
Mandated Reporter Training - Three-hour online course providing information on 
recognizing child maltreatment, the obligation or opportunity to report child 
maltreatment, and the procedures for making a report of child maltreatment. Click this 
link for PDF instructions.  
 
Child Abuse History Certification (DHS) - Background check to determine whether 
the applicant is named in the statewide database as an alleged perpetrator in a 
pending, indicated, or founded child abuse investigation in Pennsylvania. This online 
questionnaire will require about 45 minutes to complete and requires setting up a 
username and password with PA Keystone. Clearances must be run as "school 
employee not governed by public school code". Clearances run for other purposes, 
such as for volunteer or foster care cannot be accepted. Click this link for PDF 
instructions.  
 
Federal Criminal History Background Check (FBI) - Background check of federal 
criminal history information obtained by the submission of a full set of fingerprints and 
photo. Your digital fingerprints are obtained and processed through a current FBI 
contractor (MorphoTrust/IdentoGo).  Service code to use is 1KG756. (This is not a 
payment code.) Click this link for PA State Resident PDF instructions. Please click this 
link to view instructions for employees living outside of Pennsylvania. 
 
IMPORTANT NOTE: FBI clearances DO NOT get sent to your employer. They are 
mailed directly to you. It is your responsibility to provide a copy to HR once you 
receive it. 
 
PA State Police CHRI (PSP) - Background check of criminal history information 
obtained from the Pennsylvania State Police that is maintained in the Pennsylvania 
State Police Central Repository. This is completed online and the results are usually 
obtained within a few minutes. Clearances must be run for the purpose of 
employment. Clearances run for other purposes, such as for volunteer or foster care 
cannot be accepted. Click this link for PDF instructions.  
  
PA Act 15, also known as the Child Protective Services Law, “requires certain 
individuals to obtain clearances in order to be employed, be a resource parent (foster or 
adoptive), or be a volunteer with children. The purpose for requiring clearances is to 
provide employers and those selecting volunteers with information to use as a part of a 
larger decision-making process when determining whether to hire someone as an 
employee or select them as a volunteer.” (Department of Human Services) 
  
As an institution of higher education who serves a significant College-in-the-High School 
population, HACC has determined that all credit teaching faculty, as well as other 
specific employees, obtain and maintain current clearances in accordance with the 
Child Protective Services Law. 
  

https://www.reportabusepa.pitt.edu/
https://docs.google.com/document/d/1KHf29PdxtYmLWRMwV3G1sH-OmPwVBOuE/edit?usp=sharing&ouid=108744294889709989553&rtpof=true&sd=true
https://docs.google.com/document/d/1KHf29PdxtYmLWRMwV3G1sH-OmPwVBOuE/edit?usp=sharing&ouid=108744294889709989553&rtpof=true&sd=true
https://www.dhs.pa.gov/KeepKidsSafe/Clearances/Pages/PA-Child-Abuse-History-Clearance.aspx
https://docs.google.com/document/d/1lBe2ZdjZnpTqDWTkQR6ukDN5PPrHZVVB/edit
https://www.dhs.pa.gov/KeepKidsSafe/Clearances/Pages/FBI-Fingerprinting.aspx
https://drive.google.com/file/d/1gkflO_XlneEKBGfV2tO02EIfrek8mb4j/view?usp=sharing
https://myhaccext.hacc.edu/?q=system/files/human_resources/fbi_federal_criminal_history_background_check_procedure.pdf
https://docs.google.com/document/d/1WOuMqjghQpKY-NhYROu5BaHQmlBHlGmk/edit?usp=sharing&ouid=108790454975167334461&rtpof=true&sd=true
https://docs.google.com/document/d/1WOuMqjghQpKY-NhYROu5BaHQmlBHlGmk/edit?usp=sharing&ouid=108790454975167334461&rtpof=true&sd=true
https://www.dhs.pa.gov/KeepKidsSafe/Clearances/Pages/Criminal-Background-Check.aspx
https://docs.google.com/document/d/1VmQYBHqEzrZAPfs5eFF-TvhzJF3bORqt/edit
https://www.dhs.pa.gov/KeepKidsSafe/Clearances/Pages/default.aspx


To comply, you must maintain current clearances on file with the Office of Human 
Resources. Please follow the instructions below to obtain each of the required 
clearance documents that will be expiring by the end of the month they expire. 
  
Clearances are transferable and are good for 5 years (60 months) from the date they 
are processed. 
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(FBI) Federal Criminal History Background Check 
 
 

Completion of this clearance requires registration, fingerprinting, and submitting a copy of the 
results to HACC Office of Human Resources. The steps outlined in this procedure will help you 
successfully complete the clearance.  The clearance cost is approximately $25.25 (subject to 
change). 
 
After the fingerprints are taken, results will be sent to your home mailing address. The return time will 
vary. HACC is unable to view your results, so the employee will need to provide a copy of the results to 
HR. (Blueish form). 
 
