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Identification, Selection, and Screening of Authorized Adults or Program Staff 
 

A list of all authorized adults and program staff must be provided to the Program administrator (contact at 
California University of PA) at least 30 days before the start of the program.   
 
The Non-University Sponsored Program must ensure that all authorized adults and program staff have 
completed the following: 

1. Background Check Requirements – Outlined later in this document 
2. Training – Outlined later in this document 

i. Mandatory Reporter Training 
ii. Sexual Harassment Training 

iii. Code of Conduct Training 
iv. Health Management Training 

 
The Non-University Sponsored Program must certify that the background checks are complete by signing 
and sending the Certification Form and Facilities Use Agreement to the Program administrator (contact at 
California University of PA) at least 30 days before the start of the program.   
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Background Check Requirements 
 
All employees and volunteers are required to have the following three background clearances: 
  

1. A criminal history record check from the Pa State Police (PSP) or a statement from the PSP that 
the individual has not been convicted of a reportable offense.  The link to obtain this is below.  
The applicant or organization can input the information to obtain the record check.  

https://epatch.state.pa.us/ 
 

2. Certification from the Department of Human Services as to whether the individual is named in 
the statewide database as a perpetrator in a pending child abuse investigation or in a founded or 
indicated report of child abuse within the last five years.  (Child Abuse Clearance)  The link to 
obtain this is below.  The applicant must enter the information.   

https://www.compass.state.pa.us/cwis/public/home 
 

3. A federal criminal history record check.  The individual must submit a full set of fingerprints to 
obtain this report.  The fingerprints will be submitted to the Federal Bureau of Investigation for 
the purpose of verifying the identity of the individual and obtaining a current record of any 
criminal arrests and convictions.  The applicant or organization can enter the information.  A 
receipt is then printed out.  The applicant must then go to one of the listed sites to get 
fingerprinted (taking the receipt with them).   

https://www.pa.cogentid.com/index.htm 
 
The background clearances above are required for the following: 

- New Employees – Pre-employment and every 60 months after.  
- Employees employed prior to December 31, 2014 – Background checks 60 months old or less 

(at the end date of the program) 
- Volunteers - Prior to approval and start of the program and every 60 months after.  The 

clearances are good for 60 months.   
 

Volunteer Exception for Federal Background Check Only (For Volunteers Only) 
- The position is unpaid.  
- The volunteer has been a resident of the Commonwealth during the entirety of the previous 

ten year period.  
- The volunteer swears in writing that they are not disqualified from service or has not been 

convicted of an offense similar in nature to those crimes listed in paragraph IV.B or similar.  
This can be accomplished by using the Volunteer-FBI Exemption form.  

 
NOTE: California University of PA does not review or keep copies of the background checks for Non-

University Sponsored University Events.  It is the organizations responsibility to store these background 

checks.  The Certification Form and Facilities Use Agreement is completed by the employer to ensure 

these background checks are completed at least 30 days before the start of the program.   

 

Reporting of Arrests or Convictions 

All employees, volunteers, and program administrators must self-report within 72 hours if they are 

arrested or convicted of certain reportable offenses outlined in the law.  This is accomplished by using 

form Pennsylvania’s State System of Higher Education 72-Hour Self-Reporting of Reportable Offenses 

available from the Human Resources Office.   If the university or program administrator has a reasonable 

belief that an employee or volunteer has been arrested or convicted of a reportable offense or was named 

https://epatch.state.pa.us/
https://www.compass.state.pa.us/cwis/public/home
https://www.pa.cogentid.com/index.htm
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as perpetrator in a founded or indicated report, or if an employee or volunteer has provided notice of 

activity that would be sufficient to deny employment or program participation, the university or program 

administrator must immediately require the employee or volunteer to immediately submit current 

information as required to secure the three background clearance checks.  Any employee or volunteer who 

fails to comply with this paragraph may be subject to discipline up to and including termination or removal.  

