
WELCOME
To the School District of Lancaster’s 

Safe Kids Gateway

THANK YOU for your interest in volunteering with the School District of 
Lancaster!  We know that we cannot do this work alone, and we are thrilled to 
have parents and community members share their time and talents with our 

students.  

Pennsylvania has multiple requirements of individuals who volunteer with 
children, and this system makes it easier to comply with all of them.  Please 

follow along for a “how-to” about uploading all necessary and required 
personal information and clearances.



VOLUNTEER INFORMATION

• To find the link to the Safe Kids Gateway system and more 
information about clearances, please visit the School District of 
Lancaster Website at:
https://sdlancaster.org/inspire/volunteers/
Here, you will find more information about the Safe Kids Gateway, 
links to all necessary clearances, SDoL Volunteer Guidelines and 
School Board Policies relevant to SDoL Volunteers.

https://sdlancaster.org/inspire/volunteers/


BEFORE YOU BEGIN
• Please note that if you have ALL of the required clearance documents on-hand, this process can 

take as little as 15 minutes.  If you do not have all required documentation, you will need to 
obtain the correct clearances, and that can take some time. Feel free to begin by creating an 
account and adding all personal information—you can always log back in to upload the 
documentation needed. Safe Kids will also email you to let you know what you are missing.

• This system is mobile friendly, so you can take pictures of all the documents and upload them 
directly from your phone; please just make sure that all necessary information is fully visible and 
not blurred.

• The Required Documentation/Clearances are as follows:
• Child Abuse History Certification

• Pennsylvania State Police Response for Criminal Record Check

• FBI Fingerprinting Clearance OR Signed PA Residency Disclosure Form

• Signed Act 24 Arrest/Conviction Report

• Negative TB test *only if volunteering for 10+ hours a week, on a regular basis

https://www.compass.state.pa.us/cwis/public/home
https://epatch.state.pa.us/
https://uenroll.identogo.com/
http://keepkidssafe.pa.gov/cs/groups/webcontent/documents/document/c_160267.pdf
https://www.education.pa.gov/documents/teachers-administrators/background Checks/arrest or conviction form.pdf


Beginning an Application

1.   If you are new to the Safe Kids system, please create an account by 
clicking on the LancasterPA Safe Kids Link.

https://cas.lancaster.k12.pa.us/cas_LancasterPA


Beginning an Application
2.   Hit Start on the page that reads “Welcome to the School District of      
Lancaster Background Clearance Upload Portal…”



Beginning an Application

3. Begin creating your account by choosing a Username and Password. 
(I like to choose something I will easily remember).  Please provide 
your email address—you will need it if you forget your password!  
Please note that no one at the School District of Lancaster will be 
able to help you reset your password.  It is done solely through the 
Safe Kids platform.

Write down your login information somewhere safe!



Beginning an Application
4. Please provide your name as it appears on your valid photo ID.  Please make 

sure to select “Yes” if you would like a link to take pictures of your clearances 
and upload via your mobile phone! (This strategy is highly recommended, if you 
have a smart device.

*You may also choose to upload scanned documents directly from a computer.



Beginning an Application
5.   On the next page, please select the correct service for which you are applying: 

Volunteer or Contractor.  The process may differ, depending on your role. Please also list any 
and all organizations/agencies you are volunteering with.

Volunteering with 
students for 10+ hours a 
aweek on a regular basis 
will trigger the need for 
documentation of a 
negative TB test.



Beginning an Application
6.   On this screen, please take time to read the School District of 
Lancaster’s Volunteer Agreement. You will need to provide your 
electronic signature, by typing in your name, indicating that you have 
read and understood the agreement. (You do not need to print this 
form)



Beginning an Application

7.   On the next screen, please fill out all of your personal information 
(name, email, address, phone number, etc.)  None of this information 
will be shared with anyone outside of the School District of Lancaster.



Beginning an Application
8.   The rest of the application will ask for the appropriate clearance 
documentation.  Please make sure you have the following documents available 
to upload:
• Signed Act 24 (Arrest / Conviction Report and Certification Form)

• Act 34 Pennsylvania State Response for Criminal Record Check

• Act 151 Pennsylvania Child Abuse History Certification

• Fingerprinting Waiver OR Federal Criminal History Background Check

The System will give you opportunities to upload your documentation by 
browsing your computer:

Keep going for more information about those clearances and how to apply for them.



Act 24 Arrest/Conviction Report

• Please click here to download, print, and complete this form. It requires 
your signature, certifying that you have not been arrested or convicted of 
any of the enumerated offenses. The Safe Kids system will also print you a 
copy, if you do not already have one, at the end of the account-creation 
process.

• Once the form has been filled out, please upload it to Safe Kids by either 
your computer or your mobile device.

• Please also make sure to click on the appropriate responses to the 
questions in the Safe Kids Gateway, and provide your electronic signature.

• *Nothing you disclose on this form will be shared outside of the School 
District of Lancaster and will only be used to determine eligibility for 
volunteering.

https://www.education.pa.gov/documents/teachers-administrators/background Checks/arrest or conviction form.pdf


Act 24 Arrest/Conviction Report

Safe Kids will print you a 
copy of the form to sign, or 
you can download it from 
these instructions OR go to 
the District Website for 
download.

