
Fingerprinting Information 

Why: 
Districts are requiring current (within one year) BCI and FBI clearances (2 clearances) for field placement. Therefore, you may need to be 
fingerprinted prior to the start of the semester. The clearances are for the purposes of field and preclinical experiences only, therefore, 
they are not filed with the state. CLEARANCES ARE DUE TO THE SCHOOL BY THE FIRST DAY OF THE FIELD EXPERIENCE.  FAILURE TO 
PROVIDE THE CLEARANCES CAN LEAD TO LOSS OF PLACEMENT AND/OR REMOVAL FROM THE FIELD EXPERIENCE.  ALSO, IT IS AT THE 
DISCRETION OF THE SCHOOL DISTRICT TO ACCEPT A CANDIDATE WITH A “HIT” ON THEIR CLEARANCES.

What is current? 
Clearances completed within the last 365 days AND are good through finals week of the respective field experience or preclinical 
semester AND are for the reasons identified below in blue highlight. 

• If you already have current clearances, as defined above, then you need to file your clearances with the Advisement
Office, Beeghly Hall room 2101 and to the field placement district.

• Clearances completed for jobs, field experiences, etc. are acceptable IF current, contain the BCI and FBI clearances AND
are for the reasons identified below in blue highlight.)

Commonly Used Terminology: fingerprinting, webcheck, background check, clearances 

Where: 
We recommend clearances are completed at campus police as it is very convenient for you to obtain your clearances.   
Fingerprinting may be completed at the Educational Service Centers, local BMVs, and the sheriff office.  CALL before you go!! 

BCI and FBI Checks:
If done on campus (CALL the YSU Police Station before you go.) 

• Fill out the Individual Web check Request Form located at
https://ysu.edu/sites/default/files/police/Individual_Webcheck_Request_Form.pdf 
OR 

Click Individual Webcheck Request form*under Background Check /Web Check information on Penguin
Portal for Instructions:

o Form must be opened in Adobe Reader
o FBI reason: Public School District or Chartered Nonpublic School Employees and School Bus Drivers
o BCI reason: School Employees-non teaching positions

• Print completed form

• Take completed form to University Bursar’s Office, second floor of Meshel Hall, pay for your Webcheck; form will
be stamped and your will be given a receipt.

• Take the receipt, stamped form, and valid government issued ID to the YSU Police Station (corner of Fifth Ave &
Wood Street) during one of the open fingerprint sessions:

o Tuesday 6pm-10pm
o Thursday 10am-2pm

• You are required to obtain your clearances from campus police.
o Make two copies – one for you and one for the school.

(DO NOT ASK CAMPUS POLICE TO MAKE COPIES)
o Provide a copy of your clearances to the principal on your first day in your field placement.
o Keep the last copy for your records. 

PA PLACEMENTS:
Students notified of a PA field placement need the following:

o PA Criminal Clearance
o PA Child Abuse Clearance
o FBI Fingerprinting
o TB Test Current within 2 years.

• It is the student’s responsibility to ensure all clearances have been received by the school district by the first day of the

preclinical field experience.

• Failure to provide clearances CAN result in loss of placement and/or removal from  the field and preclinical experience.

To complete the clearances, go to the 
following web address:

https://www.education.pa.gov/Educators/
Clearances/Pages/default.aspx

https://ysu.edu/sites/default/files/police/Individual_Webcheck_Request_Form.pdf



