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PREFACE 

The purpose of this manual is to ensure that all school district employees, independent 

contractors working within the District and District volunteers have the knowledge they need in 

order to meet their respective legal obligations regarding the reporting of child abuse.  This 

manual gives each employee, independent contractor and volunteer the tools he/she needs to 

comply with the express requirements of the law. 

However, it is equally important for all mandatory reporters associated with the School 

District of the City of Erie and the Erie City Regional Career and Technical School to remember 

their more humane duties – to remember that the subjects of the abuse described in this manual 

are young children who have been subjected to various types of physical, mental and sexual 

abuse.  It is your special duty, as employees, contractors and volunteers working in the schools 

of these children, to help these victimized children get the help they need and ensure their safety.  

You do this not only by following the procedures set forth in this manual, but also by being 

compassionate in your treatment of these children and by maintaining the utmost confidentiality 

of the sensitive information you have obtained in your efforts to help them.   

Please always keep these thoughts in your mind as you deal with the children who are 

unfortunately in need of the protective procedures described in this manual. 
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Child Abuse Reporting Flow Chart 

 

CHILD ABUSE 

Mandatory Reporter (“M.R.”) has reasonable 

cause to suspect child abuse has occurred. 

MR shall immediately report the suspected abuse.   

MR should immediately notify building administrator or 

designee of suspected abuse to ensure MR can leave job 

duties to make report. 

MR shall make an oral report by making a telephone call 

to ChildLine. 

MR shall immediately complete the written CY 47 form. 

MR shall make an electronic report 

through the Pennsylvania Child 

Welfare Portal.  MR shall retain 

written confirmation that the 

electronic report was submitted and 

received.   

 

MR shall submit the original CY 47 to OCY 

within 48 hours of making the oral report.  

CY 47 may be submitted electronically or by 

U.S. Mail. 

 

MR shall submit a copy of written 

confirmation that electronic report was 

submitted and received to building 

administrator/designee immediately upon 

receiving confirmation.  If report is made 

after school hours, MR shall make every 

effort to contact building 

administrator/designee prior to start of 

next school day and submit a copy of 

confirmation immediately upon arriving 

at school the next day. 

MR shall submit a copy of CY 47 to building administrator/designee 

immediately upon making report.  If report is made after school hours, 

MR shall make every effort to contact building administrator/designee 

prior to start of next school day and submit a copy of CY 47 form 

immediately upon arriving at school the next day. 

 

If alleged abuser is not a school 

employee. 

If alleged abuser is school employee 

(follow procedure on next page) 

In an emergency situation, 

mandatory reporter may also 

contact Erie Police Department or 

call 911. 

 

ChildLine – 1-800-932-0313 

Erie County OCY – 814-451-6600 

Erie Police Department - 870-1120 or 911 

 

 

or 



Child Abuse Reporting Flow Chart (When Alleged Abuser is a School Employee) 
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MR has reasonable cause to suspect a school employee has committed child abuse. 

MR shall immediately report the suspected abuse.  MR should also immediately notify building administrator/designee of suspected abuse.  If the 

subject of the report is the building administrator, MR shall immediately notify the Superintendent or Assistant Superintendent. 

MR shall submit the 

original CY 47 to 

OCY within 48 hours 

of making the oral 

report.  The CY 47 

may be submitted 

electronically or by 

U.S. Mail. 

MR shall make an oral report through 

ChildLine or submitting an electronic 

report through the Pennsylvania Child 

Welfare Portal. 

If MR made an electronic 

report through the Pennsylvania 

Child Welfare Portal, MR shall 

retain written confirmation that 

the electronic report was 

submitted and received. 

MR shall submit a copy of 

written confirmation that 

electronic report was submitted 

and received to building 

administrator/designee and 

Superintendent or Assistant 

Superintendent immediately upon 

receiving confirmation. 

Bldg. admin. and Superintendent or 

Assistant Superintendent shall take 

steps to ensure the safety of 

students. 

 

MR shall submit a copy of CY 47 to building 

administrator/designee and Superintendent or Assistant 

Superintendent immediately upon making report. 

Superintendent or Asst. Superintendent and Director of 

Human Resources are responsible for communicating 

with parent/guardian of student.  District Officers shall 

attempt to communicate with OCY prior to informing 

parent/guardian of alleged abuse. 

CONCURRENTLY 

Superintendent 

and/or Assistant 

Superintendent 

and Director of 

Human Resources 

shall collaborate 

with OCY, EPD 

& DA’s office 

regarding follow 

up investigation 

as set forth in 

Section E of 

Policy. 

 

If MR made an oral 

report through 

ChildLine, MR shall 

immediately complete 

the written CY 47 form. 

Bldg. admin. shall immediately 

notify Superintendent or Assistant 

Superintendent and Director of 

Human Resources. 

 

CONCURRENTLY 

Phone Numbers 

ChildLine – 1-800-932-0313 

Erie County OCY – 814-451-6600 

Erie Police Department – 814-870-1120 or 911 

District Attorney – 814-451-6349 or 814-451-6414 

   (Attn: Beth Hirz) 
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DEFINITIONS 

Adult – an individual 18 years of age or older. 

Bodily injury - impairment of physical condition or substantial pain. 

Child - an individual under eighteen (18) years of age. 

Child abuse - intentionally, knowingly or recklessly doing any of the following: 

1. Causing bodily injury to a child through any recent act or failure to act. 

2. Fabricating, feigning or intentionally exaggerating or inducing a medical symptom or 

disease which results in a potentially harmful medical evaluation or treatment to the child 

through any recent act. 

3. Causing or substantially contributing to serious mental injury to a child through any act 

or failure to act or a series of such acts or failures to act. 

4. Causing sexual abuse or exploitation of a child through any act or failure to act. 

5. Creating a reasonable likelihood of bodily injury to a child through any recent act or 

failure to act. 

6. Creating a likelihood of sexual abuse or exploitation of a child through any recent act or 

failure to act.  

7. Causing serious physical neglect of a child. 

8. Engaging in any of the following recent acts: 

 

a. Kicking, biting, throwing, burning, stabbing or cutting a child in a manner 

that endangers the child. 

b. Unreasonably restraining or confining a child, based on consideration of 

the method, location or the duration of the restraint or confinement. 

c. Forcefully shaking a child under one (1) year of age. 

d. Forcefully slapping or otherwise striking a child under one (1) year of age. 

e. Interfering with the breathing of a child. 

f. Causing a child to be present at a location while a violation of 18 Pa. C.S. 

§ 7508.2 (relating to operation of methamphetamine laboratory) is 

occurring, provided that the violation is being investigated by law 

enforcement. 

g. Leaving a child unsupervised with an individual, other than the child's 

parent, who the actor knows or reasonably should have known: Is required 

to register as a Tier II or Tier III sexual offender under 42 Pa. C.S. Ch. 97 

Subch. H (relating to registration of sexual offenders), where the victim of 

the sexual offense was under eighteen (18) years of age when the crime 

was committed; has been determined to be a sexually violent predator 

under 42 Pa. C.S. § 9799.24 (relating to assessments) or any of its 
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predecessors; or has been determined to be a sexually violent delinquent 

child as defined in 42 Pa. C.S. § 9799.12 (relating to definitions). 

