
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. 

 

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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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. 

 



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. 

 

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. 

 

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 
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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 EdNA (Education Names and Addresses) database. 

 

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. 

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. 



 

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. 

 

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). 



 

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. 

 

 



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

 

 


