enclose a $10 money order (no personal checks) made out to the Pennsylvania Department of Public Welfare.

· Mail the completed form and money order to the address stated on the form.
· Upon receipt of the processed clearance, make a photocopy and send it to Helen Bobeck, 111 Research Drive, Iacocca Institute, Lehigh University, Bethlehem, PA 18015.  
Clearance #2: Pennsylvania State Police Request for Criminal Record Check
· To process this form:
1. Go to the same webpage as above, http://www.dpw.state.pa.us/ServicesPrograms/ChildWelfare/003671038.htm and download the form (SPR-164). Complete Part I in dark ink, check “employment” for “reason for request,” and “individual/noncriminal justice agency” for “Requester Identification.” Complete the form and submit it to the State Police Central Repository with a money order for $10.00 made out to the “Commonwealth of Pennsylvania.  The address is on the form. 

2. Upon receipt of the processed clearance, make a photocopy and send it to Helen Bobeck, 111 Research Drive, Iacocca Institute, Lehigh University, Bethlehem, PA 18015.  
Clearance #3: FBI Fingerprinting 
· This costs $40.
· You must register online for this (do it very soon) at www.pa.cogentid.com.

· You will receive a confirmation.  Print this out.

· You must then go to an approved site in Pennsylvania (there are many and the website above lists them) where you will be electronically fingerprinted.  Closest site to Lehigh University is The UPS Store, 1866 LEITHSVILLE RD, HELLERTOWN, PA  18055, NEXT TO GIANT GROCERY STORE ON 412 SOUTH
· Required: Take the printed confirmation AND a state or federal photo identification (driver’s license or valid passport) to the fingerprinting site.  
· After you receive your fingerprinting clearance (takes about 8 weeks), make a photocopy and send it to Helen Bobeck, 111 Research Drive, Iacocca Institute, Lehigh University, Bethlehem, PA 18015.  