9. Causing the death of the child through any act or failure to act. 

Cooperation with an investigation or assessment – includes, but is not limited to, a school or 

school district which permits authorized personnel from the Department of County Agency to 

interview a student while the student is in attendance at school. 

County agency – the county children and youth social service agency established pursuant to the 

County Institution District Law and supervised by the Department of Human Resources. 

Department – Pennsylvania Department of Human Resources (formerly Department of Public 

Welfare). 

Direct contact with children - the possibility of care, supervision, guidance or control of 

children or routine interaction with children. 

Electronic Technologies – the transfer of information in whole or in part by technology having 

electrical, digital, magnetic, wireless, optical, etc., or similar capabilities.  The term includes, but 

is not limited to, email, Internet communication or other means of electronic transmission. 

Independent contractor - an individual who provides a program, activity or service who is 

otherwise responsible for the care, supervision, guidance or control of children. The term does 

not apply to administrative or other support personnel unless the administrative or other support 

personnel has direct contact with children. 

Mandated reporter – a person who is required by the Child Protective Services Law to make a 

report of suspected child abuse. 

Parent – a biological parent, adoptive parent or legal guardian. 

Perpetrator - a person who has committed child abuse and is (i) a parent of the child; (ii) a 

spouse or former spouse of the child's parent; (iii) a paramour or former paramour of the child's 

parent; (iv) a person 14 years of age or older and responsible for the child’s welfare or having 

direct contact with children as an employee of child’care services, a school or through a 

program, activity or service; (v) an individual 14 years of age or older who resides in the same 

home as the child;  (vi) an individual eighteen (18) years of age or older who does not reside in 

the same home as the child but is related within the third degree of consanguinity or affinity by 

birth or adoption to the child.  Only the following may be considered a perpetrator for failing to 

act:  (i) a parent of the child; (ii) a spouse or former spouse of the child’s parent; (iii) a paramour 

or former paramour of the child’s parent; (iv) a person 18 years of age or older and responsible 

for the child’s welfare; (v) a person 18 years of age or older who resides in the same home as the 

child. 

Person responsible for the child's welfare - a person who provides permanent or temporary 

care, supervision, mental health diagnosis or treatment, training or control of a child in lieu of 

parental care, supervision and control.  
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Program, activity or service -Any of the following in which children participate and which is 

sponsored by a school or a public or private organization: 

1. A youth camp or program. 

2. A recreational camp or program. 

3. A sports or athletic program. 

4. A Community or social outreach program. 

5. An enrichment or educational program. 

6. A troop, club or similar organization. 

Routine Interaction – regular and repeated contact that is integral to a person’s employment or 

volunteer responsibilities. 

Recent act  - any act  committed within two (2) years of the date of the report to the Department 

of Human Services of the Commonwealth or county agency. 

School employee - an individual who is employed by a school or who provides a program, 

activity or service sponsored by a school. The term does not apply to administrative or other 

support personnel unless the administrative or other support personnel has direct contact with 

children. 

Serious bodily injury – bodily injury which creates a substantial risk of death or which causes 

serious permanent disfigurement of protracted loss or impairment of function of any bodily 

member or organ. 

Serious mental injury - a psychological condition, as diagnosed by a physician or licensed 

psychologist, including the refusal of appropriate treatment, that: 

1. Renders a child chronically and severely anxious, agitated, depressed, socially 

withdrawn, psychotic or in reasonable fear that the child's life or safety is 

threatened. 

2. Seriously interferes with a child's ability to accomplish age-appropriate 

developmental and social tasks. 

Serious physical neglect - any of the following when committed by a perpetrator that endangers 

a child's life or health, threatens a child's well-being, causes bodily injury or impairs a child's 

health, development or functioning: 

1. A repeated, prolonged or egregious failure to supervise a child in a manner that is 

appropriate considering the child's developmental age and abilities. 

 

2. The failure to provide a child with adequate essentials of life, including food, 

shelter or medical care. 

Sexual abuse or exploitation - any of the following: 

1. The employment, use, persuasion, inducement, enticement or coercion of a child to 

engage in or assist another individual to engage in sexually explicit conduct, which 
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includes, but is not limited to, the following: 

 

a. Looking at the sexual or other intimate parts of a child or another 

individual for the purpose of arousing or gratifying sexual desire in any 

individual. 

 

b. Participating in sexually explicit conversation either in person, by 

telephone, by computer or by a computer-aided device for the purpose of 

sexual stimulation or gratification of any individual 

c. Actual or simulated sexual activity or nudity for the purpose of sexual 

stimulation or gratification of any individual. 

d. Actual or simulated sexual activity for the purpose of producing visual 

depiction, including photographing, videotaping, computer depicting or 

filming. 

Paragraph 1 does not include consensual activities between a child who is 

fourteen (14) years of age or older and another person who is fourteen (14) years 

of age or older and whose age is within (e.g., less than) four (4) years of the 

child's age. 

2. Any of the following offenses committed against a child:  

a. rape (18 PA. C.S. §3121);  

b. statutory sexual assault (18 Pa.C.S. §3122.1) (when a person engages in 

sexual intercourse with a complainant to whom the person is not married 

who is under the age of 16 years and that person is four years older than 

the complainant);  

c. involuntary deviate sexual intercourse (18 Pa.C.S. §3123);  

d. sexual assault (18 Pa.C.S. §3124.1);  

e. institutional sexual assault (18 Pa.C.S. §3124.2);  

f. aggravated indecent assault (18 Pa.C.S. §3125);  

g. indecent assault  (18 Pa.C.S. §3126);  

h. indecent exposure (18 Pa.C.S. §3127);  

i. incest (18 Pa.C.S. §4302) ;  

j. prostitution (18 Pa.C.S. §5902);  

k. sexual abuse (18 Pa.C.S. §6312);  

l. unlawful contact with a minor (18 Pa.C.S. §6318); or  

m. sexual exploitation (18 Pa.C.S. §6320). 

Student - an individual enrolled in a district school under eighteen (18) years of age. 
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III.  RESPONSIBILITIES FOR REPORTING SUSPECTED CHILD ABUSE 
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A.  WHO ARE MANDATED REPORTERS OF CHILD ABUSE? 

 

Pennsylvania’s Child Protective Services Law requires certain classifications of people to 

report suspicions of child abuse.  Within the context of public school districts, school district 

employees** and independent contractors working for the District are required to report 

suspected child abuse if they have “reasonable cause to suspect” that a child is the victim of 

child abuse under any of the following circumstances:  

1. The school employee or independent contractor comes into contact with the child: 

a. in the course of their employment, occupation and the practice of a 

profession, or 

b. through their provision of a regularly scheduled program, activity or 

service sponsored by a school of the District (or the District).  

 

2. The school employee or independent contractor is directly responsible for the 

care, supervision, guidance or training of the child or is affiliated with an agency, 

institution, organization or school that is directly responsible for the care, 

supervision, guidance or training of the child. 

3. A person makes a specific disclosure to a school employee, independent 

contractor that an identifiable child is the victim of child abuse. 

4. An individual fourteen (14) years of age or older makes a specific disclosure to a 

school employee or independent contractor that s/he has committed child abuse. 

The child is not required to “come before” the mandated reporter in order for the mandated 

reporter to make a report of suspected child abuse.  [**Terms which are in bold, italicized type 

are defined in the “Definitions” section of this Policy.] 

