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	300.1  BACKGROUND CHECKS
  
Act 34 of 1985 specifies that employees of public and private schools hired as of January 1, 1986 must undergo background checks.  Job applicants must follow the procedures listed below in order to secure the required check.

Procedure for Pennsylvania Residents

1.  Applicant must secure Form SP4-164 - Pennsylvania State Police Request for Criminal
      History Record Information (Form SP4-164 is available from in the office and at State Police
     stations).
2.  Applicant completes Parts I and IV only (Part I - Ignore SID No. and OTN or OCA No. if
     none or not known).
Part I - Aliases includes Maiden Name.
Part II - Check boxes for Noncriminal Justice Agency - Individual (Requester Identification) and Noncriminal Justice Employment (Reason for Request).
Part IV - Check box for Individual - Noncriminal Justice Agency - $10 fee enclosed. Information in Part IV is the job applicant’s name, address and telephone number.
3.  Applicant submits the completed Form SP4-164 along with a check for $10 to the address on
     the reverse side of the form.
Checks should be made payable to the Commonwealth of Pennsylvania.
Personal checks are acceptable.
4.  State Police will return background check directly to the applicant within four weeks.
5.  Applicant presents background check information to prospective employer. (Background
     check is good for one year from date of return to applicant).

Procedure for Non-Residents

1.  Follow same procedures outlined in Steps 1 and 2 for Pennsylvania residents, filing Form
     SP4-164 - Pennsylvania State Police Request for Criminal History Record Information.
2.  Applicant must secure an FBI Fingerprint Card from the office or Pennsylvania Department
     of Education, Bureau of Basic Education Support Services, 333 Market Street, Harrisburg,
3.  Fingerprinting agency should complete the required portions of the Fingerprint Card (Name,
     address, sex, Social Security Number, date of birth).
4.  Under reason fingerprinted place these words, “APPLICANT SCHOOL EMPLOYEE.”
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5.  Applicant takes the Card to the State Police station or local police station for fingerprinting.
6.  Applicant signs the Card and secures a $14 certified check, cashier’s check or money order
     payable to the Federal Bureau of Investigation.  No personal checks accepted.
7.  Applicant submits all of the following in one envelope to the State Police at the address noted
     on the reverse side of Form SP4-164. (Fingerprint Card may not be folded).
a. Completed Form SP4-164.
b. $10 check to Commonwealth of Pennsylvania.
c. Set of fingerprints on the completed FBI Card.
d. $14 check to the FBI.
8.  FBI background check information will be returned to the Department of Education in four to
     six weeks.  The Department will forward the FBI information to the applicant immediately.
9.  Applicant presents FBI background check information to prospective employer. (Background
     check is good for one year from the date of return to applicant).
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