Operating Procedures for Programs Involving Minors
These operating procedures are intended for use by Extension Educators and Extension Specialists as an internal document only.
In 2015 the Purdue University Office of the Vice President for Ethics and Compliance implemented campus-wide policies related to programs involving minors. These policies are designed to ensure the protection of minors who participate in any University-supported program or activity. Purdue Extension programs across the State of Indiana are included in this policy and were represented at the table when the policies were designed and implemented. This document is designed to help Purdue Extension staff and volunteers comply with these policies.
WHO: All faculty and staff working on behalf of Purdue Extension, approved Purdue University Adult Volunteers, and approved Purdue University Youth Volunteers. For further guidance on who should complete this training, refer to the “Decision Tree: Who Should Complete the Minors Safety Training for Purdue Extension Program.” (See Appendix A)
WHAT: Required “Programs for Minors Registration” for all programs involving minors. For further guidance on which programs should be registered with the university, refer to the “Decision Tree: Should a Program be Registered with the University?” (See Appendix B)
WHEN/WHERE: Applies to all programs involving minors that start on or after May 1, 2015 that are supported by Purdue Extension at the county, area, district, state, and national levels.
WHY: To ensure that programs involving minors are planned carefully and include safety as the highest priority.
HOW: Read on to learn about the steps necessary to complete the required training and to register programs involving minor participants with Purdue University. 
Required Training for Faculty and Staff Working on Behalf of Purdue Extension
Each faculty and staff member working on behalf of Purdue Extension with a Purdue career account will complete the Vice President for Ethics and Compliance’s “Child Sexual Abuse: Prevention and Response” course, which includes the following two web-based trainings: (1) “Protecting Children: Identifying and Reporting Misconduct” through United Educators and (2) “Child Sexual Abuse: Prevention and Response.” The staff member will complete an online certification quiz as part of the second training.
[image: ]To begin, enter the Purdue University Web Certification site: https://www.eventreg.purdue.edu/WebCert/Heading.aspx 




At this screen, use your Purdue career account login and password.       

Once you are logged in, you will see a catalog of certifications that you can take.
Click on “Vice President for Ethics and Compliance.”
Click on “Child Sexual Abuse: Prevention and Response.”
Click on “Take Certification.” This registers you for the course. 
[image: ]

You will receive a confirmation e-mail notifying you of your registration. Go to https://mycourses.purdue.edu or access the course via the link sent to you in the confirmation e-mail.
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The link will direct you to Blackboard Learn. Log in with your Purdue career account login and password.
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Under “My Courses” in the middle of the screen, click on “Child Sexual Abuse: Prevention and Response.” You will then see the screen below. Follow the course content instructions to complete the two parts to this training and the quiz to obtain credit for completion. Please allow 45 minutes to complete both trainings and the quiz.
NOTE: We recommend using Explorer, Safari, or Chrome as your browser (not Firefox) when accessing these online materials.
[image: ]
Additional tips for completing Part One – Protecting Children: Identifying and Reporting Misconduct:
· Plan to spend about 30 minutes on this module (this can be completed all at one time, or in multiple, shorter sessions).
· [image: ]After accessing the United Educators Learning Portal you’ll need to complete the registration. If this is your first time entering the site, fill in your first name, last name and email under “registration” and then click “register.” You’ll be e-mailed a temporary password.





Log into the Learning Portal with your temporary password. You’ll be prompted to change the temporary password to a new password.
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Once you’ve successfully changed your temporary password, click where indicated to continue to the Learning Portal Home Page.
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After you have entered the system, select “Protecting Children: Identifying and Reporting Misconduct” from under “MyCourses.”
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[image: ]Start the course by selecting “Launch.”









[image: ]Once you open the module, you’ll start the introduction.  At the end of the introduction, you’ll see the screen below. Each of the six signs represents a different chapter in the course. Each must be completed, along with a series of scenarios that will be available at the end. Follow the directions on the screen to navigate through each chapter. Turn the speaker volume up so that you can hear the content being presented.

[image: ]Once you have completed all parts of the module, you’ll see this screen which indicates you’ve completed all six chapters. You’ll receive an e-mail confirming your completion. Return to Blackboard Learn to complete Part Two of the training.








