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Child Abuse Clearance - Step by Step Guide 
Note: This is separate from the Child Abuse/Mandated Reporter Training Certificate for licensed 
professionals. Penn State Health will not accept “Volunteer” Child Abuse clearances – we 
only accept clearances done for “Employment” purposes. 
 

 If you have completed the Child Abuse History Clearance through the PA Department of 
Human Services for “Employment” within the past 5 years, you can access this by logging 
into your account at https://www.compass.state.pa.us/cwis/public/home.  
 

 For account support with retrieving a preexisting clearance, please call 877-343-0494 

Instructions 
 

How to Register 

1. Click “CREATE INDIVIDUAL ACCOUNT.” 
 

2. Click “NEXT” 
 

3. Fill in the blanks and click “FINISH” 

     A temporary password is then emailed to the candidate. 
 

4. You have just created your account. Next, you will receive 2 emails. 

a. One will contain your user ID and another will contain your temporary password. 

b. Go back to the main page of the site, click "INDIVIDUAL LOGIN” 

c. Log in using these credentials 
 

5. Once you log in, click on “ACCESS MY CLEARANCES” 
 

6. Read the disclosure, then hit “CONTINUE” at the bottom 
 

7. You should now be at the login page. Enter your login credentials. 
 

8. You will next be directed to change your password and redirected to the login screen again to
 login with the new password. 

     Once logged in, there’s a Terms and Conditions page, click “NEXT” at the bottom right. 
 

9. Review the next disclosure and click “CONTINUE” 
 

10. Click on “CREATE CLEARANCE APPLICATION” 
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11. After clicking the above option, you will be redirected to the following page where you will 
 click “BEGIN” in the bottom right corner 

 

12. You will now be asked to provide an application purpose. 

Select “Individual 14 years of age or older who is applying for or holding a paid 
position as an employee with a program, activity or service, as a person 
responsible for the child’s welfare or having direct contact with children” 

 

Note: This is the only option that will be accepted for employment at Penn State Health, so 
please select carefully. 

 

       Then, click “NEXT” in the bottom right corner. 
 

13. Next you will be directed to the Applicant Information Section. 

        Complete all fields as requested. Click “NEXT” at the bottom of the screen when finished. 
 

14. Complete Current Address section. Click “NEXT” at the bottom of the screen when finished. 
 

15. You will be directed next to the Previous Address section. Complete as requested. 

        Click “NEXT” at the bottom of the screen when finished. 
 

16. The next section to complete is Household Members. Click “NEXT” at the bottom of the 
 screen when finished. 

 

17. Next section is the Application Summary. Complete as requested. 

        Click “NEXT” at the bottom of the screen when finished. 
 

18. The next section is the e-Signature page. Complete as requested. 

        Click “NEXT” at the bottom of the screen when finished. 
 

19. The final section is the Application Payment section. 

        Select “NO” for the question “Did an organization provide a code for your application?” 

        Then select “MAKE A PAYMENT” at the bottom right. 
 

20. Enter your credit card payment information for $13.00, and select “Pay With Your Credit 
 Card” 

 

Payment Information 
 

Results 
 

How to Submit Clearance to Penn State Health 
 

Child Abuse Clearance Sample 
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How to Register 
 

Once you click on the link that directs you to the PA Child Welfare Portal (Compass site) 
(https://www.compass.state.pa.us/CWIS), you will create an account. The steps for this are as 
follows: 
 

1. Click “CREATE INDIVIDUAL ACCOUNT.” 
 

 

 

2. Click “NEXT” 
 

 



Click here to return to top 

3. Fill in the blanks and click “FINISH” 
 

 

 

 

 

A temporary password is then emailed to the candidate. 
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4. You have just created your account. Next, you will receive 2 emails.  
 

a. One will contain your user ID and another will contain your temporary password.  
 

b. Go back to the main page of the site, click "INDIVIDUAL LOGIN” 
 

c. Log in using these credentials  
 

      

 

 

 

5. Once you log in, click on “ACCESS MY CLEARANCES” 
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6. Read the disclosure, then hit “CONTINUE” at the bottom 
 

 

 

7. You should now be at the login page. Enter your login credentials. 
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8. You will next be directed to change your password and redirected to the login 
screen again to login with the new password.  

Once logged in, there’s a Terms and Conditions page, click “NEXT” at the 
bottom right. 
 

      
 

9. Review the next disclosure and click “CONTINUE” 
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10. Click on “CREATE CLEARANCE APPLICATION” 
 

 

 

11. After clicking the above option, you will be redirected to the following page 
where you will click “BEGIN” in the bottom right corner 

 

 



Click here to return to top 

12. You will now be asked to provide an application purpose.  

Select “Individual 14 years of age or older who is applying for or holding 
a paid position as an employee with a program, activity or service, as a 
person responsible for the child’s welfare or having direct contact with 
children” 

 Note: This is the only option that will be accepted for employment at 
Penn State Health, so please select carefully. 

 

Then, click “NEXT” in the bottom right corner. 
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13. Next you will be directed to the Applicant Information Section.  

Complete all fields as requested. Click “NEXT” at the bottom of the screen when 
finished. 
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14. Complete Current Address section. Click “NEXT” at the bottom of the screen 
when finished.  
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15. You will be directed next to the Previous Address section. Complete as 
requested. 

Click “NEXT” at the bottom of the screen when finished. 
 

 

 

 

16. The next section to complete is Household Members. Click “NEXT” at the bottom 
of the screen when finished. 
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17. Next section is the Application Summary. Complete as requested.  

Click “NEXT” at the bottom of the screen when finished. 
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18. The next section is the e-Signature page. Complete as requested.  

Click “NEXT” at the bottom of the screen when finished. 
 

 
 

19. The final section is the Application Payment section.  

Select “NO” for the question “Did an organization provide a code for your 
application?”  

Then select “MAKE A PAYMENT” at the bottom right.  
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20. Enter your credit card payment information for $13.00, and select “Pay With 
Your Credit Card”  

 

 

 

Payment Information 
You will be required to pay the $13.00 fee up front by credit card. After you submit the clearance to 
Penn State Health, you may request reimbursement via Employee Expense Management (XM) – you 
will need to submit this request within 60 days after your start date and attach your 
receipt/proof of payment to be reimbursed. 

You will receive instructions on how to submit for this reimbursement in their first week of 
employment. Please do not send receipts to HR Clearances – only send the clearance documents.  

 

Results  
You will receive an email when your results are ready in the state website. You will need to log in to 
access your results. Please check junk mail folders for this email confirmation.  

You must retrieve the clearance from the website where you applied at by logging back 
in at https://www.compass.state.pa.us/cwis/public/home. You may log in even if you 
didn’t receive the email. 
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How to Submit Clearance to Penn State Health 
Penn State Health does not receive any clearance documents from the state directly – the individual 
will need to provide the clearance documents to PSH.  

Please send your clearance by email to your Preboarding Coordinator as a PDF or JPEG 
file when requested. If you have any questions regarding how to submit your clearance, please 
contact the HR Solution Center at 717-531-8440.  

 

Child Abuse Clearance Sample 

 


