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Dear Volunteer,  

Thank you for offering your time and talents to volunteer with The Willow Grove Bears. 
According to PA State law, all volunteers are required to undergo a background check before 
they are permitted to work with children and youth. Please have this information in by July 1st, 
2020. Unless you have provided adequate documentation that your clearances are in process, 
you will not be able to volunteer with our organization. If you already have your clearances 
please upload them to your profile when you register as a coach or parent volunteer. The 
clearances are good for 5 years. The process consists of the following:  

1. Child abuse history clearance through ChildLine (a Pennsylvania state agency)  
2. Criminal record check from the Pennsylvania State Police  
3. Signed Affidavit of Volunteer for those who meet the PA residency requirement or an 

FBI fingerprint check (for those who do not meet the PA residency requirement)  

(Please note, if you have the criminal and child abuse clearances because you volunteer 
through another agency, you can submit copies of those if they are dated within the past 5 
years. If you have lived in PA for the past 10 years, you will still need to sign and submit our 
Affidavit of Volunteer form.)  

Here are the steps to complete the process:  

1. Child Abuse History Clearance:  
1. The law specifies that you, the volunteer, must go to the Child Welfare Portal 

web site (https://www.compass.state.pa.us/cwis) and request the child abuse check 
using the procedure described on the attached sheet. If you need help or don’t 
have access to a computer, please contact us to make an appointment and I will 
help you to enter your information.  

2. Any volunteers who work with those under the age of 18 are considered 
mandatory reporters of known or suspected child abuse. As a mandatory 
reporter, volunteers are required by law to report suspected child abuse directly 
to ChildLine. Failure to do so may result in criminal charges. Attached is a 
document entitled “Look Out for Child Abuse” that includes the definition of 
child abuse and the process for reporting abuse according to the State of 
Pennsylvania. Please read the document so that you will be informed as to how 
to handle a suspected case of abuse.  
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2. PA state criminal clearance – go to https://epatch.state.pa.us/Home.jsp to complete - see 
attached instructions.  

3. Affidavit or Finger Printing:  
1. If you have been a resident of PA for the previous 10 years in their entirety, 

please complete and return the attached Affidavit of Volunteer for Children’s 
Programs. You will not need to be fingerprinted.  

2. If you have not lived in PA for the past 10 years in their entirety, you will need to 
be fingerprinted. Please go to the IdentoGO website and schedule a fingerprint 
appointment. The website and service code that you need is listed on the 
attached sheet. The cost of the clearance is $23.  

Thank you for volunteering!  

Niccole Little 

Willow Grove Bears Secretary 

WGBEARS@GMAIL.COM 

Procedure for Requesting a ChildLine Child Abuse Clearance 
Report:  

*Note – If you have completed this process to volunteer with another organization, you can skip these steps and instead sign into your 

account at the website listed below to print a copy  

1. Go to the Child Welfare Portal (CWP) at https://www.compass.state.pa.us/CWIS  
2. Click on the box labeled CREATE INDIVIDUAL ACCOUNT  
3. Click Next at the bottom of the General Information page  
4. Enter your Profile information. Please note that you will be asked to create a Keystone 

ID (6 to 10 characters of your choosing). Please remember this ID so you can enter it at 
Step 7 below.  

5. When you have entered all of your Profile information, click Finish at the bottom of the 
page.  

This completes the first part of the process. The state will immediately send you an email 
confirming the creation of your Keystone ID. You will also receive a second email that contains 
your temporary password.  

6. Go back to the CWP web site at https://www.compass.state.pa.us/CWIS  
7. Click on the box labeled LOGIN. Enter the Keystone ID that you created in Step 4. Enter 

the temporary password you received via email.  
8. Create a permanent password when prompted by the web site  
9. Follow the steps required to apply for a child abuse history clearance. Some tips are 

listed below:  
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1. Under “Application Purpose”, click the first option, “Volunteer Having Contact 
with Children”. On the dropdown box, click “Other” for the Volunteer Category 
and then put Willow Grove Bears as the Agency Name.  

2. On the next page, titled “Applicant Information”, click the + sign to add previous 
names/nicknames (including maiden names) and/or contact information.  

3. At the bottom of the third page, under “Certificate Delivery Method”, I suggest 
that you request it to be emailed this way you can get it right away and save it to 
your computer.  

4. The fourth page will direct you to add previous addresses. Click the + sign for 
each additional address. They ask for everywhere you have lived since 1975. 
Please just put what you know and do not stress over those you do not 
remember.  

e. The eighth page, titled “Application Payment” will ask if you were given a code from the 
organization. If you have not completed this form in the past 57 months, you do not need a 
code in order for it to be free of charge.  

You will be notified by email when your background check is complete. If you elected to have a 
paper copy mailed to you, please submit it when it comes. If not, please print it when you get 
and upload to the registration website so it is on file. 

Procedure for Completing the PA Criminal History Record 
Check:  

1. Go to https://epatch.state.pa.us/Home.jsp  
2. Click on New Record Check (Volunteers Only)  
3. Check box and click “Accept”  
4. Complete page listing Willow Grove Bears as the Volunteer Organization Name and 267-

495-4290 Volunteer Organization Telephone Number. All other info can be your own.  
5. Complete your personal information and click “Enter this Request”  
6. Click “View Queued Record Check Request  
7. Click “Submit”  
8. Once the status is updated (should happen within 30 seconds), click on the Control # 

next to your name  
9. Click on “Certification Form” and print this form  
10. Upload the Form to the registration website 

Procedure for Obtaining FBI Fingerprint Clearance  

*Note – this is only necessary if you have not lived in PA for the past 10 
years consecutively  



1. Go to the IndentoGO website at https://uenroll.identogo.com and enter the following 
service code to schedule your ten-minute fingerprint appointment.  

Service Code: 1KG6ZJ 

 

2. When you go for your appointment, be sure to take an acceptable form of identification 
(i.e. driver’s license, state ID card, passport). For a complete list of acceptable 
documents, please check the website. 

3. The Department of Human Services will mail you the results. As soon as you get them, 
please submit them to the church office. This may take 7 – 14 days.  

 

 

 