Additional tips for completing Part Two –Child Sexual Abuse: Prevention and Response and the Online Certification Quiz:
· Plan to spend about 15 minutes on this module. 
· Once you begin the module, finish the module. Leaving the module part way through and returning at a later time may create technical issues.
· The online certification quiz is at the end of the module and consists of 20 questions based on the two trainings you have just completed. 
· Confirm successful completion of the quiz by clicking on ‘MyGrades’ on the navigation menu on Blackboard Learn. You should have a score of 100. You will also receive a confirmation e-mail via WebCert.
Evaluation Survey - Once you have completed the two-part training and the certification quiz, you can complete the evaluation survey to provide feedback that will assist in planning future training sessions. Question #7 of the survey asks if you are a manager or supervisor.  Pick either option to continue. Completion of this survey is optional, but would be appreciated.
[image: ] 
You can now log out of Blackboard Learn.
NOTE: These certifications are good for 24 months (2 years), after which time you will need to retake the certification. You are now eligible to complete a “Programs for Minors Registration Form” as described later in this document. To monitor the status of your personal certification, login to:  https://www.eventreg.purdue.edu/WebCert/Heading.aspx. You can select from the main categories of the catalog to see the status of your certifications.

Required Training for Approved Purdue University Adult and Youth Volunteers
Each approved Purdue University Adult and Youth Volunteer who will be working with a program for minors will complete training with content similar to what Purdue employees complete. The certification is valid for two years before it must be repeated. Below are instructions for each program area.
1. 4-H Youth Development Volunteers may complete the “Youth Safety and Child Abuse Reporting” training (aka, “Minors Safety Training”) via 4HOnline and Qualtrics (puext.in/VolTrain19_20), as a part of their annual re-enrollment. Follow guidelines provided in the document, “Instructions for Completing the Youth Safety and Reporting Child Abuse Volunteer Training via Qualtrics”, located in the Risk Management Forms Section. A report of volunteers who have completed the online training will be generated near the first of each month and placed in the T: drive (T:\State 4-H Office\Operating Procedures for Programs with Minors). Completion of the Qualtrics training can then be entered for each volunteer in 4HOnline. 

Extension Educators/Specialists may also choose to present a face-to-face training of the “Minors Safety Training” to 4-H volunteers. The Educator/Specialist can distribute a quiz to the volunteers prior to the start of the training, present the training content to the volunteers, and then review the volunteers’ answers to the quiz questions. Resources to deliver the face-to-face training are located on the 4-H Intranet – Policies and Procedures – Risk Management Forms section. Once the volunteers have achieved 100% on their quiz, they turn in their completed quiz with their name written on the quiz to the Educator/Specialist. The Educator/Specialist will then have the volunteers’ results recorded in 4HOnline. 4HOnline reports will help track when recertification for 4-H Volunteers is due. Questions may be directed to Steve McKinley, State 4-H Extension Specialist, mckinles@purdue.edu, 765-494-8435.

2. Volunteers in all other Purdue Extension Program Areas: Agriculture and Natural Resources, Community Development, Health and Human Sciences, and Extension Master Gardener (EMG)
Please share the following instructions with volunteers that need to complete the “Working with Minors Certification:”
To begin the certification process, visit: https://purdue.ca1.qualtrics.com/jfe/form/SV_bOEB8CsBwI7SE8l. The first screen in the survey gives you the option to download the content needed to answer the questions correctly and will prompt you to enter your name, County, and area(s) of volunteer activity within Purdue Extension in order to continue. At the bottom of the screen, you will need to click “Next” in order to advance to the next screen.
[bookmark: _GoBack]This is a forced answer quiz, so you won’t be able to continue until you’ve answered all of the questions correctly (a red error message will appear above the question if you’ve answered it incorrectly). The survey will allow Purdue Extension to track the completion of the certification by volunteers. The average completion time is about 15 minutes.
Requesting a report of volunteers that have completed the certification
Upon request of Extension Educators/Specialists, a report will be sent to the Educator/Specialist for their records by state Extension staff. For a report of volunteers who have completed the certification or for questions regarding the procedures, contact the respective program area representative listed below.
If volunteers are unable to complete the online training and certification, then they may complete the certification using printed materials. Extension Educators/Specialists may access these materials on the Extension Intranet. Extension Educators/Specialists will be responsible for keeping records of volunteers who completed the certification using this method.
Agriculture and Natural Resources: Rick Foster, ANR Program Leader, fosterre@purdue.edu, 765-494-8490
Community Development: Michael Wilcox, CD Program Leader, wilcox16@purdue.edu,          765-496-0566
Health and Human Sciences: Lisa Graves, HHS Assistant Program Leader, lgraves@purdue.edu, 765-494-2828
Extension Master Gardeners: John Orick, Purdue EMG State Coordinator, orick@purdue.edu, 765-496-7956
Completion of “Programs for Minors Registration Form”
To determine if your program should be registered with the university, refer to the “Decision Tree: Should a Program be Registered with the University?” (Appendix B) The Educator/Specialist responsible for the implementation and oversight of the program is the individual responsible for completing the registration form on an annual basis.
Visit the Purdue University Vice President for Ethics and Compliance Web site: https://www.purdue.edu/ethics/resources/programs-involving-minors.php
[image: ]
Scroll down to the “Registration and Certification” heading: 
[image: ]
Click on the hyperlink for “Programs for Minors Registration Form”, which will bring up a Qualtrics survey.
[image: ]
Tips for completing this form are shown below. Information you will enter is in bold font.
Title of Program: Enter the name of your county (if applicable) and the name of your program. 
(e.g., 2016 Lincoln County 4-H Youth Development Program; Area 13 Leadership Career Development Event; Tulip County Youth Gardening Day Camp; Hope County Block Party)
Program Dates: Enter the start date and end date of the program. 
(NOTE: 4-H Youth Development Extension Educators may register their County 4-H Program for a calendar year from October 1 to September 30. ANR, CD, HHS Educators may complete a blanket registration for a program offered multiple times over the course of a 12-month period. For HHS the program year would be June 1 to May 31.)
Program Director Name and Contact Information: Enter the information for the individual responsible for implementing the program (e.g., County Extension Educator, State Extension Specialist).
Is the program being sponsored (fully or in part) by a college, school, office department or faculty/staff member of the University? YES
Is the program being sponsored (fully or in part) by a third party (someone other than the University)? NO
The program will be held in a facility or on grounds that are: Not owned/managed by the University (Exception: if conducted on a Purdue campus or at a satellite location owned by Purdue University, then check “Owned/managed by the University”)
As part of the registration process, you are required to complete the Procedures for Programs Involving Minors. Check each of the three boxes.
[image: ]
What am I checking? The information below further describes what the statement in each Box means.