Mandated reporters are not required to identify the person responsible for the child abuse in 

order to make a report of suspected child abuse.   23 Pa. C.S.A. §6311. 

All Persons Encouraged to Report Suspected Child Abuse: 

Any person - even persons who not mandated reporters - may make a report of suspected 

child abuse or cause a report of suspected child abuse to be made if that person has reasonable 

cause to suspect that a child is a victim of child abuse.  The District shall not discriminate against 

any person for making good faith reports of suspected child abuse.  23 Pa. C.S.A. §§6312 and 

6320.   

Penalty for Failure to Report, Making False Reports and Obstructing the Making of 

Reports: 

A mandated reporter’s willful failure to make a report of child abuse is subject to 

disciplinary action and criminal prosecution ranging from misdemeanor of the second degree to 

felony of the second degree.  23 Pa. C.S.A. §6319.   
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Any person who intentionally or knowingly makes a false report of child abuse or 

intentionally or knowingly induces a child to make a false claim of child abuse is subject to 

disciplinary action and criminal prosecution.  18 Pa. C.S.A. §4906.1. 

Any person who engages in intimidation, retaliation or obstruction in the making of a 

child abuse report or the conducting of an investigation into suspected child abuse may be 

subject to disciplinary action and criminal prosecution.  23 Pa. C.S.A. §6311(e); 18 Pa. C.S.A. 

§4958. 

Immunity from Liability and Protection from Employment Discrimination: 

Any person acting in good faith shall have immunity from civil and criminal liability that 

might otherwise result from any of the following: 

1. Making a report of suspected child abuse. 

2. Cooperating or consulting with a child abuse investigation. 

3. Testifying in a proceeding arising out of an instance of suspected child abuse. 

4. Engaging in any action authorized by the Child Protective Services Law, 

including but not limited to the taking of photographs, medical tests and x-rays of 

child subject to report.  23 Pa C.S.A. §6318. 

District employees who make a good faith report of suspected child abuse are 

affirmatively protected from being discharged from employment or from being discriminated 

against with respect to compensation, hire, tenure, terms, conditions or privileges of 

employment.  23 Pa. C.S. §6320. 

“Privileged” Communications NOT an Exception to Reporting Requirement: 

The privilege of communications between a mandated reporter and the patient or client of 

the mandated reporter does not apply to situations involving child abuse and does not relieve the 

mandated reporter of the duty to make a report of suspected child abuse.  23 Pa. C.S.A. §6311.1.  

Additionally, a disclosure of information for the purposes of completing a child abuse report is 

not considered a violation of the Mental Health Procedures Act.  23 Pa. C.S.A §6313(e).    

Confidentiality Requirements Imposed on Mandatory Reporters:  

Identity of Mandatory Reporter  -- Child Protective Services Law mandates that the 

identity of a person reporting a case of suspected child abuse is to be kept confidential.  Law 

enforcement officials shall treat all reporting sources as confidential informants.  23 Pa. C.S.A. 

§6340(c). 

Outside the School -- Information regarding a case of suspected child abuse shall not be 

shared outside of school, except as required in this manual and/or pursuant to the Child 

Protective Services Law.  For detailed requirements see, 23 PA. C.S.A. §6339 (relating to 

confidentiality of reports); 23 PA. C.S.A. §6340 (relating to release of information in 

confidential reports). 
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Inside the School -- Within school, such information is only shared among persons who 

need to know, based on their professional duties, in order to gather information and to protect the 

child.  Please remember – these children are victims and you never want to add to a child 

victim’s trauma by disclosing this very private and painful information to any individual who 

does not have a legitimate reason to know the information. 
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B. WHAT IS “CHILD ABUSE”? 

The Child Protective Services Law defines child abuse as intentionally, knowingly or 

recklessly doing any of the following: 

1. Causing bodily injury to a child through any recent act or failure to act.   

2. Fabricating, feigning or intentionally exaggerating or inducing a medical 

symptom or disease which results in a potentially harmful medical evaluation or 

treatment to the child through any recent act. 

3. Causing or substantially contributing to serious mental injury to a child through 

any act or failure to act or a series of such acts or failures to act. 

4. Causing sexual abuse or exploitation of a child through any act or failure to act. 

5. Creating a reasonable likelihood of bodily injury to a child through any recent act 

or failure to act. 

6. Creating a likelihood of sexual abuse or exploitation of a child through any 

recent act or failure to act. 

7. Causing serious physical neglect of a child. 

8. Engaging in any of the following recent acts: 

a. Kicking, biting, throwing, burning, stabbing or cutting a child in a manner 

that endangers the child. 

b. Unreasonably restraining or confining a child, based on consideration of 

the method, location or the duration of the restraint or confinement. 

c. Forcefully shaking a child under one (1) year of age. 

d. Forcefully slapping or otherwise striking a child under one (1) year of age. 

e. Interfering with the breathing of a child. 

f. Causing a child to be present at a location while a violation of 18 Pa. C.S. 

§ 7508.2 (relating to operation of methamphetamine laboratory) is 

occurring, provided that the violation is being investigated by law 

enforcement. 

g. Leaving a child unsupervised with an individual, other than the child's 

parent, who the actor knows or reasonably should have known: Is required 

to register as a Tier II or Tier III sexual offender under 42 Pa. C.S. Ch. 97 

Subch. H (relating to registration of sexual offenders), where the victim of 

the sexual offense was under eighteen (18) years of age when the crime 

was committed; has been determined to be a sexually violent predator 

under 42 Pa. C.S. § 9799.24 (relating to assessments) or any of its 

predecessors; or has been determined to be a sexually violent delinquent 

child as defined in 42 Pa. C.S. § 9799.12 (relating to definitions). 
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9. Causing the death of the child through any act or failure to act.  23 Pa. C.S.A. 

§6303(B.1). 

The term child abuse does not include the following types of conduct: 

1. Environmental factors - No child shall be deemed to be physically or mentally 

abused based on injuries that result solely from environmental factors, such as 

inadequate housing, furnishings, income, clothing and medical care, that are 

beyond the control of the parent or person responsible for the child’s welfare with 

whom the child resides.  District officials should allow the Erie County Office of 

Children and Youth determine if this exception is applicable. 

2. The Practice of Sincerely Held Religious Beliefs – the applicability of this 

exception must be determined by the Erie County Office of Children and Youth. 