Report Suspected Child Abuse  

In a situation of suspected child abuse, all State System administrators, faculty, coaches, staff, student 

workers, independent contractors, and volunteers are mandated reporters under State System Policy. You, 

as a mandated reporter must immediately contact the Department of Human Services (DHS) by calling 1-

800-932-0313 to report suspected child abuse. Immediately following the report to DHS, the mandated 

reporter must notify the University’s Director of Social Equity and the Chief of the University Campus 

Police Department 

Grounds for Denying Employment/Volunteerism 
1. No prospective employee or volunteer shall be engaged in services to the Organization when the 

prospective employee or volunteer is named in the Department of Public Welfare’s central register 
as the perpetrator of a founded report of child abuse committed within the five-year period 
immediately preceding verification.  

2. No prospective employee or volunteer shall be engaged in services for the Organization where the 
report of criminal history record information indicates the prospective employee or volunteer has 
been convicted of an offense under one or more of the following previsions of Title 18 of the 
Pennsylvania Consolidated Statutes or an equivalent crime under Federal law or the law of another 
state (includes attempt, solicitation or conspiracy to commit):  

 Chapter 25 (relating to criminal homicide) 
 Section 2702 (relating to aggravated assault) 
 Section 2709.1 (relating to stalking) 
 Section 2901 (relating to kidnapping) 
 Section 2902 (relating to unlawful restraint) 
 Section 2910 (relating to luring a child into a motor vehicle or structure) 
 Section 3121 (relating to rape) 
 Section 3122.1 (relating to statutory sexual assault) 
 Section 3123 (relating to involuntary deviate sexual intercourse) 
 Section 3124.1 (relating to sexual assault) 
 Section 3124.2 (relating to institutional sexual assault) 
 Section 3125 (relating to aggravated indecent assault) 
 Section 3126 (relating to indecent assault) 
 Section 3127 (relating to indecent exposure) 
 Section 3129 (relating to sexual intercourse with animal) 
 Section 4302 (relating to incest) 
 Section 4303 (relating to concealing death of child 
 Section 4304 (relating to endangering welfare of children) 
 Section 4305 (relating to dealing in infant children) 
 A felony offense under section 5902(b) (relating to prostitution and related offenses) 
 Section 5903(c) or (d) (relating to obscene and other sexual materials and performances) 
 Section 6301(a) (1) (relating to corruption of minors) 
 Section 6312 (relating to sexual abuse of children) 
 Section 6318 (relating to unlawful contact with minor) 
 Section 6319 (relating to solicitation of minors to traffic drugs) 
 Section 6320 (relating to sexual exploitation of children 
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Mandatory Reporter Training 
 

The Non-University Sponsored Program must certify that the authorized adults and program staff have 
completed the Mandatory Reporter Training (by reviewing the attachment/handout) by signing and 
sending the Certification Form and Facilities Use Agreement to the Program administrator (contact at 
California University of PA) at least 30 days before the start of the program.  The training can also be found 
at http://www.calu.edu/faculty-staff/hr/protection-of-minors/index.htm. 
 

 

     
 
 
 
  
 
 
 
 
 

 

http://www.calu.edu/faculty-staff/hr/protection-of-minors/index.htm
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Sexual Harassment Training 
 
The Non-University Sponsored Program must certify that the authorized adults and program staff have 
completed the Sexual Harassment Training (by reviewing the attachment/handout) by signing and 
sending the Certification Form and Facilities Use Agreement to the Program administrator (contact at 
California University of PA) at least 30 days before the start of the program.  The training can also be found 
at http://www.calu.edu/faculty-staff/hr/protection-of-minors/index.htm.   
 
  
 

     
 

 
 

 
 
 
 
 
 
 
 
 
 
 

http://www.calu.edu/faculty-staff/hr/protection-of-minors/index.htm
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Code of Conduct Training 
The Non-University Sponsored Program must certify that the authorized adults and program staff have 
reviewed the Code of Conduct Training by signing and sending the Certification Form and Facilities Use 
Agreement to the Program administrator at least 30 days before the start of the program.   
 
