
 
 

 
Background Check Clearance Process 

 
A requirement of employment with Lafayette College is to complete a background check within the first two (2) 
weeks of employment. Lafayette College has contracted CBY SYSTEMS, INC to process these checks.  

The three (3) required background checks are:  
1. PA State Criminal Clearance 
2. PA Child Abuse Clearance 
3. FBI Clearance 

 
For your convenience, we have provided an outline of the multi-step clearance process below.  If you have 
questions at any point during this process, please do not hesitate to contact the Office of Human Resources at 
610-330-5060. 

1. To begin the background check clearance process, please complete the “Fair Credit Reporting Act 
Consumer Report Notice and Authorization” form attached to this packet and return it to the Office 
of Human Resources with your new hire paperwork. Please keep these instructions and the Fair Credit 
Act Notice for your reference.  

2. Human Resources will provide your name and email to CBY Systems Inc. to initiate the background 
check process.  You will receive a series of emails with instructions. It is important that you take the 
action requested in each of the emails in order to properly complete your three background check 
clearances.   
a. CBY will send you an email from automation@instrascreen.net asking you to submit your 

information and consent online to begin processing your clearances.  (Email #1) 
b. It is imperative that you complete the initial questionnaire requested by CBY within 48 hours 

of receipt. If the email does not appear in your inbox, please check your junk/spam emails. 
3. Within 3-5 days of completing the online questionnaire and consent, you will receive two additional 

emails titled CHILD ABUSE REGISTRATION and FBI FINGERPRINTING INSTRUCTIONS, from 
‘name’@CBY.com with detailed instructions regarding the FBI and Child Abuse clearances. 

Your clearances will process as follows: 
1. PA State Criminal Clearance: The PA State Criminal clearance will run automatically once you complete 

the initial Background Questionnaire sent to you from Lafayette College (automation@instascreen.net). The 
Office of Human Resources will be provided with the results upon completion. 

 
2. PA Child Abuse Clearance: You will receive an email from CBY Systems, Inc. titled “ACT 153 Child 

Abuse Registration/Instructions”. (Email #2) This email will provide detailed instructions to complete the 
online PA Child Abuse Clearance application.  This email will include a pre-paid registration number that 
you will use to fill out your information online.  When the clearance has been processed, the results will be 
forwarded to you, as well as to the Office of Human Resources.  

 
3. FBI Clearance:  When you receive an email with the subject, “FBI Clearance Instructions”, you will be 

able to arrange for your fingerprinting. A registration receipt from IdentoGo will be included. (Email #3) 
a. FBI Fingerprinting should be completed through the Pennsylvania Department of Human Services, 

NOT the Department of Education.  
b. For your convenience, we encourage you to take advantage of fingerprinting on campus at the Landis 

Center for Community Engagement located at 322 March Street, Easton, PA 18042. Please contact the 
Landis Center at https://landiscenter.lafayette.edu/clearances/ and go to “Sign up Genius”, or contact 
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Sarah Morgan at morgansb@lafayette.edu to make an appointment. Please be sure to bring your 
IdentoGO registration receipt with you to your fingerprinting appointment. 

c. If you prefer to obtain your fingerprinting at another location, the fingerprinting registration will provide 
the closest IdentoGO location to your permanent home address zip code. Please be sure to bring your 
IdentoGO registration receipt with you to your fingerprinting appointment. 

d. Please Note: Lafayette College does not have access to your FBI Clearance results, which will be 
mailed to your home address.  You must bring in the original FBI Clearance Certificate to the 
Office of Human Resources.  Copies are not acceptable.   

 

Things to Remember: 

1. CBY Systems, Inc. will provide the Office of Human Resources with copies of the completed PA Child 
Abuse Clearance and PA State Criminal History Record. You must supply the original document of your 
FBI Clearance to Human Resources. If you require a duplicate copy of your FBI Fingerprinting Clearance, 
contact the Department of Human Services directly at 877-371-5422. For assistance or questions about the 
clearance process in general, please contact the Office of Human Resources at 610-330-5060. 

2. In lieu of obtaining new clearances, Lafayette College will accept original certificates of clearance 
completed within the past five years.  Clearances run as a volunteer will not be accepted. 

3. The cost of the clearances will be covered by the College. Any employee who has these clearances run on his/her 
own will not be reimbursed for associated costs and will need to have the clearances completed again through CBY 
Systems, Inc. 

4. If you have difficulty completing these instructions with Internet Explorer, or are locked out, please use 
a different browser (FireFox or Chrome).   
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FAIR CREDIT REPORTING ACT CONSUMER REPORT NOTICE AND AUTHORIZATION 
 

This Notice is to advise you that Lafayette College (the “College”) will request one or more consumer reports that 
may detail your criminal history, credit history, driving record, general reputation, character, personal 
characteristics, mode of living, and other background information as part of our employment application process.  
 
No adverse employment action will be taken by the College on the basis of these consumer reports unless you have 
been provided beforehand with a copy of the report and a description in writing of your rights under the Fair Credit 
Reporting Act. 
 

The Fair Credit Reporting Act requires that we obtain your written authorization before requesting consumer reports. 
Please complete the authorization form below so that we may continue the processing of your application. 
 

AUTHORIZATION 
 

I hereby authorize Lafayette College (the “College”) to obtain a copy of one or more consumer reports from one or 
more consumer reporting agencies for employment purposes. I understand that a consumer report may include 
information regarding my criminal history, credit history, driving record, general reputation, character, personal 
characteristics, mode of living, and other background information.   
 
PRINT FULL NAME: _   

 

STREET ADDRESS:    
 

CITY, STATE, ZIP:    
 

EMAIL ADDRESS:    
 

APPLICANT SIGNATURE:    
 

DATE:    
 
 
 
 
 
 
 
 
* Revised 10/20 
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