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Go to the Pennsylvania access to criminal history website. 

Click Submit a New 

Record Check

Read the Terms and 

Conditions. At the bottom 

of this page, click Accept 

or Decline the terms and 

conditions. 



 

 

 

Click the circle 

beside the 

individual 

Request.  

Click 

continue. 

Each Background 

check performed will 

cost $22.00.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Employment 

for the reason for 

the request.   

Fill out 

information. 

Click Next.   

Review Requestor 

Information  

Click Proceed  



 

Fill out 

information. 

Click Submit This Request Read and review 

Click Submit 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Checkout 

Fill out 

information. 

Check this box. 

Click  



R12345678 

Click on the blue control number. This link will download your results.  

On the next page, you will see Record Check Details.  Underneath your information, click directly on the 

words “Certification Form.”  It will bring up a PDF document of your clearance. 

Download the PDF of your background check and attach it to an email to send to 

adulted@gactc.edu. If you prefer to mail the document, address to: 

Greater Altoona Career & Technology Center 
Continuing Education 
1500 Fourth Avenue 
Altoona, PA 16602 

In some cases, you may receive a message of “pending” or “under review” instead of the 

clearance.  If this happens, you will need to go back to this site on your own to check for it (you 

will not be notified when it is ready).  To check it, you will need to go back to the website and 

check the status of a record check.  You will need your control number and the date you applied.  

Please note:  You must check it within a month because the checks will expire after a month and 

you will no longer be able to access it.   

mailto:adulted@gactc.edu