Please send a copy of the results to hr@hacc.edu 

 
 

1. Visit the IdentoGO website to register. https://uenroll.identogo.com/ 
 

 
 
 
 
 
 
 

 
 

mailto:hr@hacc.edu
https://uenroll.identogo.com/
https://uenroll.identogo.com/
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2. Enter Service Code - 1KG756 
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3. Select Schedule or Manage Appointment 
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4. Fill out Essential Info: 

a. Legal Name – First Name, Middle Name, Last Name, *Suffix (if applicable) 
b. Date of Birth / Confirm Date of Birth (mm/dd/yyyy – format) 
c. Method of Contact (Email recommended) 
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5. Fill out Citizenship: 

a. Country of Birth (*fields may vary based on selected “Country of Birth” 
i. City of Birth (not required) 

b. State/Province of Birth 
c. Country of Citizenship 

 

 

 
 
 
 
 

6. Provide your responses to the 3 Personal Information questions by checking Yes or No. 

Note: No “Authorization Code” available at this time. 
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7. Fill out Personal Information 

a. Height 
b. Weight 
c. Hair Color 
d. Eye Color 
e. Preferred Language 
f. Gender 
g. Race 
h. Ethnicity 

Note: In the previous section, if you selected Yes to Question 1: “Have you ever used an Alias?” 
you will be required to fill out an Alias field (shown below) before you enter your Personal Info 
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8. Fill out Residential Address 
a. Country 
b. Address Line 1 
c. *Address Line 2 (if applicable) 
d. City 
e. Postal Code 

Note: In the previous section, if you selected No to Question 2: “Is your mailing address the 
same as your residential address?” you will be required to fill out a Mailing Address field 
(shown below) before you enter your Residential Address. 
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9. Select the Documents you will bring to your fingerprint appointment. 

a. Check: Yes or No for “Does the name you are enrolling under match the name on all 
documents selected?” 

Note: You will be required to bring the document(s) selected in this section to your fingerprint 
appointment. 

 

 

 
 

10. Search for a fingerprinting location near you by Postal Code, City and State, or Airport Code* 

a. Click on your desired fingerprint location and select it by clicking Next 
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11. Schedule an Appointment Date and Time // or check box - Walk In.* 
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12. Review/Print your Service Summary 

a. You will be required to bring the following items to your fingerprint appointment: 

i. UE ID – found on Service Summary (see green check mark below) 
ii. Identification document(s) you indicated in #9. Documents (ex. Driver’s License) 

iii. Credit Card, Business Check or Money Order (cash is not accepted) 
 
 

 

$23.85 
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After the fingerprints are taken, results will be sent to your home mailing address. The return time will 
vary. HACC is unable to view your results, so the employee will need to provide a copy of the results. 
(Blueish form). 
 
Please send a copy of the results to hr@hacc.edu 

 

mailto:hr@hacc.edu


Mandated Reporter Training Certification 
 
 

Completion of this clearance requires registration, completing the training course, and submitting 
the certificate of completion to the HACC Office of Human Resources. The steps outlined in this 
procedure will help you to successfully complete the clearance. The clearance cost is FREE. 

 
 

1. Follow Link: https://www.reportabusepa.pitt.edu/ 
 
 
 
 
 
 

2. Select “Registration” (at the top of the page) 
 

https://www.reportabusepa.pitt.edu/


3. Registration Information 

- Complete required/applicable fields 

- Select “Submit” 
 

 
 
 
 
 
 

4. A Username and Password will generate at the bottom of the screen 

- Select “Click here to log in” 
 



5. Login with Username and Password 
 

 
 
 

6. Under “Your Courses” 

- Select “Recognizing and Reporting Child Abuse” 
 

 
 
 

7. Under “PACWRC Course” 

- Select “Recognizing and Reporting Child Abuse” 
 



8. Complete Training (Approx. 3 hours) 
 
 
 
 
 

9. After the Mandated Reporter Training is complete, please send a copy of the 
results to hr@hacc.edu 

*Note: You can send copies via e-mail, fax, or mail. 

- E-mail: hr@hacc.edu 

- Fax: 717-901-4531 

- Interoffice Mail: Ted Lick 205 (Harrisburg Campus) 

- Mail: One HACC Drive, Ted Lick 205, Harrisburg, PA 17110 
 

mailto:hr@hacc.edu
mailto:hr@hacc.edu


Federal Criminal History Background Check (Out-of-State Employees) 
Completion of this clearance requires registration, ink fingerprinting, mailing confirmation email 
and ink fingerprints to IdentoGO, and submitting a copy of the results to HACC’s Office of 
Human Resources. The steps outlined in this procedure will help you successfully complete the 
clearance. The clearance cost is approximately $25.25 (subject to change). 

After the fingerprints are taken, results will be sent to your home mailing address. The return 
time will vary. HACC is unable to view your results, so the employee will need to provide a 
copy of the results to HR. (Blueish form). 