3. Use of Force for Supervision, Control and Safety Purposes – the use of reasonable 

force on or against a child by the child’s own parent or person responsible for the 

child’s welfare shall not be considered child abuse if any of the following 

conditions apply: 

a. The use of reasonable force constitutes incidental, minor or reasonable 

physical contact with the child or other actions that are designed to 

maintain order and control. 

b. The use of reasonable force is necessary: 

i. To quell a disturbance or remove the child from the scene of a 

disturbance that threatens physical injury to persons or damage to 

property; 

ii. To prevent the child from self-inflicted physical harm; 

iii. For self-defense or the defense of another individual; or 

iv. To obtain possession of weapons or other dangerous objects or 

controlled substances or paraphernalia that are on the child or 

within the control of the child.   

c. Rights of Parents – Generally recognized existing rights of parents to use 

reasonable force on or against their children for the purposes of 

supervision, control and discipline of their children.  Such reasonable 

force shall not constitute child abuse. 

d. Participation in Events that Involve Physical Contact with Child – an 

individual participating in a practice or competition in an interscholastic 

sport, physical education, a recreational activity or an extracurricular 

activity that involved physical contact with a child does not, in of itself, 

constitute contact that constitutes child abuse. 

e. Child-on-Child Contact – Harm or injury to a child that results from the 

act of another child shall not constitute child abuse unless the child who 

caused the harm or injury is a perpetrator, provided, however:  
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i. Acts of rape, involuntary deviate sexual intercourse, sexual assault, 

aggravated indecent assault, indecent assault and indecent 

exposure committed by a child to a child are subject to the 

mandatory reporting requirements. 

ii. No child shall be deemed to be a perpetrator of child abuse based 

solely on physical or mental injuries caused by another child in the 

course of a dispute, fight or scuffle entered into by mutual consent. 

f. Defensive Force – Reasonable force for self-defense or the defense of 

another individual (see 18 Pa. C.S. §§505 and 506) shall not be considered 

child abuse. 
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C.  WHAT PROCEDURES MUST MANDATED REPORTERS FOLLOW IN 

DETERMINING WHETHER THERE IS “REASONABLE CAUSE TO SUSPECT” 

CHILD ABUSE HAS OCCURRED? 

School officials must exercise care and restraint when following up on suspicions of child 

abuse.  School officials must ensure they have enough information to give them “reasonable 

cause to suspect” child abuse is occurring, but school officials must also take care not to 

traumatize the victim child and inadvertently damage the future criminal investigation.   

To protect these varied interests, school officials shall follow the following guidelines 

when responding to suspicions of child abuse: 

a. School officials and other mandated reporters should not perform an 

“investigation” into allegations of child abuse.  School district officials are 

mandated reporters of child abuse, not mandated investigators of child abuse.  

Mandated reporters simply need to gather enough information to give them 

“reasonable cause to suspect” that abuse is occurring or has occurred.  Untrained 

questioning of the abused child, witnesses and/or siblings may taint the 

investigation and could make criminal prosecution difficult or impossible.   

b. “Minimal facts interview” – a mandated reporter should only do a “minimum 

facts interview” to gather information.  The following questions are all that need 

to be asked to determine whether you have “reasonable cause to suspect” child 

abuse: 

 What happened? 

 Where did it happen? 

 When did it happen? 

 Who did it?  (Be careful not to ask “who hurt you” since not all abuse 

causes pain to the child and may confuse them.) 

 Was anyone else there?  (other offenders, witnesses or victims) 

Detailed, follow-up questions should be left to the investigators.  You need only enough 

information to allow you to make a report of suspected abuse, not to do the investigation. 

a. “Reasonable cause to suspect” that child abuse is occurring may be based on 

credible third party reports (for example: a sibling or best friend of an abused 

child may tell you abuse is occurring).  “Reasonable cause to suspect” does not 

have to be based on a report made directly by the child-victim him/herself; the 

child-victim does not have to “come before” you. 

b. If a child reports to you that he/she is being abused, DO NOT ask the child 

leading questions about the suspected abuse (example: asking questions in which 

you suggest the answer, such as “Your father hit you, didn’t he?”).   
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c. School officials should not cross examine, interrogate nor obtain written 

statements from the alleged victim or witnesses (such as siblings) of child abuse.   

d. In order to reduce the amount of times the child will have to describe the abuse, 

school officials should ensure serial questioning of the child does not occur (e.g., 

the child should not be asked questions from the teacher, the school nurse and 

then the principal).   
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D.  WHAT PROCEDURES MUST MANDATED REPORTERS FOLLOW TO 

REPORT SUSPECTED CHILD ABUSE? 

Oral or Electronic Report: 

The mandated reporter who has “reasonable cause to suspect” child abuse has occurred or 

is occurring shall immediately: 

1. Submit an electronic report to the Pennsylvania Department of Human Services, 

Pennsylvania Child Welfare Portal.  If the reporter receives a confirmation by the 

Department of its receipt of the electronic report, the reporter is then relieved of 

the responsibility of making the oral and written report of suspected child abuse.  

The Reporter must retain the written confirmation that the electronic report was 

received by the Department.  (23 Pa. C.S.A.§§6305, 6313);  

     OR 

 

2. Make an oral report of suspected child abuse to the Department via the statewide 

toll-free number, commonly referred to as “ChildLine,” which is 1-800-932-0313.  

Once the oral report is made, the mandatory reporter must also submit a written 

report (“the CY-47 form”) to the County Agency.  This written report may be 

submitted electronically or via U.S. Mail.   

Reporters should refer to the Child Abuse Reporting Flow Charts at the front 

of this Manual for detailed procedures on reporting requirements. 

While mandated reporters need only the ChildLine number to make an oral report, other 

pertinent contact information which may be useful in exigent circumstances is as follows: 

a. ChildLine number:  1-800-932-0313 

b. Erie County Child and Youth Services (OCY):  154 W. 9th Street, Erie, PA 

16503, 814-451-6600 

c. Erie Police Department:  870-1120 (ask for the Chief or Captain of the 

Detectives or the “Officer in Charge”) 

Written/Electronic Report: 

Both the written report submitted in follow up to the oral report and the electronic report 

must include the following information if known: 

a. The names and addresses of the child, the child’s parents and any other 

person responsible for the child’s welfare. 

b. Where the suspected abuse occurred. 

c. The age and sex of each subject of the report. 
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d. The nature and extent of the suspected child abuse, including any evidence 

of prior abuse to the child or siblings of the child. 

e. The name and relationship of each individual responsible for causing the 

suspected abuse, and any evidence of prior abuse by each individual. 

f. Family composition. 

g. The source of the report. 

h. The name, telephone number and email address of the person making the 

report. 

i. The actions taken by the person making the report, including the taking of 

photographs and X-rays, removal of the child into protective custody or 

notifying the medical examiner or coroner. 

j. Any other information required by Federal law or regulation. 

k. Any other information required by the Department. 

 

Additional information which may be gathered: 

While generally NOT recommended, the CPSL authorizes mandated reporters to take or 

cause to be taken photographs of the child who is the subject of a report and, if clinically 

indicated, cause to be performed a radiological examination and other medical tests on the child.   

a. Medical summaries or reports of the photographs, X-rays and relevant 

medical tests taken shall be sent to the county agency at the time the 

written report is sent, or within 48 hours after a report is made by 

electronic technologies or as soon thereafter possible.   

b. The County Agency shall have access to actual photographs or duplicates 

and X-rays and may obtain them or duplicates of them upon request.  23 

Pa. C.S.A. §6314.   

c. It is recommended, however, that school officials allow the investigating 

criminal officers and/or officials from the District Attorney’s office and/or 

their designees to take photographs or refer the child for a radiological 

examination except in exceptional circumstances, such as, for example, 

you believe the evidence will be lost if any further delay occurs or if it 

would be inappropriate to make the child remain in that state (such as in 

cases of neglect where the child comes to school covered in filth). 

 

Notification of Administration: 

1. After making a child abuse report, mandated reporters must immediately report to 

the building administrator/designee of the school which the abused child attends 

that he/she has made this report. 
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a.  and give a copy of the electronic report and/or the CY 47 to the building 

administrator/designee.  

b. If the report is made after school hours, the mandated reporter shall make 

every effort to contact the building administrator/designee prior to the start 

of the next school day and then submit a copy of the electronic report 

and/or the CY 47 form to the building administrator immediately upon 

arriving at school the next day. 