1. Do not engage in any sexual activity, make sexual comments, tell sexual jokes, or share sexually explicit 

material with minors or assist in any way to provide access to such material to minors. 
2. In the case of adults supervising minors overnight, Authorized Adult should not enter a minor’s room. 

Bathroom facility or similar area without another adult in attendance.  
3. Separate accommodations for adult and minor are required other than the minor’s parents/guardians.  
4. Do not engage or allow minors to engage you in romantic or sexual conversations or related matters. 

Similarly, do not treat minors as confidantes; refrain from sharing sensitive personal information about 
you. Examples of sensitive personal information that should not be shared with minors are information 
about financial challenges, workplace challenges, drug or alcohol use, and/or romantic relationships, 
etc.  

5. Do not touch minors in a manner that a reasonable person could interpret as inappropriate. All 
personal contact should generally only be in the open, and in response to the minor’s needs, for a 
purpose that is consistent with the program’s mission and culture, or for a clear educational, 
developmental, or health-related purpose (e.g., treatment of injury). Any refusal or resistance from the 
minor should be respected.  

6. Do not be alone with a minor. If one-on-one contact is required, meet in an open, well illuminated 
space or room with windows observable by other Authorized Adults or Program Staff Members, unless 
the one-on-one contact is expressly authorized and must include more than one Authorized Adult or 
Program Staff Member.  

7. Do not meet with minors outside of the established times for program activities.  Any exceptions 
require written parental authorization and must include more than one Authorized Adult or Program 
Staff Member. 

8. Do not invite individual minors to your home or other private locations.  Any exceptions require 
authorization by the program administrator and written authorization by a parent/guardian. 

9. Do not provide gifts to minors or their families independent of items provided by the program. 
10. Do not engage or communicate with minors except for an educational or programmatic purpose; the 

content of the communication must be consistent with the mission of the program and the University. 
11. Do not engage in any abusive conduct of any kind toward, or in the presence of, a minor, including, but 

not limited to, verbal abuse, striking, hitting, punching, poking, spanking, or restraining.  If restraint is 
necessary to protect a minor or other minors from harm, all incidents must be documented and 
disclosed to the program administrator and the minor’s parent/guardian. 

12. Do not use, possess, or be under the influence of alcohol or illegal drugs while on duty, or in the 
presence of minors involved in a program, or when responsible for a minor’s welfare. 

13. Do not provide alcohol or illegal substances to a minor. 
14. Do not provide medication to a minor unless authorized by the program’s medication management 

guidelines. 
15. When transporting minors, more than one Authorized Adult or Program Staff Member from the 

program must be present in the vehicle, except when multiple minors will be in the vehicle at all times 
through the transportation.  Avoid using personal vehicles if possible and comply with the program’s 
transportation guidelines. 

16. Any communication with a minor in electronic format (email/text) should be in a group mail/text 
format or include another program personnel or parent – this avoids any 1-to-1 communication. 
Personnel and supervisors should monitor the internet use of minors in the program and assure filters 
or blocked content/security options are on in those program which allow minors to use University PCs 
or other electronic devices. Personnel should not access any site inappropriate for minor while in 
supervision or monitoring role.  

17. Do not use harassing language that would violate the Board of Governor’s Policy 2009-03: Social 
Equity, or university harassment policies.   
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Health Management Training 
 

The Non-University Sponsored Program must certify that the authorized adults and program staff have 
completed the Health Management Training (by reviewing information below) by signing and sending the 
Certification Form and Facilities Use Agreement to the Program administrator (contact at California 
University of PA) at least 30 days before the start of the program.   
 
MEDICAL EMERGENCY 

1. If serious injury or illness occurs on campus, immediately dial Ext. 4299 or 724-938-4299 to reach the 
California University Police Department. Give your name, describe the nature and severity of the 
medical problem, and give the campus location of the victim.  Please dial 911 if necessary.  

