
UNPAID INTERN 

INSTRUCTIONS FOR  

BACKGROUND CHECKS & CHILD ABUSE CLEARANCES 

 

Please read the instructions carefully regarding the forms that are necessary for your Unpaid 

Internship position.  Unpaid Interns are required to pay for the cost of the necessary clearances.  

Background checks and clearances (originals only) will be required to start your internship.  

Failure to provide the necessary documents will delay the start of your internship! 

 

Based on your residency and number of years as a resident, please follow the 

instructions for either A OR B. 
 

A.  If Your Home Address is in Pennsylvania AND you have been a resident of 

PA for 10 Consecutive years, order #1 and #2.   
 

1.  PA Criminal Background Information Request Form:   

- On-line submission at www.psp.state.pa.us under the “How To” Section, Obtain a 

Criminal History Record. 

 

2.  Pennsylvania Child Abuse History Clearance:   

-  On-line submission at https://www.compass.pa.us/CWIS/public/home . 

-  Click on Create a New Account; follow the instructions to obtain your clearance. 

-  When you arrive at the Application Purpose Section, click/enter the following: 

 *  Application Purpose = Volunteer 

 *  Volunteer Category = Other 

 *  Agency Name = WellSpan Health  

-  Be sure to enter your social security number!  If you do not enter it, there is a 

guaranteed delay in receiving your clearance due to more investigative work by PA!    

 

NOTE:  If you have already obtained a PA Child Abuse History Clearance dated after 

1/1/15 and it is within 36 months of the start of your Unpaid Internship position, please 

provide Volunteer Services with the original certificate.  We are able to utilize this 

clearance and you will not be required to order a new clearance.   

   

B.  If Your Home Address is outside of Pennsylvania OR you have not been a 

resident of PA for 10 consecutive years, order #3: 
 

3.  FBI Background Report:   

-  Requestor will need to register at https://www.pa.cogentid.com/index_dpw.htm .   

   NOTE:  Please be sure you are on the PA Department Cogent Website, NOT the other  

   ordering websites, such as Dept of Education, Transportation, Banking, etc.   

-  Under the Registration tab, click on “Register On-Line” and follow the instructions.   

   NOTE:  Under the section for reason, please mark “Employment with significant  

   likelihood of regular contact with children.”   

-  Information regarding the PA fingerprinting sites (locations, hours of operation, etc.)  

   and what documentation/identification process can be found on the above site as well.  
     NOTE:  If you unable to visit a PA Cogent location, you are permitted to obtain  

fingerprint cards at a police station in your state.   Cogent will charge you an extra fee for 

special processing.  Please be sure to check the box at the top of the registration page 

marked “Do not check this box unless you have prior approval.”  WellSpan Health does 

have approval for Unpaid Interns to obtain fingerprint cards.  Please follow the instructions 

for fingerprint cards.  
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