FBI Clearance Process for Student Teacher Supervisors
FBI Fingerprint Clearance:
· The cost is $27.00and may be paid via credit card

· Results generally take 24-48 hours

· Process:

a. Individuals must pre-register online at https://www.pa.cogentid.com/index_pdeNew.htm (see screenshot below)
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i. You will receive a Registration Number – you MUST write this number down and provide it to Stacie Kranzley in the HR Office.  Results can only be reviewed by the HR Office.  Results cannot be obtained without the registration number

b. Once the individual has registered online you go to any LiveScan fingerprinting site (locations/hours available at https://www.pa.cogentid.com/index_pdeNew.htm) under the “Print Site Locations” section)
PA State Police and Child Abuse Clearances:
· Will be processed by the HR Office through our third party vendor, CBY Systems, Inc.
· Please follow all instructions received via e-mail from the vendor and the HR office to complete these two clearances.
FBI Background Check Reimbursement Process:

· Complete and sign the Background Check Reimbursement Form

· Attach your receipt for the FBI clearance 

· Submit the completed and signed form and all receipts to Diane Copenhaver in the HR office via fax, hard copy, or e-mail.

· Fax #: 610-436-3471

· E-Mail: dcopenhaver@wcupa.edu
· Hard Copy: deliver to HR Office, Attn: Diane Copenhaver, 201 Carter Dr. Ste. 100

· Once approved by HR the form will be sent to Accounts Payable for processing