Please send a copy of the results to hr@hacc.edu 
 

1. Visit the IdentoGO website to register. https://uenroll.identogo.com/ 
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https://uenroll.identogo.com/
https://uenroll.identogo.com/


2. Enter Service Code - 1KG756 
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3. Select Submit a Fingerprint Card by Mail 
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4. Read the “Attention!” message and select Continue 
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5. Fill out Essential Info: 

a. Legal Name – First Name, Middle Name, Last Name, *Suffix (if applicable) 
b. Date of Birth / Confirm Date of Birth (mm/dd/yyyy) 
c. Method of Contact (Email recommended) 
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6. Fill out Employer Information: 

Note: Campus addresses for Gettysburg, Lancaster, Lebanon, and York are listed below. 
 

 

 
 
 

Gettysburg: 731 Old Harrisburg Road, Gettysburg, PA 17325 

Lancaster: 1641 Old Philadelphia Pike, Lancaster, PA 17602 

Lebanon: 735 Cumberland St., Lebanon, PA 17042 

York: 2010 Pennsylvania Ave., York, PA 17404 
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7. Fill out Citizenship: 

a. Country of Birth (*fields may vary based on selected “Country of Birth”) 
i. City of Birth (not required) 

b. State/Province of Birth 
c. Country of Citizenship 
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8. Provide your responses to the 4 Personal Information questions by checking Yes or No. 

Note: Authorization Code not available at this time. 
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9. Fill out Personal Information 

a. Height 
b. Weight 
c. Hair Color 
d. Eye Color 
e. Preferred Language 
f. Gender 
g. Race 
h. Ethnicity 

Note: In the previous section, if you selected Yes to Question 1: “Have you ever used an Alias?” 
you will be required to fill out an Alias field (shown below) before you enter your Personal Info 
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10. Fill out Residential Address 
a. Country 
b. Address Line 1 
c. *Address Line 2 (if applicable) 
d. City 
e. Postal Code 

Note: In the previous section, if you selected No to Question 2: “Is your mailing address the 
same as your residential address?” you will be required to fill out a Mailing Address field 
(shown below) before you enter your Residential Address. 
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11. Payment 

a. Use the “Pay With Credit Card” option 
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12. Print confirmation email 

a. You will receive a confirmation email that includes a barcode. You will need to print this 
email and include it with your ink fingerprints to be sent to IdentoGO. 

 
 

13. Ink fingerprints 

a. Go to a local police station and have ink fingerprints taken on an fd-258 fingerprint card. 

Note: Most police stations should have the fd-258 fingerprint cards. 

Note: Police stations may charge an additional cost for the ink fingerprint rolling. 
 
 

14. Mail the confirmation email and ink fingerprint card in the same envelope to the 
IdentoGO address listed below for processing. 
IDENTOGO 
CARDSCAN DEPARTMENT - PA 
340 SEVEN SPRINGS WAY, SUITE 250 
BRENTWOOD, TN 37027  

 
 

15. After submitting the information to IdentoGO, you should receive the clearance results in the 
mail in approximately 2 – 3 weeks. Please send a copy of the results to hr@hacc.edu. 

Note: You can send copies via email, fax, or mail. 

- Email: hr@hacc.edu 

- Fax: 717-901-4531 

- Interoffice Mail: Ted Lick Administration Building, room 205 (Harrisburg Campus) 
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mailto:hr@hacc.edu
mailto:hr@hacc.edu


PA State Police CHRI 
 
 
Completion of this clearance requires the employee to issue a request, obtain the results, and submit a 
copy of the results to the HACC Office of Human Resources. The steps outlined in this procedure will 
help you to successfully complete the clearance. The clearance cost is $22.00. 

 

1. Follow Link: https://epatch.pa.gov/home  
 
 

2. Select “Submit a New Record Check” 

 

https://epatch.pa.gov/home


3. Accept “Terms and Conditions” 
 

 

 
 



4. Check “Individual Request” 

- Select “Continue” 
 
 



5. Fill out “Requestor Information” 

- Enter: 
a. “Reason for Request”: Employment 

b. “Requester Information”: Fields with red asterisk are required 

- Select “Next” 

 
 



6. “Review Requester 

Information” Select 

“Proceed” 

 



7. Fill out “Record Check Request Form” 

*Note: Fields with a red asterisk are required 

- Select “Submit this Request” 



 
8. Select “Submit” 

 
 

9. Select “Checkout” 
 



10. Enter credit card information 

- Select “Pay With Your Credit Card” 
 



11. “Record Check Request Results” 

- Select “Control #” 

*Note: “Control #” starts with R 

 

 
 
 
 
 

12. Select “Certification Form” 
 



13. Print or Save Certificate 

 
14. After the PA State Police CHRI is complete please send a copy of the 
results to Human Resources* 

*You can send copies via e-mail, fax, or mail. 

● E-mail: hr@hacc.edu 

● Fax: 717-901-4531 

● Interoffice Mail: Ted Lick 205 (Harrisburg Campus) 

● Mail: 1 HACC Drive, Ted Lick Administration 205, Harrisburg, PA 17110 

mailto:hr@hacc.edu
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