Electronic Signature



ACT 24 
ARREST/
CONVICTION 
REPORT 
Example



Act 34 Pennsylvania State Police Response for 
Criminal Record Check

• Please click here to begin an application for this clearance, if you do 
not already have one.  This clearance is free for volunteers and is valid 
for a five year period of time. 

• Make sure to upload only the Pennsylvania State Response for 
Criminal Record Check when you are finished. (This page has the Pennsylvania 
State Seal in the background—please see the next page for an example.)

• *Nothing disclosed on this clearance will be shared outside of the 
School District of Lancaster and will only be used to determine 
eligibility for volunteering.

https://epatch.state.pa.us/


ACT 34 PA 
STATE 
CRIMINAL 
HISTORY 
REPORT



Act 151 Child Abuse History Certification

• This clearance certifies if the applicant is named in the statewide database as an 
“alleged perpetrator in a pending child abuse investigation or as the perpetrator 
of a founded report or indicated report.” It is free for volunteers to apply and is 
valid for a 5 year time period.

• You may apply for this clearance by visiting this site. Please note, this clearance 
can take some time to fill out as it will ask for all addresses at which you 
have lived since 1975. (If you cannot remember everything exactly, that’s 
okay!)

• After you apply, you will receive a link to access the clearance via email. Please 
upload the Child Abuse clearance you receive by accessing that link. It can take 
some time for this clearance to come back, so please apply well in advance of 
when it is needed.

• *None of the information provided through this clearance will be shared with 
anyone outside of the School District of Lancaster.

https://www.compass.state.pa.us/cwis/public/home


ACT 151 
CHILD LINE 
CHILD 
ABUSE 
CLEARANCE



Fingerprinting Waiver / PA Residency 
Disclosure Form***(volunteers only)

• If you have been a resident of Pennsylvania for the past continuous 10 
year period, you may be eligible to complete and submit the PA 
Residency Disclosure form (Waiver) instead of the FBI Report.

• If you DO qualify for the waiver, you must print and sign the 
document and upload it to Safe Kids. Please print this document by 
clicking here. A Waiver document will also be produced by the Safe 
Kids Gateway system once you complete your application. When you 
upload it, please make sure you upload the page with your signature.

• If you DO NOT qualify for the waiver, you must complete the FBI 
Fingerprinting Clearance (more information to follow).

http://keepkidssafe.pa.gov/cs/groups/webcontent/documents/document/c_160267.pdf


FBI 
Fingerprint 
Waiver

Electronic Signature

You can print the document through Safe 
Kids, or by downloading it through these 
instructions.



FBI 
Fingerprint 
Waiver

Please make sure the part 
of the document with 
your signature and date is 
what is uploaded to the 
Safe Kids site.



FBI Fingerprinting Clearance

• If you do not already have an FBI clearance or Waiver, you must apply for 
one by making an appointment to have your fingerprints taken by visiting 
the Identogo site. Contractors MUST complete the FBI clearance.

• The correct Service Code for School Volunteers is: 1KG6Y3
• The correct code for a Contractor is: 1KG6XN
• This process can take some time, and there are currently (as of October 

2019) only two places in Lancaster County to get your prints taken—the 
Ephrata Public Library, and the Elizabethtown Public Library. When you 
have had your prints taken, please make sure you KEEP YOUR RECEIPT as 
you will need to provide the Registration ID (UE ID Number).

• *None of the information provided through this clearance will be shared 
with anyone outside of the School District of Lancaster. 

http://keepkidssafe.pa.gov/cs/groups/webcontent/documents/document/c_160267.pdf
https://uenroll.identogo.com/


FBI 
CLEARANCE



ALMOST DONE!
9.   After you have finished uploading your clearances, please certify 
that you have completed your clearance information, and you will have 
the chance to review the information entered. You may also print out a 
checklist that will tell you anything you may be missing.



ALMOST DONE!

• Once you have finished completing the application, please print your 
forms. If you are waiting on any of your clearances, you will need to 
log back into Safe Kids Gateway to upload the forms once you have 
them, so please be sure to save your username and password 
somewhere secure!  After all of your information has been uploaded 
and received by the District, you will get an email from the Safe Kids 
system stating whether or not you are able to volunteer.

• If you are approved to volunteer, please print your Volunteer 
Certification Form to bring with you to any of the District’s buildings, 
and present it to the school secretary.



ALMOST DONE!

• If you have signed up for the Mobile Alerts/Links, and you are still 
missing any documents, you will receive a text that looks like this:



ALMOST DONE!
• Click on the link to find a screen that will include links to clearances 

you still need through the system, and you will be able to upload the 
necessary documents through pictures stored or taken on your 
mobile device.



ALMOST DONE!Printing the PDF from Safe 
Kids will print you the FBI 
Waiver, if you still need it.



QUESTIONS?

• If you have questions about the process, please contact your school’s 
building secretary for help.

• If you have questions about clearances, or School District of Lancaster 
policy, please contact us by emailing volunteers@lancaster.k12.pa.us

mailto:volunteers@lancaster.k12.pa.us


THANK YOU!

Thank you for your interest in volunteering with the School District of 
Lancaster! We appreciate the commitment to share your time and 

talent with our students.

TOGETHER WE CAN! 


