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The Faith-Justice Institute Service-Learning Program​  
Screenshot Instructions: Applying for PA Criminal Background Check and PA Child Abuse Reports 

 
●​ Please note there are four (4) potential distinct clearance requirements (PA Criminal Record Check, PA 

Child Abuse Check, FBI Fingerprinting Check and Minors on Campus Video Training). Some Community 
Partners require additional reporting training, a record of a recent physical, flu show, or TB screening.  

●​ Your required clearances are according to your community partner organization placement 
(CPO). These can be found on your CPO placement description found at 
www.sju.edu/ServiceLearningStudents. 

●​ If any of your background checks are returned with a reported record, please contact Jill Welsh, Director 
of the Faith-Justice Institute, at jamitran@sju.edu or 610-660-1765 to schedule an appointment to 
discuss this as soon as possible. 

●​ The only clearance with a financial cost is the FBI Fingerprint clearance. You will be required to pay at 
the time of fingerprints. You will need to have a credit/debit card or money order to complete the FBI 
Fingerprint check.  

■​ Please note, if paying the cost of the clearance upfront presents a hardship, please contact Danielle 
Critelli at dcritell@sju.edu or 610-660-1334 to make alternate arrangements.  

■​ You will be reimbursed for this charge if you submit the receipt for reimbursement and have 
uploaded all clearances to the Nest.   

●​ Apply for your clearances with the specific directions on the next pages. Links for websites and 
instructions are available on the Faith-Justice Service-Learning website. Use a computer where you can 
save and upload confidential documents, as well as have access to a printer. 

■​ Clearances are turned into the Nest by the due date in order to begin service on time. For 
each clearance, upload to the appropriate option in the dropdown, and you will be able to 
upload the file from your computer. 

●​ Copy the clearance report/certificate document to your computer/flash drive. SJU Nest/Banner does 
not work with all file formats. All files must be saved as PDF or screenshot as an image. Banner can 
only receive those formats. (How do I convert a file to PDF?) 

■​ Copies of CPO required clearances must be handed into your CPO supervisor your first week 
of service. Please print off copies of each clearance to turn into your supervisor. 

Reminders: Clearances Due Date: Upload all correct clearance certificates to the SJU Nest “student 

clearances” link by January 31 by 11:59pm    

 

*All clearances are required to be uploaded to the Nest before you begin service.  

*If you do not complete and upload your clearance requirements, you are not allowed to begin service 
and will be asked to sit out until all clearances are completed.  
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Screen Shot Instructions: PA Criminal Background Check 
1.​ Begin on the homepage: https://epatch.pa.gov/home 
2.​ Click on “New Record Check- Volunteers Only” 

​  
3.​ Read the “Terms and Conditions for the use of PATCH” and if you comply, click the checkbox to 

proceed. 
4.​ Enter in your personal information. For Volunteer Organization Name, list “Saint Joseph’s 

University” 
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5.​ After clicking Next, confirm your personal information and click proceed. 
6.​ On the next page, it will ask you to enter more personal information to run the background check. 

Fill out as much information as possible before clicking submit.  
7.​ After clicking submit, the form gives you a chance to review your information before requesting 

the background check. After reviewing all of your inputted information, click submit. 
8.​ The website will process the information, and it is possible the site produces the report 

immediately.  
9.​ To access your result, click on the control number, which is in blue and begins with “R” 

 
a.​ You can also return to the homepage and click on “Check the status of a record check” and 

enter in your control number (emailed to you after submitting application) full name, date 
of request (from email). 

 
 

10.​By clicking on the control number, a new site will load and produce your results. 
11.​In order to complete this process, click on “Certificate Form” 
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12.​The next page produces your certificate, which you can save and print. This certificate is what you 
should upload to the Nest and turn into your CPO/placement supervisor on your first day of 
service. Instructions to Upload to the Nest are the last page of this document.  
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Screen Shot Instructions: PA Child Abuse Clearance 
1.​ Begin on the homepage https://www.compass.state.pa.us/cwis/public/home 
2.​ Select “Create a Individual Account” if first time doing clearances online or “Login” 

 
3.​ Read the general instructions and click next. 
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4.​ You will create your own personal Keystone ID. Once you submit your information, you’ll receive a 
temporary password via email 

 
 

5.​ “Log-in” and use your Keystone ID and temporary password 
6.​ Create your permanent password  

a.​ We strongly suggest that you record your ID and password  
7.​ Once you are logged in with your permanent password, review the disclosures (follow prompts) and 

select “Create Clearance Application” 
8.​ Follow the prompts to complete the application. You might need to enter personal information, all 

previous housing locations and names of those you lived with.  
9.​ Your reason for the clearance is “volunteer.” 

a.​ Please note when prompted for Certificate Delivery Method, in order for your clearance to be 
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processed electronically check NO 
10.​Click on “Finalize and Submit Application” You should not be charged for this clearance.  
11.​You will receive an email notice when the background check is finished processing; it can take up to 

~14 business days 
12.​Download the clearance certificate. Save your results on your computer/flash drive.  

 
 

 
Submitting Your Background Check Reports: must be completed before the start of service  

 
This is a two part process.  

1.​ You need to upload your required background reports and certificates to the Nest by the due date 
2.​ and bring copies of your reports to the community partner placement your first week of service 

 
Instructions for Uploading to the Nest 

1.​ Double-check that you have all the necessary clearance reports and certificates saved to your 
computer or flash drive. You want to upload your completed background check reports and 
Minors on Campus Certificate. 

2.​ Login to SJU Nest using your SJU student login. 
3.​ On the home screen, 

●​ find “Student” under “Administrative services” and click on “Student clearances”  
●​ That brings you to an “Upload Documents” page.  
●​ Click the dropdown for “document type” and select “Faith-Justice Institute, 

Service-Learning” as your department.  
●​ Upload the correct document for each requirement. Please make sure you are uploading 

the certificates of each clearance check, not a screenshot of your account page. For proper 
images, please see this folder. 
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