2. If the alleged perpetrator is a school district employee or independent contractor 

of the District, the mandated reporter shall immediately contact the building 

administrator, the Director of Human Resources and the Superintendent/Assistant 

Superintendent that he/she made a child abuse report involving a school district 

employee or independent contractor.  

a. Mandated reporter shall submit a copy of the written report (CY-47 or 

electronic) to the Director of Human Resources and 

Superintendent/Assistant Superintendent. 

b. The Director of Human Resources and/or Superintendent/Assistant 

Superintendent should attempt to communicate with OCY regarding 

communication with the parent/guardians of the alleged victim about the 

allegation.  All District communication with the parent/guardians about 

the alleged abuse will be by the Director of Human Resources and/or 

Superintendent/Assistant Superintendent. 

c. All further investigation into the alleged employee misconduct shall 

comply with Section E below. 

 

Language Spoken in the Home: 

If a language other than English is spoken in the home, that information should be 

included in the mandatory report in order to facilitate accurate processing of information.   

 

Maintenance of child abuse records: 

The District’s policy for maintaining records generated through the report of suspected 

child abuse is as follows: 

a. Upon completion of mandated reporting, the mandated reporter shall make a copy 

of the original CY-47 or electronic form redacting the name/signature of the 

reporter and the title or relationship of the reporter to the child. 

b. The original CY-47/electronic form shall be mailed to the Erie County Office of 

Children and Youth or to the Department.  The redacted CY-47/electronic form 

must be hand delivered to the school nurse of the school which the child attended. 

c. The school nurse shall insert the copy of the redacted CY-47/electronic form into 

a clean 8 ½ x 11 GOLD interdepartmental mail envelope.   
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d. The gold envelope containing the copy of the redacted CY-47/electronic form 

shall be inserted into the student’s health record.  No other copies shall be 

retained. 

e. If the mandated reporter receives a confirmation letter from the Office of  

Children and Youth regarding the report being founded, indicated or unfounded, 

that report shall be filed with the school nurse.   

i. Any reference to the identity of the mandatory reporter shall be redacted. 

ii. Any confirmation documentation shall be maintained in the gold envelope 

with the CY-47/electronic form in the student’s health records. 

All records regarding a mandatory child abuse report contained in the gold 

envelope shall be expunged from the student’s health record upon the student’s 

graduation and destroyed. 
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E. WHAT PROCEDURES MUST DISTRICT ADMINISTRATORS FOLLOW WHEN 

THE ALLEGED PERPETRATOR OF CHILD ABUSE IS A DISTRICT EMPLOYEE? 

When the perpetrator of alleged child abuse is a school district employee, the District 

administration and legal counsel must follow up and perform an internal school district 

investigation into child abuse allegations related to a District employee in order to determine the 

appropriate course of action regarding the accused school district employee. 

It is in the best interest of the District, the victim child and the community at large for the 

District, the County Agency (OCY), the District Attorney’s office and local law enforcement to 

coordinate their respective investigations into the alleged inappropriate and/or criminal actions of 

the accused employee.   

Procedure when County Agency (OCY) investigates child abuse claims: 

1. The District has designated the Director of Human Resources as the District official who 

is to be contacted by the County Agency when it receives a report of suspected child 

abuse involving a school district employee. 

The identity of this individual (hereinafter referred to as “District Coordinator”) should 

be communicated to the Senior Solicitor (814-451-6659 in Erie County) and the 

Administrator of Intake Department (814-451-7793 in Erie County) of the County 

Agency. 

2. The County Agency will inform the District Coordinator that the County Agency has a 

duty to investigate the suspect child abuse report which involves a school employee. 

a. The County Agency and the District Coordinator will discuss the nature of 

the child abuse report and shall collaborate on an appropriate “plan of 

supervision or alternative arrangement” (“Safety Plan”) regarding the 

school employee under investigation to ensure the safety of the alleged 

victim and other children who are in the care of the school. 

b. The Safety Plan should be consistent with the nature of the complaint 

(e.g., more serious allegations will necessitate a more restrictive safety 

plan.   

i. The County Agency is required to “approve” the Safety Plan. 

ii. The Safety Plan may need to be modified after the County Agency 

officials perform their initial investigation, either to be more or less 

restrictive. 

c. The Safety Plan must be implemented immediately to ensure the safety of 

the student/s. School district officials may not discuss the complaint with 

the accused employee at this time. 
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i. School district officials must ensure they do not taint any 

forthcoming child abuse and/or criminal investigation. 

ii. At this point in the process, the District’s internal investigation into 

possible employee misconduct is suspended. 

iii. At this point in the process, the District’s first priority is to work 

with the County Agency to ensure the safety of the alleged victim 

and all other students. 

3. The County Agency will inform the District Coordinator that a County Agency 

caseworker will be appearing at the school at which the suspected employee works to 

perform an initial investigation into the allegations. 

a. The County Agency and District Coordinator will coordinate the logistics of the 

County Agency’s interview of the subject child and any other witness. 

b. The District Coordinator must ensure there is a private space available for the 

County Agency to perform the interview/s. 

c. If the County Agency requests to interview any school district officials, the 

District Coordinator must ensure those individuals are made available to be 

interviewed by the County Agency. 

i. The District Coordinator should not allow the interview process to be 

delayed by an employee’s request to have union representation present:  

a) If the employee being interviewed is not the alleged 

perpetrator, there can be no reasonable belief that the interview 

could lead to disciplinary as it is not his/her behavior that is 

under investigation.  That employee has no rights under 

Pennsylvania law to union representation in this instance. 

 

b) If the employee being interviewed is the alleged perpetrator 

and thus his/her actions could, if proven, could lead to 

disciplinary action, that employee does not have the right to 

union representation if there are no school district officials 

present during the interview.  In that case, once the district 

official leaves the room, the employee has no right to union 

representation.  (NOTE:  They may have the right to legal 

counsel – but the County Agency is responsible for notifying 

the employee of his/her legal rights, not the school district.) 

 

ii. The County Agency has the right to interview any witness privately, 

without the observation of school district officials.   

iii. The District Coordinator must ensure the school district does not put up 

obstacles to the County Agency’s access to witnesses during an 
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investigation.  County Agency caseworkers need not be pre-approved to 

enter the school buildings, etc. 

d. After the initial investigation, the County Agency will communicate to either the 

school building administrator or the District Coordinator whether the initial 

investigation necessitates a modification to the Safety Plan and/or whether the 

County Agency will be making a law enforcement referral. 

i. The County Agency will refer a matter to local law enforcement (police 

and District Attorney) whenever the County Agency believes a crime may 

have been committed. 

ii. The County Agency and local law enforcement have an obligation to 

conduct a joint investigation into the claims that constitute both “child 

abuse” and a violation of a Pennsylvania crime. 

iii. Actions that constitute an indicated or founded “child abuse” report almost 

always involve actions that are a violation of a Pennsylvania crime, so 

local law enforcement will almost always be involved in those situations.   

Procedure when District Attorney and Local Law Enforcement investigate alleged school 

employee misconduct related to child abuse complaint. 

The procedure set forth below were developed collaboratively between school district 

general solicitor, school district labor counsel and representatives from the District Attorney’s 

office and the Erie County detectives. 