2. In case of minor injury or illness, report to the Wellness Center for evaluation. 
3. In case of serious injury or illness, ONLY certified or appropriately trained personnel should quickly 

perform the following steps: 
a. Keep the victim still and comfortable. DO NOT MOVE THE VICTIM. 
b. Ask the victim, ‘’Are you OK?” and ‘’what is wrong?” 
c. Check victim’s breathing and begin artificial respiration, if necessary. Send someone to get help. 
d. Control serious bleeding by direct pressure on the wound. 
e. Continue to assist the victim until help arrives. 
f. Look for emergency medical ID. 
g. Give all information to the medical response team.  

4. AEDs are available by contacting the Campus Police at Ext. 4299 or 724-938-4299.  They are located at 

the following: 

 - Police Vehicles  - Natali Student Center (across from the information desk)  

 - Hamer Hall Pool and Gym - Herron Recreation Center Office 

 - Steele Auditorium  - Health Center (Carter Hall) 

 - Dixon Hall First Floor Lobby - Farmhouse (great room) 

 - Convocation Center (main lobby, second floor by elevator, outside the athletic training room) 

 - Adamson Stadium (athletic training room) 

5. Medication Management  

- If medical personnel do not accompany the camp, parent(s) and/or guardian(s) are required to 
make arrangements with the Health Center for the administration of any medicine that the 
participant cannot self-administer. 
- Devices for the self-administration of medications which are prescribed by a physician may be 
carried by the participant during program activities. (Examples include, but are not limited to, 
personal “epi” pens and asthma inhalers.) 
- Over-the-counter medications can only be administered with prior approval. Program staff should 
make reasonable efforts to have basic first-aid kits available if needed. Participants can self-
administer over-the counter medication that they bring themselves.  

 
PSYCHOLOGICAL EMERGENCY 

A psychological crisis exists when an individual is threatening harm to himself/herself or to others, or is out 
of touch with reality due to severe drug reactions or a psychotic break. A psychotic break may be 
manifested by hallucinations, uncontrollable behavior, etc. 
1. Never try to handle a situation you believe is dangerous without appropriately trained assistance. 
2. Notify the California University Police Department by calling Ext. 4299 or 724-938-4299.  Please dial 911 

if necessary. 
3. When contacting University Police, state the following: 
 Clearly state that you need IMMEDIATE ASSISTANCE. 
 Give your name. 
 Give your location. 
 Provide brief description of the situation. 



18 
 

 Safety and Securing Planning  
All authorized adults and program staff must review the California University of Pennsylvania, Quick 
Reference Guide for Emergencies.  This can be found at https://www.calu.edu/campus-
safety/emergencies-quick-reference/index.htm.  
 

Minimum Staff Supervision Ratio 
Each program must provide the ratio of supervision to the Program administrator (contact at California 
University of PA).  As a guide, the following ratios are provided and were derived from the American Camp 
Association.  

- 5 years of age and younger – 1 staff for 5 minors (overnight) 
- 5 years of age and younger – 1 staff for 6 minors (day) 
- 6-8 years of age - 1 staff for 6 minors (overnight) 
- 6-8 years of age - 1 staff for 8 minors (day) 
- 9-14 years of age – 1 staff for 8 minors (overnight) 
- 9-14 years of age – 1 staff for 10 minors (day) 
- 14-17 years of age – 1 staff for 10 minors (overnight) 
- 14-17 years of age – 1 staff for 12 minors (day) 

 
Participation Forms 

These forms may include the following and the program can add forms as needed.   
- Participation Agreement – Specific to the Program 
- *Health Forms (Include proof of medical insurance, emergency contact, authorizing release of 

medical information and treatment if the parent/guardian cannot be reached, and a listing of 
medical conditions and allergies)  

o * This form is provided at the end of this handbook 
 

Transportation Plans 
A transportation plan must include the following: 

 A procedure for the pick-up and drop-off of participants, specifying times and locations 

 A procedure to obtain written permission from a parent or legal guardian in the event any 
participant is to be released to any person other than his or her parents or legal guardians 

 A description of any transportation of participants to be provided by the program, specifying: 
- The type of vehicle 
- The Driver 

 No Adult will be permitted to be alone with a minor in a car or other vehicle 
 Vehicle Seat Belt Usage - All Pennsylvania laws must be followed. 