Box 1:
[image: ] 
Purdue University regularly conducts checks on all Purdue employees. Take no further action regarding Purdue employees.
Volunteer background check requirements:
· Indiana 4-H Youth Development: the annual 4-H Volunteer re-enrollment process meets the provisions of the University policy on Volunteers (review of sex offender registries, and signing the Adult Behavioral Expectations Form). http://tinyurl.com/4HVolunteerPolicy. 
· Purdue Extension Master Gardener: refer to the Purdue Extension Master Gardener Policy Guide (MG-5-W), https://extension.purdue.edu/extmedia/mg/mg-5-w.pdf. 
· Health and Human Sciences: annual review of sex offender registries.
· If you have volunteers in other program areas, they too, must abide by this certification. Contact the respective program leaders for more information.
As long as your county volunteers have completed this process with University-provided resources, you are able to confidently check this box!
A further description of the Purdue University background check policy is provided below.
[image: ]
Box 2:
[image: ]
Refer to “Required Training for Approved Purdue University Adult and Youth Volunteers” section earlier in this document for a further description of the training required to register a program for minors.
Box 3: 
[image: ]
The checklist includes the 3 points listed below. These are each existing, standard operating procedures for most Purdue Extension programs involving minors.
[image: ]
After you have checked each of the three boxes, type the text as it appears in the box from the image on your screen.
Click “Submit Form” button.
Congratulations!! Your program for minors has now been officially registered with the University!
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Decision Tree: Who Should Complete the Minors Safety Training for Purdue Extension Programs?
Appendix A

2. Approved Purdue University Adult Volunteer
1. Faculty & Staff working on behalf of Purdue Extension

2b. The volunteer has NO direct contact with minors as a part of their volunteer responsibilities and is NOT a 4-H Volunteer.
2a. The volunteer has direct contact with minors as a part of their volunteer responsibilities and/or is a  4-H Volunteer.
YES: Needs to complete the appropriate Minors Safety Training
NO: Does not need to complete the Minors Safety Training













4a. The youth is an approved Purdue University volunteer.



3. Non-Purdue Guest Presenter/Collaborator/ Partner 
4b. The youth is not an approved Purdue University volunteer.

4. Youth


Definitions for Minors Safety Training

General Definitions
Purdue Extension Program: Any educational or recreational event, activity, presentation, etc. where Purdue Extension is represented.
Minor: A person under the age of full legal responsibility.
Direct Contact: Contact that involves a reasonable chance of interacting with minors where minors are the target audience.
Unsupervised Contact: Any contact with minors where no trained Purdue University Paid Staff or Approved Purdue University Adult Volunteer is present.