The Superintendent and/or the designated District Coordinator (defined above), in 

conjunction with the school district’s solicitor, should comply with the following best practices 

procedures pertaining to the coordination of its internal school district investigation with the 

investigations concurrently being conducted by the District Attorney and local law enforcement: 

1. The school district will make reasonable best efforts to coordinate its internal 

investigation into the suspected child abuse with local law enforcement and the District 

Attorney’s office.  “Reasonable best efforts” shall include, but not be limited to: 

a. immediate contact with local law enforcement and the District Attorney’s office;  

[In Erie County, the Superintendent/District Coordinator must ask for: 

i. the District Attorney “assigned to child abuse” at 814 – 451-6414; and/or  

ii. the Erie County Detective “assigned to child abuse” at 814-434-8748. 

b. making collaborative decisions regarding the interviewing of witnesses or 

perpetrators or victims and collection of other evidence in accordance with 

Paragraphs 2.3 and 4; and  

c. immediate sharing of information collected in the course of each respective 

investigation. 
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2. Interview of Accused Employee.  The school district shall collaborate with local law 

enforcement and the District Attorney’s office regarding the timing of the school 

district’s interviews of the accused employee.  School district should contact the 

individuals listed in Paragraph 1 above. 

a. The school district shall refrain from interviewing the accused employee until 

after the District Attorney and/or local law enforcement have had the opportunity 

to interview the accused employee.   

b. The school district shall not release the name of the student and the nature of the 

offense to the accused before the District Attorney or local law enforcement have 

had the opportunity to interview the accused employee. 

c. The District Attorney’s office will immediately communicate to the school district 

the information it obtained through its interview of the accused employee.  The 

school district may do a follow up interview of the accused employee if 

necessary. 

d. The school district reserves the right to interview the accused employee before the 

District Attorney/local law enforcement interview the accused employee in those 

cases where there has been a significant unreasonable delay in their interview of 

the employee.  In such case, the school district agrees to contact the District 

Attorney/local law enforcement, prior to the school district’s interview, to notify 

of the school district’s intent to interview. 

3. Interview of Victim and Other Witnesses.  The school district shall communicate with the 

District Attorney’s office and local law enforcement regarding the timing of the school 

district’s interviews of both victim and non-victim witnesses of the abuse.   

a. The school district shall refrain from interviewing both victim and non-victim 

witnesses of the abuse until after the District Attorney and/or local law 

enforcement have had the opportunity to interview the witnesses. 

b. The school district reserves the right to interview any witnesses of the abuse 

before the District Attorney/local law in those cases where there has been a 

significant unreasonable delay in the District Attorney/local law enforcement’s 

interview of said witness.  In such case, the school district agrees to contact the 

District Attorney/local law enforcement, prior to the school district’s interview, to 

notify of the school district’s intent to interview. 

c. The school district will not take any statements, written or otherwise, from any 

witnesses.   

d. The school district, the District Attorney’s office and local law enforcement agree 

to share the results of its witness interview/s with all other parties. 

4. Seizure of Physical Evidence.  Regarding the school district’s seizure of physical 

evidence (including but not limited to the computer and other technical devices owned by 

the school district but used by the accused employee), the school district shall secure 

custody of the physical evidence but shall refrain from inspecting or cloning such 

information until such time that it confers with the DA’s office so as not to ruin the chain 
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of custody.  The DA’s office agrees to share with the school district the results of its 

investigation into the physical evidence secured by the school district. 
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IV.  AGENCY CONTACTS 

CONTACT PERSONS WITHIN AGENCIES FOR INFORMATION REGARDING 

SERVICES AVAILABLE 

School District of the City of Erie, and Erie Career and Technical School 

 

Director of Pupil Services: 

Ms. Angie Kownacki, 874-6116 

Head Nurse: 

Debbie Feeney, Student Health Services, 874-6097 

Erie County Office of Children and Youth (OCY): 

Intake Screeners: 

814 - 451-6600 then, follow instructions on the menu. 

Senior Solicitor: 

814-451-6659 

Administrator of Intake Department: 

814-451-7793 

Erie Police Department (EPD): 

814-870-1120 and request to speak with the Chief or Captain of the Detectives or 

the Officer in Charge 

Erie County Detectives (ask for Detective “assigned to child abuse”): 

  814-434-8748 

Erie County District Attorney’s Office (ask for District Attorney “assigned to child 

 abuse”):  

814-451-6414 or (Emergency Only) 814-434-8746
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V.   REQUIRED BACKGROUND CERTIFICATIONS FOR EMPLOYEES AND 

INDEPENDENT CONTRACTORS AND VOLUNTEERS 
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REQUIRED BACKGROUND CERTIFICATIONS FOR EMPLOYEES AND 

INDEPENDENT CONTRACTORS  

Required Clearances 

All employees of the District and all independent contractors of the District who have 

direct contact with children, and all applicants to any of those positions, prior to the 

commencement of serving in that capacity, must submit to the District’s Director of Human 

Resources the following: 

1. A report of criminal history record information from the Pennsylvania State Police dated 

no more than one year prior to the application date. 

2. A certification from the Department as to whether the individual is named in the 

Statewide database as the alleged perpetrator in a pending child abuse investigation or as 

the perpetrator of a found report or an indicated report of child abuse dated no more than 

one year prior to the application date. 

3. A report of Federal criminal history record information, obtained by submitting a full set 

of fingerprints to the Pennsylvania State Police, which fingerprints will then be submitted 

to the Federal Bureau of Investigation for the purpose of verifying the identity of the 

individual and obtaining a current record of any criminal arrests and convictions, dated 

no more than one year prior to the application date.  24 P.S. §1-111(b); 23 Pa. C.S.A. 

§6344(b). 

Every individual is required to produce the documents identified in paragraphs 1, 2 and 3 

above to the District for inspection.  The District shall maintain copies of the required 

certification information, and mark on the copy the date copied and the name of the administrator 

who viewed the original.  24 P.S. §1-111(b); 23 Pa. C.S.A. §6344(b.1).   

All requirements that apply to District employees apply to student teachers and other 

interns, even if not paid. 24 P.S. §1-111. 

The District may not accept certifications that were obtained for volunteering purposes 

when considering an individual for employment and/or independent contractor status within the 

District. 23 Pa. C.S. §6344.3(b.3). 

Confidentiality of Information Contained in Clearances 

The District shall comply with all confidentiality requirements under all applicable laws.  

The CPSL provides that information compiled pursuant to these requirements is not subject to 

the Right to Know Law and shall not be released except as permitted by the Department through 

regulation.  23 Pa. C.S.A. §6344(n).  The clearance information is not available to any individual 

not directly involved in making hiring decisions.  22 Pa. Code §8.2. 

Grounds for Denying Employment  

The District may not hire an employee or an independent contractor who has direct 

contact with children if that individual: 
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1. Is named in the statewide database as the perpetrator of a founded report committed 

within the five-year period immediately preceding verification.  23 Pa. C.S.A. 

§6344(c)(1). 

