Steps to Submit an Act 168 Form

Step 1) Prospective employees / current employees required to complete Act 168
clearance will receive an email from LaSalle@act168.net with the subject: Pre-Hire Act
168 submission (whether you are a new or existing employee) to begin the process. You
must click on the link provided or cut and paste the link into your web browser.

Note: If you click on the link in your email, your access code will automatically be included,
and you will go directly to the instructions page. If you cut and paste the link into your web
browser, you will have to enter your access code when prompted.

s <

Dear XN

As part of your pre-hire reqlmements you are required to complete and subonit ACT 168 Form( (5) poor to
starting. Act 168 of 2014, requires all pre-hire candidate(s) to complete the Commonwealth of Pennsylvania
Sezual Misconduct,/Abuse Disclosure Release Form and you nmst disclose any employer(s) that fall within the

following categories:

1. Your current employer (regardless of whether the employer was a school entity and, or where you
had direct contact with children);

2. All former employers that were school entities; and

[#%]

All former employers where you had direct dontact and/or supervision of children

‘There is no stamte of Imitations or limit on the number of years that mmst be remewed. Therefore, you mmst
list ATT. former employers that were school entifies and/or ‘where you had direct contact with or supermsion
of children while employed. Yon are not required to disclose any vohmtee.t positions.

Please note that you must answer the Sexual Misconduct/ Abnse Disclosure Belease form questions for each
employer that falls within the above-listed categories. Therefore, you may have to answer the questions multiple
times.

To fill out your Act 168 Form(s). please click on the link below or copy and paste the link into your web browser
and enter your access codes. If you have any questions, please contact the XX XXXN Office at (300N N3 H-
hiaeled

Acr 168 Form Link: hup:/ /apps-test.inl3.org /actl68
Access Code: YeFhbDujNo

Sincerely,

Act 168 Repository Customer Supp-orq

Step 2) Once you are in the system, the first page you will see is the Site Instructions
page. Each completed form entry will be saved in the system as you go. You are not
required to enter all forms in one session. Sessions will time out after 30 minutes of
inactivity.
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Site Instructions

‘fouw are abedt to skart your Act 168 Sexual MisconductiAbuse Meclosure Release Form. Once you submil your form you will not be able 1o log
back into the systerm io make any edits or changes. Therefore, before you get staried & will be helphul to have the following imformation for your
cumrent employer; and all former employers that were school entities andlor position(s) that involved direct contact with or supervision

of children:
= Address
»  Email

+  Telephone Number

« Fax Mumber

+ Mame of Human Resources contact, Supervisor, or person responsible for Act 168 forms
I addition 1o disclosing currentprior employers, you must respand 1o three (3) questions on the form. Onee you have complessd and submitied
your farmis), the form will then be sent 0 your current and formes employers whera thay can review your responsas and will answer the same

three (3} questions

Flease only use the navigation buttons provided below and 4o mot wse the browser back buttan. Your Session will time-out after 30 minutes. or

e of inaCtivity

Step 3) Next you will see the standard form instructions. These are the same
instructions found on the actual Act 168 form and include all the relevant definitions.
You must scroll down to the bottom of the page and click ‘Next’ to continue.

Form Instructions
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Step 4) On the following screen, you will enter your personal information: Date of
Birth and Last four (4) digits of your Social Security number. If applicable, you can and
should enter your PPID. Your name will pre-populate. The green information icon next
to the PPID box will provide a helpful description of what a PPID is. If needed, you can
click on the hyper-link to the PDE website where you can look up your PPID.
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Step 5) Next, you will see a series of pop-up boxes with pre-qualifying questions which
will help the system determine if a form is needed for the employer. The first question
will ask if you are currently employed.

Are you currently employed, regardless of whether
the employer is & school entity or where you have
direct contact with children?

YES [ [=]

(Please do not list the hiring organization that sent
you this request)

Step 6) If answering ‘Yes’, you can enter or search for your current employer. If your
employer is not listed you will need to enter the address, email, contact person and title
for the HR department. For example when completing the form for La Salle University
you can enter the following information:

Street Address 1 =1900 W. Olney Avenue
City = Philadelphia

State = PA

Zip =19141

Email = hr@lasalle.edu


mailto:hr@lasalle.edu

Contact Person = Alison Target
Title = Director, HR

Note: Currently, the system will only search schools and educational entities that are listed
in the PA State EANA (Education Names and Addresses) database.