Categories
1. Faculty and Staff working on behalf of Purdue Extension: faculty, administrative/professional staff (campus and field), clerical staff (campus and field), program assistants, and interns (paid and unpaid)
2. Approved Purdue University Adult Volunteer: An individual that has successfully completed the appropriate training, application, and screening process for the respective program area.
3. Non-Purdue Guest Presenter/Collaborator/Partner: An individual that has been asked to assist with the Purdue Extension Program, but will have no unsupervised time with minors. This is not an exhaustive list, but examples may include: Extension Homemakers serving meals for an event targeted to minors, maintenance personnel or others hired for specific tasks such as set-up or clean-up for an event targeted to minors, or guest speakers at a workshop
4a. Approved Purdue University Youth Volunteer: An individual that has successfully completed the youth behavioral expectation agreement. For example, a youth that serves as an overnight chaperone for minors or works in a capacity that includes extended time with minors (e.g., 4-H Camp Counselors) – perhaps without adult supervision.

Decision Tree: Should a Program be Registered with the University?
Appendix B
2/22/16

2. The program targets minors and is organized, sponsored by, and/or led by Purdue University staff.

1. The program does not target minors.





“YES”: Program is registered with the university as a “Program for Minors.”



“NO”: Program does NOT need to be registered with the university.

3. Purdue University staff serve on the advisory board for a group which is responsible for implementing a program that targets minors (for which Purdue is not a sponsor).

	4. The program targets minors but involves Purdue University staff only in the roles as guest presenters or resource persons.




Definitions for Registering a Program with the University

Purdue Extension Program for Minors: Any educational or recreational event, activity, presentation, etc. where minors (persons under the age of full legal responsibility) are the target audience.
Purdue University Staff: Paid university employees and approved university volunteers working on behalf of Purdue University
Sponsor: Any group, department, school, college, organization or individual involved in supporting a program, operationally and/or financially, whether a unit of the University or a third party. Operationally refers to planning, staffing, advertising, hosting, etc. If Extension is involved in these roles to put on the program, then Extension is a sponsor.
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Instructions
There are two parts to this training:

1 Part One
« “Protecting Children: Identifying and Reporting Misconduct” through United Educators
« Please follow the instructions below to access and complete this portion.
2 Part Two
« "Child Sexual Abuse: Prevention and Response”
= Once you have completed part one, ciick on the "Child Sexual Abuse: Prevention and Response” training module below to complete part two.
= Be sure to complete the quiz at the end of part two to obtain credit for completion

NOTE: Purdue is committed to making all programs accessible to participants with disabilities. To request an accommodation or special assistance for a
program due to a disability, please contact 496-3201 or vpeceducation@purdue.edu

Part One - Protecting Children: Identifying and Reporting Misconduct
o begin part one of this training, follow these steps

1. Click on the link to access the United Educators Learning Portal. (This fink will open in a new window.)
2 Complete the Registration form
" Enter your fsi name, last name, and Purdue Uriversiy email acdress and cick Regiter
© NOTE! fyou nave an exsing scoount but Gon' remermber our passwerd. use e Forgo password? ink and follo tne nsiructons o the screen o reteve tis informatio.
3 You will receive a welcome email with your username and a temporary password. Follow the link in the email to log in with your temporary password.
+ You will be prompted to change your password and create and answer a security question upon your nitial log in.
5 Once you are logged in, be sure to complete the Protecting Children: Identifying and Reporting Misconduct course.
= NOTE. I yours unsbie t aunc the program. set your pog-up Bockar o allo ue blsckbard com. Go o Tools> ntemet Optons-> Prvacy Tab->Pop-up Blocker Setings. Ensure your computer

meets 31 Systen Recurements soeciied here
s A history of your completed courses is avalable in "My Completions.” You will also receive an email containing a link to your completion certfication, upon successful
‘completion of part one of this course. Be sure to return to this window to complete part two of this training.

Part Two - Ci
Thi
s for completing part two:

Id Sexual Abuse: Prevention and Response

i the Child Sexual Abuse: Prevention and Response Online Program offered through the Office of the Vice President for Ethics and Compliance.

Use 2 Iaptop or desktop compuer to compte the program. Gomlating the program on 3 ol davice, such 35 3 smart phone o talet, may create achrical issues.
1700 372 naing technical ssues, clear your browser sache, 7y 3 different web browser, o fpossioe, use 3 different computer.
(Once you begin e module, fmish ine module. Laaving the moduia partway {ough and retuming at a lser tme may creaie echricalissues.