2. Has been convicted of any of the following offenses under Title 18 or an equivalent 

crime under Federal law or the law of another state: 

 Chapter 25 (relating to criminal homicide); 

 Section 2702 (relating to aggravated assault); 

 Section 2709.1 (relating to stalking); 

 Section 2901 (relating to kidnapping); 

 Section 2902 (relating to unlawful restraint); 

 Section 2910 (relating to luring a child into a motor vehicle or structure); 

 Section 3121 (relating to rape); 

 Section 3122.1 (relating to statutory sexual assault); 

 Section 3123 (relating to involuntary deviate sexual intercourse); 

 Section 3124.1 (relating to sexual assault); 

 Section 3124.2 (relating to institutional sexual assault); 

 Section 3125 (relating to aggravated indecent assault); 

 Section 3126 (relating to indecent assault); 

 Section 3127 (relating to indecent exposure); 

 Section 3129 (relating to sexual intercourse with animal); 

 Section 4302 (relating to incest); 

 Section 4303 (relating to concealing death of child); 

 Section 4304 (relating to endangering welfare of children); 

 Section 4305 (relating to dealing in infant children); 

 A felony offense under Section 5902(b) (relating to prostitution and related 

offenses); 

 Section 5903(c) or (d) (relating to obscene and other sexual materials and 

performances); 

 Section 6301(a)(1) (relating to corruption of minors); 

 Section 6312 (relating to sexual abuse of children); 

 Section 6318 (relating to unlawful contact with minor); 

 Section 6319 (relating to solicitation of minor to traffic drugs); 
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 Section 6320 (relating to sexual exploitation of children); 

 An offense designated as a felony under the act of April 14, 1972 (P.L. 233, No. 

64) known as “The Controlled Substance, Drug, Device and Cosmetic Act.”  24 

P.S. §1-111(e); 23 Pa. C.S.A. §6344(c) and §6344.2 

3. Has been convicted of any other 1st, 2nd or 3rd degree felony offense (other than the 

offenses enumerated in ¶2 above) and a period of ten years has not elapsed from the date 

of the expiration of the sentence for the offense.*  24 P.S. §1-111(f.1)(1). 

4. Has been convicted of a misdemeanor of the 1st degree (other than the offenses 

enumerated in ¶2 above) and a period of five years has not elapsed from the date of 

expiration of the sentence of the offense.*  24 P.S. §1-111(f.1)(2). 

5. Has been convicted more than once of an offense under 75 Pa. C.S. §3802(a), (b), (c) or 

(d)(relating to driving under the influence of alcohol or controlled substance) and the 

offense is graded as a misdemeanor of the 1st degree under 75 Pa. C.S. §3803, and a 

period of three years has not elapsed from the date of expiration of the sentence for the 

most recent offense.* 24 P.S. §1-111(f.1)(3). 

If information obtained pursuant to the background certifications reveals that the applicant is 

disqualified from employment or approval, the applicant shall be immediately dismissed from 

employment or approval.  23 Pa. C.S.A. §6344(c.1). 

Clearance Renewal Requirements 

New, updated background certifications must be submitted to the District in order to 

retain employment, independent contractor and volunteer status every 60 months.   Deadlines for 

renewed certifications are based upon the date of the individual’s oldest clearance. 23 Pa. C.S.A. 

§6344.4.   

Employees and employees of independent contractors who have direct contact with 

children are not statutorily eligible to remain employed by and/or in the District if they do not 

have current required certifications on file with the District. 

Provisional hiring of employees for limited periods. 

The District may – but is not required to - employ applicants on a provisional basis for a 

single period not to exceed 90 days if all of the following conditions are met: 

1. The applicant has applied for all of the certification information required above and the 

applicant provides a copy of the appropriate completed request forms to the employer, 

administrator or supervisor responsible for employment decisions. 

2. The employer, administrator or supervisor has no knowledge of information pertaining to 

the applicant which would disqualify him/her from employment under Section 111 of the 

School Code and the CPSL. 

3. The applicant swears or affirms in writing that s/he is not disqualified from employment 

under the School Code/CPSL or has not been convicted of an offense similar in nature to 
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those crimes listed in Section 111 of the School Code and the CPSL in another 

jurisdiction. 

4. If the certifications, once obtained, reveal that the applicant is disqualified from 

employment, the applicant shall be immediately dismissed by the District. 

5. The District shall require that the applicant not be permitted to work alone with children 

and that the applicant work in the immediate vicinity of a permanent employee during the 

provisional period.  24 P.S. §1-111(i); 23 Pa. C.S.A. §6344(m). 

Provisions hiring of this nature may not occur during a strike. 

NOTE:  The provisional hire provisions to not apply to the employees of independent 

contractors.  Per PDE guidance, all independent contractors and their employees who will have 

direct contact with children must obtain the required certifications prior to working in a position 

in which they will have direct contact with children. 

Transfer of Clearances 

Any person who has obtained certifications may transfer or provide services to another 

subsidiary or branch established and supervised by the District during the length of time the 

person’s certification is current. 24 P.S. §1-111(h) 

Any individual who applies for and/or begins employment involving direct contact with 

children with a new agency, institution, organization or other entity and whose certifications 

were not obtained within the preceding one (1) year period must obtain new certification of 

compliance with the background clearance requirements.  24 P.S. §1-111(b). 

Any individual who applies for and/or begins employment involving direct contact with 

children with a new agency, institution, organization or other entity and whose certifications are 

no more than one (1) year old may submit those certifications for purposes of obtaining 

employment with the new agency, institution or entity so long as, prior to the commencement of 

employment, the individual swears and affirms, in writing, that s/he has not been disqualified 

from employment under the School Code/CPSL or has not been convicted of an offense similar 

in nature to those crimes listed in Section 111 of the School Code and the CPSL in another 

jurisdiction. 23 Pa. C.S. §6344.3(f)(2). 

Required sworn statements – PDE – 6004 form 

All employees and prospective employees and independent contractor employees who 

will have direct contact with children (“individual”) shall complete and submit a written 

statement (PDE-6004) in which they attest they have never been arrested or convicted offenses 

that would constitute grounds for denying employment or participation in a program, activity or 

service of the District, or is named as a perpetrator in a founded or indicated report.  The PDE-

6004 shall be dated as of the application date. 

1. If an individual refuses to submit PDE-6004, as required above, that individual shall be 

required to submit the three required types of current clearance information. 
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2. If an individual is arrested for or convicted at any time of an offense enumerated in this 

section or is named a perpetrator in a founded or indicated report, that individual shall 

provide the District with written notice, utilizing PDE-6004, not later than seventy-two 

(72) hours after the arrest or conviction. 

3. If a District administrator or other person responsible for employment or volunteer 

decisions in the District has a reasonable belief that an individual was arrested or has a 

conviction for an offense that would constitute grounds for denying employment or 

participation in a program, activity or service of the District, or is named as a perpetrator 

in a founded or indicated report, that individual shall immediately be required to submit 

current clearance information.  Under these circumstances only, the cost of the criminal 

background checks will be the responsibility of the District. 

4. An individual who willfully fails to disclose the information required in this section shall 

be subject to discipline up to and including termination or denial of employment and may 

be subject to criminal prosecution under 18 Pa.C.S. §4904 (relating to unsworn 

falsification to authorities) and/or commits a misdemeanor of the 3rd degree and is subject 

to discipline up to and including termination or denial of employment or volunteer 

position.  24 P.S. §1-111(j); 23 Pa. C.S. §6344.3(g), (h). 
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VI. ACT 168 OF 2014 EMPLOYMENT HISTORY REVIEW 
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ACT 168 OF 2014 EMPLOYMENT HISTORY REVIEW 

 

Sexual Misconduct/Abuse Disclosures 

A candidate shall not be employed until he or she has complied with the employment history 

review requirements for sexual misconduct/abuse disclosure release regarding his or her former 

employment and the district has evaluated the results of the disclosure process. 

