
 Pennsylvania State Background Check Step by Step Instructions 

 Please note, if you have not lived in the state of Pennsylvania continuously for at least the last 
 two years in a row you will  also  need an FBI background  check performed. Please reach out to 
 the admissions coordinator for this information. 

 Also, if you have had a background check within the last one year, you may not need another 
 one. Please contact the admissions department and share the results of the previous 
 background check to see if that is acceptable before proceeding. 

 1.  Go to the state of  Pennsylvania’s epatch website  at  https://epatch.state.pa.us/Home.jsp 

 2.  Click on submit a new record check. 

 3.  Accept the terms and conditions 

 4.  Click on individual request 

 5.  Fill out all required information 

 6.  Click proceed 

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


 7.  Fill out additional required information 

 8.  Click on “Enter this request” 

 9.  You should then see queued records request as seen below. Click “finished” 

 10.  Proceed to checkout and payment. Cost should be $22. 

 11.  After your background check is complete, you will have a page that looks like this: 



 12.  Pay attention to where it says “Status”. It will either show “Request under review” or 

 “completed”. 

 13.  Take a screenshot of the page as listed above. Also, make note of the  control number 
 as it is very important and it’s the only way you can find the background check at a later 

 date. 

 14.  Click on the “certification form” and take a screenshot or print the certification form. 

 15.  Share this information with the admissions coordinator at the school. 