+ Youmay confirm successful completion by clcking on My Grades' on the navigation mend [0 e 1. You Snould hava 3 scare of 100. You wil 350 receive 3 confrmation email ia WebCert

Child Sexual Abuse: Prevention and Response Evaluation Survey

Once you have completed part one and part two, please complete the evaluation survey. Your feedback will assist in planning future training sessions.
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Forms

FAs Effective Date: January 1, 2015, for programs that start on or after May 1, 2015

+ Introduction
Purdue University encourages programs and activities that enhance learing and stimulate creativity in youth. The success of these
programs depends on careful planning that makes safety the highest priorty. These procedures reinforce the safety of minors by requiring
all programs that include minors as participants to be registered with the University. Registration includes certification by the sponsor of the
program that al steps outlined in these procedures have been completed.

Directory of Compliance Contacts
General Resources

X Sponsors of programs are not limited by these procedures from developing more siringent requirements for their program staff. Similarly

units of the University that serve other units and third parties in faciitating programs (.., Purdue Extended Campus, IPFW Division of
News Archive Continuing Studies, Intercollegiate Athletics) may supplement these procedures with additional requirements
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VI Registration and Certification

A Each Program Director must register the program with the University before the activity commences using
the Programs for Minors Registration Form

B. Registration of the event includes certification that all Program Staff have passed minimum background check
requirements (see section VI below) and have received training within the 24-month period preceding the start

of the program (see section VIl below).
C. Registration also includes certification that the Checklist (see section VIl below) has been completed
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Programs for Minors Registration Form

Before you register your program, please read the Purdue University Proceduies o7 Programs Involving 1Inors.
As part of the registration, you will have to certify that you have completed all of the requirements of the
procedures. If you have done so, you are ready to proceed with your registration.

Questions about how to complete this form should be directed to:
Risk Management | skl 10l @ purdue edu | 765-494-8104

Questions regarding the interpretation of the procedures should be directed to
Office of the Vice President for Ethics and Compliance | upec@purdie el | 765-494-5830

Title of Program
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] 1 certty that al Program Staff have passed the minimum background check requirements s outined in the Procedures for
Programs Involving Minors.

41 1 certty that all Program Staff have completed training on youth safety and mandatory reporting n Indiana withn the 24-
month period preceding the start o the program as required by the Procedres for Programs Involving Minors.

7] 1 centy that the safeguards outined in section X (the Checkist) of the Procedures for Programs Involving Minors have
been putin place.
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] | certify that all Program Staff have passed the minimum background check requirements as outiined in the Procedures for
Programs Involving Minors.
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- Background Checks

All Program Staff must pass, at minimum, a sex and violent offender registry check, which is
verification that the individual is not listed as having any convictions of certain sex and violent
crimes on the Dru Sjodin National Sex Offender Public Website nor the Indiana Sex and Violent
Offender Registry, nor any other national or state registry that may become available. The registry
check must have been performed within the 12-month period immediately preceding start of the

program
« Purdue University Colleges, Schools, Departments, Offices and Organizations as Sponsors

« Itis the practice of Purdue University to regularly conduct registry checks on all
faculy, staff and students. As such, units of the University do not need to conduct
registry checks on faculty, staff or students of the University who will serve as.
Program Staff

« Aunit of the University who s a Sponsor of a program in which volunteers who are
not faculty, staff or students of the University will serve as Program Staff are required
toadhere to the provisions of the University policy on Volunteers (VI B 2). The policy
and its associated Administrative Manual on University Volunteers outine all
requirements for using the services of volunteers, as well as detailed steps on
conducting and documenting registry checks.

fa unit of the University will be paying or contracting with outside individuals or a
third party to serve on the Program Staf, a background check must be performed on
‘each individual (see section V1 B.2 below), and only those individuals not listed on
any of the registries may serve as Program Staff.
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41 1 certty that all Program Staff have completed training on youth safety and mandatory reporting n Indiana withn the 24-
month period preceding the start of the program as required by the Procedures for Programs Involving Minors.
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) 1 certy that the safeguards outiined in section X (the Checkiist) of the Procedures for Programs Involving Minors have
been putin place.
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« Checklist

The following safeguards must be in place prior to or at the start of the program.

« The Sponsor has a list of ll program participants (for programs where regstration of
participants is required) and Program Staff, including current emergency contact
information, and has a pian in piace for notifying parents or legal guardians in the event of
an emergency. Please note that the Purdue University Risk Management Office must be
notified following an emergency.

« Al appropriate permission forms, iabilty waivers, media releases and medical treatment
authorization forms for minors partcipating in the program have been obtained and are on
file with the Sponsor. These forms should be safeguarded and readly available. (See Tools
section for examples )

« Arrangements have been made to ensure all activities involving minors will be supervised by
the child's parent or legal guardian or an appropriate ratio of Program Staff at all times. If
staying in University housing. a plan for supervision of minors while in University housing
has been approved by the applicable campus housing authority