The District shall conduct an employment history review in compliance with Act 168 of 2014 

(24 P.S. §111.1) prior to issuing an offer of employment to any applicant for a position in which 

the employee will have direct contact with children.   

To comply with Act 168, and as a condition to employment, the District will require an applicant 

for any position in which there is direct contact with children to complete Section 1 of the Sexual 

Misconduct/Abuse Disclosure Release form for all employers that fall within the following 

categories:  

a. The applicant’s current employer; 

b. All former employers of the applicant that were school entities; and 

c. All former employers of the applicant where the applicant was employed in a 

position in which he or she had direct contact with children. 

A separate Sexual Misconduct/Abuse Disclosure Release form must be completed for each 

applicable employer.  By completing the form, the applicant must consent to the current or 

former employer’s disclosure of any information regarding abuse and/or sexual misconduct.  The 

following policy will apply: 

1. In addition to identifying current and former employers, an applicant must 

respond affirmatively or negatively to the following questions on the Sexual Misconduct/Abuse 

Disclosure Release form:  

(a) whether they have ever been the subject of an abuse or sexual misconduct 

investigation by any employer, state licensing agency, law enforcement agency or child 

protective services agency;  

(b) whether they were disciplined, discharged, non-renewed, asked to resign 

from employment, resigned from or otherwise separated from employment while allegations of 

abuse or sexual misconduct were pending or under investigation or due to adjudication or 

findings of abuse or sexual misconduct; and/or 

(c) whether they have had a license, professional license or certificate 

suspended, surrendered or revoked while allegations of abuse or sexual misconduct were 

pending or under investigation or due to an adjudication or findings of abuse or sexual 

misconduct. 
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2. If, upon receipt of the applicant’s Sexual Misconduct/Abuse Disclosure Release 

form, the applicant is still under consideration for employment, the District shall submit the 

applicant-completed Sexual Misconduct/Abuse Disclosure Release form to each identified 

current/former employer for completion of Section 2.  Each current/former employer has twenty 

(20) days to complete Section 2 and return the completed form to the District.   Current/former 

employers will be asked to respond to the following inquiries:  

(a) whether the applicant was ever the subject of an abuse or sexual 

misconduct investigation; 

(b) whether the applicant was ever disciplined, asked to resign from 

employment, resigned from or otherwise separated from employment while allegations of abuse 

or sexual misconduct were pending or under investigation or due to adjudication or findings of 

abuse or sexual misconduct; and/or  

(c) whether the applicant had a license, professional license or certificate 

revoked while allegations of abuse or sexual misconduct were pending or under investigation or 

due to an adjudication or findings of abuse or sexual misconduct.   

3. If a current or former employer responds in the affirmative to any of the abuse or 

sexual misconduct disclosure questions and the District still wants to consider hiring the 

applicant, the District shall provide the current or former employer with a second form, the 

Sexual Misconduct/Abuse Disclosure Information Request form. The current/former employer 

has sixty (60) days to respond to the second form and to provide all information related to the 

disclosure to the District. 

4. Failure by current or past employers to respond and/or provide the information 

requested can result in civil penalties and/or violations of the Educator Misconduct Act, 24 P.S. § 

2070.1a et seq. 

5. The District may employ an applicant on a provisional basis pending responses by 

current/former employers is permitted for up to 90 days as long as:  

(a) The applicant has completely filled out the Commonwealth of 

Pennsylvania Sexual Misconduct/Abuse Disclosure Release form;  

(b) The District’s administration has no knowledge of any information that 

would make the applicant disqualified from employment;  

(c) the applicant swears/affirms that he/she is not disqualified from 

employment; and 

(d) during any period of provisional employment, the applicant/employee is 

not permitted to work alone with children and is required to work in the immediate vicinity of a 

permanent employee. 
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Verifying Employment Certification, Disciplinary Status, and Pending Criminal Charges 

Under Act 168, when an applicant applies for a position requiring a public or private school 

certification and/or a Professional Personnel Identification number (PPID), the District is 

required to verify that an applicant has a valid and active certification appropriate for the position 

for which he or she has applied, determine whether the applicant has been the subject of public 

professional discipline, and ascertain whether the applicant/educator is the subject of any 

pending criminal charges.  The following policy applies: 

1. Upon receipt of an application for a position requiring a public or private school 

certification, the District shall ascertain whether the applicant holds a valid and active 

certification appropriate for the position for which he or she has applied.  The District also shall 

make the appropriate inquiries to the PDE to determine whether the applicant has been the 

subject of public professional discipline and ascertain whether the educator has pending criminal 

charges. 

2. Information concerning certification status, public professional discipline, and/or 

pending criminal charges against applicants who are professional educators in Pennsylvania can 

be found in the Teacher Information Management System (“TIMS”). An administrator 

designated by the District with access to TIMS can determine whether an educator has pending 

criminal charges by searching the educator by name or PPID and clicking on “View Complete 

Profile”. In the event the designated administrator is not a provisioned user of TIMS, he or she 

can access the same information by searching the educator by PPID from the public access site: 

http://www.teachercertification.pa.gov/Screens/wfSearchEducators.aspx. 

3. The information reflected in TIMS on pending criminal charges is provided to the 

PDE by the Pennsylvania Justice Network (“JNET”), which provides limited public information 

about criminal charges. If it is noted that the applicant has pending criminal charges in TIMS, the 

designated administrator may contact the Office of Chief Counsel, Department of Education, at 

717-787-5500, for information regarding charge information, the date of the charges and the 

county where the charges were incurred. The District may also verify the charges and obtain this 

information by accessing the Pennsylvania Judiciary Web Portal, which is a free database of 

publicly available criminal information. Access to the portal can be made at 

https://ujsportal.pacourts.us. 

4. The provisions of this section as the relate to verifying employment certification, 

disciplinary status, and pending criminal charges through TIMS or other inquiry to the PDE 

relates solely to applicants who are professional educators.  Information for other applicants is 

not available through TIMS. 

 

 

http://www.teachercertification.pa.gov/Screens/wfSearchEducators.aspx
https://ujsportal.pacourts.us/
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VII. CHILD ABUSE TRAINING REQUIREMENTS 
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CHILD ABUSE TRAINING REQUIREMENTS 

The District, and all independent contractors of the District, shall 

provide their respective employees who have direct contact with children 

mandatory training on child abuse recognition and reporting requirements.  

The training shall include, but not be limited to, the following topics: 

1. Recognition of the signs of abuse and sexual misconduct and 

reporting requirements for suspected abuse and sexual misconduct. 

2. Provisions of the Educator Discipline Act, including mandatory 

reporting requirements. 

3. District policy related to reporting of suspected abuse and sexual 

misconduct. 

4. Maintenance of professional and appropriate relationships with 

students. 

District employees and independent contractors and their employees are 

required to complete a minimum of three (3) hours of training every five (5) 

years.  24 P.S. §2070.1a.; 24 P.S. §12-1205.6.   
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VIII.  APPENDICES
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