 Car Seat/Booster Seat Usage - All Pennsylvania laws must be followed.  

 If there is no transportation for the program, this should be noted.   
 

 

 

 

 

 

 

 

https://www.calu.edu/campus-safety/emergencies-quick-reference/index.htm
https://www.calu.edu/campus-safety/emergencies-quick-reference/index.htm
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Housing Plans 
 

The Program Administrator accepts responsibility for the policies, procedures and general information as 
provided by the Summer Camp Program Office.  
 

 Doors 
- To ensure safety and security during your stay at California University, the main doors are to be 

used as the only entrance and exit except in case of emergencies. The front doors are to be kept 
locked. The doors are not to be ‘propped’ or opened to allow non-residents access to the hall. All 
other doors are designated as emergency exits only and are alarmed at all times. 

 Keys  
- The University will be responsible for key distribution and collection.  There will be a charge for 

all lost keys or keys not returned upon check-out. 

 University Rights - The University may exercise the following rights: 

- To enter any room for the purpose of inspection, repair or emergency. 

- To reassign participants within an overnight facility, after timely notification, in order to 

accomplish necessary repairs and renovation to the building. 

- To revoke the campus privilege including residency in or utilization of any of its buildings or 

any occupant whose conduct, solely in the University’s opinion, becomes injurious or 

potentially injurious to the university community. 

 University Policies 
- These policies are designed to protect both participants and the University, not to limit an 

individual’s freedom. Each person on campus is responsible for his or her own behavior. 

The Camp Directors and Conference organizers are responsible for maintaining proper 

behavior of participants. Each individual is asked to abide by the University policies to help 

ensure each Camp and Conference is a success. Please review the policies under the 

Specified Policies section. 

 Specified Policies Section 
1. Alcohol and drugs are strictly prohibited on campus. 
2. Smoking is prohibited in all buildings. 
3. Firearms and fireworks are prohibited on campus. 
4. Fire alarms and equipment are to be used only in emergencies and are not to 

be tampered with. 
5. Window screens are not to be removed. 
6. Camps and Conferences will be charged for room or common area damages 
7. Cleats are not to be worn in the buildings. 
8. Camps and Conferences will be billed for each lost key. 
9. Side doors are to be used only in emergencies. 
10. Non-participants are not allowed on the floors during the camp or conference. 

Participants are only allowed on the floors/wings or in the Residence Halls to 
which they are assigned.  

11. Camp and Conference Directors and participants are to park automobiles in 
assigned lots and must have valid parking permits. Violators will be ticketed if 
not parked in the proper lots and/or if they do not have a valid parking permit 
appropriately displayed.  

12. Local ordinance has established a 10 p.m. curfew for minors which is enforced 
by Community Police 
 

 
 
 
 



20 
 

Emergencies 

 All medical problems should be reported to the Student Health Center at 724-938-4232. When the 

Health Center is closed, emergencies should be reported to University Police at 724-938-4299. 

Emergency transportation to local hospitals is arranged through the Health Center or University Police. 

 University Police Officers are available by calling 724-938-4299. Additionally, Conference Staff 

perform rounds until 12 a.m. through each Residence Hall to check doors, alarms and 

surroundings. The on-call Conference Services Staff can be reached by calling 724-984-6400, during 

the on-call times stated. 

All Program Staff and volunteers staying the Residence Halls must have the mandatory background checks 
as described in this document completed.   
 
Under no circumstances will Program Staff and volunteers be allowed to stay in the same room as minor 
participants.   
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Protocols for Injury or Illness 
 

All authorized adults and program staff must review the following information: 

1. For a critical injury, Public Safety at (724) 938-4299 is contacted or 911 is called if there is a life-
threatening incident. Program administrator is to be notified as soon as the injured party is attended 
to.   