Add Employer(s)
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Step 7) The second pre-qualifying question will ask you if the position was a volunteer,
or unpaid internship, or unpaid student teaching position.

Note: If you answer yes, the system will automatically tell you that a form is not needed,
and will prompt you with your next pre-qualifying question, “Do you have any other current
employers?” This process will repeat until all current employers have been identified.

The form is not needed because this is an unpaid
Was this an unpaid volunteer, unpad internship or volunteer, umpaid internship or unpaid student

unpaid student teaching position ? TRIRN) poasien

Do you have amy other cumrent employers 7

YES O

Step 8) For any searched employer who is listed in the address book their address and
other contact information on file will pre-populate for you. You must list your dates of
employment, title held, and any former names, if applicable. Below the employer
contact information, you will answer the three self-disclosure questions.

Best Practice: You should not change the pre-populated information.
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Step 9) Next, you will continue to see pop-up boxes to determine if you have any other
previous qualifying employment that would require an Act 168 form.

Have you ever been previously employed by a sehool
entity? O OR

Have you ever been previously employed in a position
where you had direct contact or supervision 0 of

children?
Da you have any other current employers 7 YES NO
TES Ho [Pleaze do not fist the hiring organization that zent you
this request, unless you were previously employved by
them)

Step 10) You should repeat these steps until you have entered all the necessary
employers requiring an Act 168 form. Once completed you will have the opportunity to
review, edit, delete or add information prior to submitting your form(s).
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Step 11) If you are not currently employed, and have never worked in a position with
children you will be forwarded to the next page and will be prompted to answer the
three (3) self-disclosure misconduct questions without entering employer information.
The “No Applicable Employment” box on the form will automatically be checked and
your answers will be kept on file.

Thank you far your response. On the next page you
will be directed to complete Section 1 of the Act 1638
form in which you will be required to answer

Have you (Apphicant) ever

-disclosure questions.

Per Act 168 of 2014, prospective employees
school entty or organization where there i1s ¢
contact or supervision of children must answ

questions even when there is no applicable
employment

NEXT




Step 12) Once you sign and submit your forms you will receive an email confirmation
thanking you for your submission.

Sign and Submit

By sipning this form, T certify under penalty of law that the statements made in this form are cocrect,
complete, and tme to the best of my knowledpe. I understand that false statements herein inclnding, withont
limitation, any willful failure to dizclose the information required, shall subject me to cominal prosecution
under 15 Pa C.5. § 4904 (relating to nnsworn falsification to authorities) and to discipline up to, and inchiding,
termination of dmial of employment, and may subject me to civil penalties and disciplinary action under the
Edncator Discipline Act.

I also hereby anthorize the above-named emplover to release to Lancaster-Lebanon Intermediate Unit 13, the
information requested in SECTION 2 of this form and any related records. T hereby release, waive, and
discharpe the above-named employer from any and all hability of any kind that may arise from such disclosure
or releaze of records. I understand that third party vendors may be nged to process this Act 168 pre-
employment history review.

By entecing your signature, you are signing this document electronically. You agree that your electronic

signatnre is the legal equivalent of vonur manmal handwritten sigmatnre on this document.
Anthorization to Release Information:

I hereby give my permission to Lancaster-T ebanon Intermediate Unit 13 (LLIU) to release any information
relating to my crminal history record to any school or municipal or any other entity participating in the TTJTT
Consortinm for Criminal History Record Information (Consortinm). The criminal history record, as received
from the reporting apencies, may inclide arrest and conviction data, plea baceains, deferred adjndication, as
well as social securty verfication. It may also include information regarding doving history. I understand this
information will be nsed, in part, to deternuine my eligibility for a position with any Consortinm member. T
also understand that as long as T remain alive, the criminal history background information may be released to
any requesting Conzsortinm member for the purpose of venfying my emplovability at any time in the foture. T
hereby release and indemmnify the ITTU, each of the LTI Consortinm members and hold each of their
officers, directors, emplovees and agents harmless from and against any and all liability, expense (inchnding
oc-m't c:ost and attorneys’ fees) and claims for damage of any natoce whatsoever resulting from the

1 ackeronnd record.




