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Instructions to Complete the Pennsylvania Child Abuse Check 

Please provide this information 
as soon as possible to prevent 

delays in your start date. 
(After you have completed your online application ) 

Step 1: You will receive an email and/or text notification 

from Orange Tree with:  

• Link to Child Welfare Portal to access required form.

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

• Payment code for PA Clearance Request. (Write this
down).

Step 2:  Please use the payment code from Step 1 to pay for 

the PA Clearance Request.  

Step 3: You MUST reply to the "Follow-up Question" task in the 

candidate portal, with, "I have completed the PA child abuse 

online request." to finish the process. If using a mobile device, 
it is best to use it in portrait mode hold their mobile device 
in Portrait Mode as the website is not mobile optimized.

Please refer to the following pages for 
walkthrough directions. 

If you have any questions, please contact us: 

Orange Tree Client Experience Team 

Phone: 888.222.0667 

Email: candidateconnect@otes.com 

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


If you have not previously setup an account, 
you will click on ‘Create Individual Account’ 
and provide the required information.

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







Upon completion you will receive 2 emails: one confirming your email 
ID and the other with your temporary password.





Click on “Access My Clearances”



Click “Continue” on bottom of page



Enter Username and 
Password, then click 

“LOGIN”



Choose your option to 
verify your account



Choose your option



Update your password





Login and follow the instructions



Click “Continue” on bottom of page



Click “Create Clearance Application”



Click “Continue” on bottom of page



Choose the option which 
fits your purpose



Please select the option 
that states "Individual 14 
years of age or older who 

is applying for or holding a 
paid position."

Click “Next”



Complete each section 
of the application as 

much as possible.













Once you have completed the eSignature page you will be asked about 
payment options.

Please use the following code >>_____________________, there will be no charge 
to you for the background check.

Continue and complete the background check questionnaire.  Click Submit.

You are finished at this point; results will be ready in about 2 weeks.

General FAQ’s can be found here -
https://www.compass.state.pa.us/CWIS/Public/FAQ
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