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			Thank you for your interest in employment opportunities with the Plum Borough School District.                                                       The following 		The following information describes our procedures relative to employment applications.  
Teachers must complete their application, with supporting documents, through PAeducator.net.   Administrators must complete the Pennsylvania Standard Teaching Application and Support Personnel must complete the 4 page, Application for Classified Employees.
1. Solicited applications should be mailed to the Plum Borough School District in care of the Human Resources Department.  Applications are screened for the required experience and credentials as they relate to the advertised or posted information.

2. Applicants with appropriate experience and credentials will be contacted for interviews for vacant positions.
a. The Plum Borough School District will no longer accept paper applications for regular hire and substituting professional positions.  The District uses PAeducator.net, a clearinghouse for teacher and administrator applicants seeking employment.  The PAeducator site is located at http://www.paeducator.net/ and is the District’s primary resource for professional applicants.  Please do not mail duplicate professional application packets directly to Plum Borough School District.  Unsolicited application materials cannot be acknowledged or returned and will be shredded.
b. Applicants for support or classified positions, substitute bus drivers or bus aides may obtain an application at the Central Administration Office (located inside the high school) during normal business hours, 8:00AM - 4:00PM.  You may also download an Application for Classified Employees from our website, www.pbsd.k12.pa.us under “Employment Opportunities” then “Downloads” on the right side of page.
c. Beginning with the 2011-12 school year, all substitute personnel are provided by Kelly Educational Staffing, except for the transportation staff.  Applicants interested in any substitute position, EXCEPT substitute drivers and bus aides, should contact Pamela Schmidbauer at Kelly Educational Staffing at 412-391-3224 or schmipj@kellyservices.com for details on their application process.

3. Applications are considered current and active if they meet the following conditions:
a. Must be dated one year or less and completed entirely.
b. Include copies of current, validated Act 34 - PA Criminal History Clearance, Act 151 - Child Abuse Clearance and Act 114 - FBI Fingerprinting Clearance with an applicant registration number less than one year old.
c. Teachers need to include copies of their PA teaching certificate, Praxis results and college transcripts, 3 letters of reference, resume and TB test dated within 2 years.
d. Please do not submit your application to the PAeducator site until you have completely compiled all of the aforementioned application materials.  Separate application materials mailed may not be properly identified and matched with your application.	

4. If you are selected for an interview, the appropriate department will contact you to schedule an appointment.

5. If the School Board approves your selection for employment, you will be offered information concerning your starting date and other terms and conditions of your employment.  You will be directed to the Human Resources Department to finalize your employment information.

6. If you are not interviewed, recommended, or selected for employment consideration, your application will remain in the active files for one year or until the January of the next year, whichever is later.  A new and complete set of application materials are required to update an application package over one year old.


7. Upon completion of your application, you do not need to contact the District unless you want to notify us of a change in your name, address, telephone number, or credentials, or to withdraw your application.  Changes to your application should be submitted in writing to the attention of the Human Resources Department.  Please include the effective date for the change.
Information for Clearance Applications

1. The Act 34 - PA Criminal History Clearance can be obtained by mailing in a completed application with a $10 money order or by submitting an online application with a $10 credit card charge.  The Pennsylvania State Police have established a web-based computer application called “Pennsylvania Access To Criminal History,” PATCH. Using this system, a requestor can apply for a criminal background check.  Please visit them at   https://epatch.state.pa.us.  There is a $10.00 non-refundable fee for each request, regardless of outcome.  Payment is accepted by credit card.  Customers will be charged for misspelling, duplicate submissions and other user errors.  There are two methods to submit your application, via mail or online.  
 
a. Traditional Mail Method - the application is titled “Request for Criminal Record Check” and can be obtained by visiting the PATCH website.  Complete this application by using your name and home address under the “Name of Requester” for a hard copy application submission. Your completed application should be accompanied with a $10 money order and mailed to:
Pennsylvania State Police Central Repository - 164 
1800 Elmerton Avenue 
Harrisburg, PA 17110-9758 
Please allow up to 4 weeks for return of your Act 34 Clearance with this approach.  For assistance, 
please call the PATCH Help Line toll-free at 1-888-QUERY-PA (1-888-783-7972).

b. Online Method - an online application, with a $10 online credit card payment, can be submitted at https://epatch.state.pa.us or by going to our website at www.pbsd.k12.pa.us and clicking on “Employment Opportunities.”  Then, on the right side of the page, click on “Act 34 – PA Criminal History Clearance” under the “Downloads” area.  If you register online, you must make note of your online reference number (R#), the exact name entered online and the date you requested the online clearance.  After submitting payment with the information listed above, you or the District will be able to retrieve the status of your clearance.  It is suggested that you print all data entry pages submitted online.

2. You must also complete and mail the Act 151 Child Abuse Clearance form with a $10 money order (no personal checks).  You must check “School” ” in the box provided under “Purpose of Clearance.”  You can find the form on our website at www.pbsd.k12.pa.us and clicking on “Employment Opportunities.”  Then, on the right side of the page, click on “Act 151 Child Abuse Clearance” under the “Downloads” area.  You can also find the form at the Department of Public Welfare website at http://www.dpw.state.pa.us then click on “Find a Form” on the left side, then type the title of the clearance form which is, “Pennsylvania Child Abuse History Clearance.”  Send the completed form with a $10 money order to:

Childline and Abuse Registry
Department of Public Welfare
P.O. Box 8170
Harrisburg, PA   17105-8170

Please allow 18 business days for your form to be processed and returned to you.  It is not possible to submit this form online at this time.

3. Information to apply for the Act 114 – FBI Criminal History Record can be found online at www.pa.cogentid.com or you can find the link to Cogent Systems on our website at www.pbsd.k12.pa.us and clicking on “Employment Opportunities.”  Then, on the right side of the page, click on “Act 114FBI Fingerprinting Clearance” under the “Links” area.  Once on the Cogent Systems website, you must choose the first department listed, the PA Department of Education Clearance.  Complete the online registration and after paying, print out the Applicant Registration form.  This is the form that you will need to take with you when you get fingerprinted.  The cost of this clearance is $33 and additional $2.50 is required if you would like a copy mailed to you.  Information as to fingerprinting sites can also be found on the www.pa.cogentid.com website.  Forty-eight hours after you are fingerprinted, the District can retrieve your FBI Clearance online.  We can retrieve this information once you provide us with the 16 alpha-numerical “Registration ID” number found on the Applicant Registration form that you took with you when getting fingerprinted.

If you need any assistance in completing the application or have additional questions, please do not hesitate to contact the Human Resource Department at 412-798-6350.


The Plum Borough School District does not discriminate on the basis of age, race, color, national or ethnic origin, sex, or handicap in employment practices or in administration of any of its educational programs and activities in accordance with applicable federal statutes and regulations.
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