2. For any other injury, program director is notified immediately. An accident report must be filed, 
including record of how the incident happened and how it was handled. 

3. Parents/guardians are contacted by the program administrator at time of participant injury, if 
appropriate, or at earliest convenient time to communicate details. 

4. Anyone reporting to the University Health Services Center (located in Carter Hall) for an injury will be 
asked to complete a form and that form is specific to an employee or to a student/visitor on 
campus. The Health Center forwards the form to either the workers’ compensation (WC) manager or 
to the director of administrative services for students/visitors. 

5. For the University’s main campus, automatic external defibrillators (AEDs) are located in all police 
vehicles, in the Natali Student Center across from the information desk, at the Hamer Hall pool and 
gym, at the Herron Recreation Center office, at Steele Auditorium, at the Health Center, in Dixon Hall 

(first floor lobby), and at three locations in the Convocation Center.  
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Protocols for Accusations of Misconduct for Authorized Adults/Program 
Staff 

 

All authorized adults and program staff must review the following information: 

Any person believing that an instructor, counselor, or volunteer should not be allowed to continue with 
the program must make a written and signed complaint to the program administrator. The program 
administrator will investigate the complaint and make a report of the findings to the appropriate parties. 
All complaints and investigation reports will be kept confidential.  
 
Reporting of Child Abuse - In a situation of suspected child abuse, all administrators, faculty, coaches, staff, 
student workers, independent contractors, and volunteers are mandated reporters under this policy.  
Everyone who is deemed a mandated reporter pursuant to this policy shall be trained as if designated a 
mandated reporter by Pennsylvania Law.   

All mandated reporters shall make an immediate report of suspected child abuse or cause a report to be 
made if they have reasonable cause to suspect that a child is a victim of child abuse under any of the 
following circumstances: 

- The mandated reporter comes into contact with the child in the course of employment, 
occupation, and practice of a profession or through a regularly scheduled program, activity, or 
service.   

- The mandated reporter is directly responsible for the care, supervision, guidance, or training of 
the child, or is affiliated with an agency, institution, organization, school, regularly established 
church or religious organization, or other entity that is directly responsible for the care, 
supervision, guidance, or training of the child.   

- A person makes a specific disclosure to the mandated reporter that an identifiable child is the 
victim of child abuse. 

- An individual 14 years of age or older makes a specific disclosure to the mandated reporter 
that the individual has committed child abuse.   

The minor is not required to come before the mandated reporter in order for the mandated reporter to 
make a report of suspected child abuse.  The mandated reporter does not need to determine the identity 
of the person responsible for the child abuse to make a report of suspected child abuse.   

Mandated reporters must immediately make an oral report of suspected child abuse to the Department of 
Human Services (DHS) by calling 1-800-932-0313, or a written report to DHS using electronic technologies 
when available.  If an oral report is made, a written report shall also be made within 48 hours to DHS or the 
county agency assigned to the case as prescribed by DHS. Immediately following the report to DPW, the 
mandated reporter must notify the University’s Director of Social Equity at 724-938-5425 and the Chief of 
University Campus Police Department at 724-938-4299. 

 

 
 
 
 
 
 
 
 



23 
 

Protocols for Accusations of Misconduct for Participants 
 

All authorized adults and program staff must review the following information: 

Any person believing that a participant should not be allowed to continue with the program must make a 
written and signed complaint to the program administrator. The program administrator will investigate the 
complaint and make a report of the findings to the appropriate parties. All complaints and investigation 
reports will be kept confidential.  
 
Reporting of Child Abuse - In a situation of suspected child abuse, all administrators, faculty, coaches, staff, 
student workers, independent contractors, and volunteers are mandated reporters under this policy.  
Everyone who is deemed a mandated reporter pursuant to this policy shall be trained as if designated a 
mandated reporter by Pennsylvania Law.   

All mandated reporters shall make an immediate report of suspected child abuse or cause a report to be 
made if they have reasonable cause to suspect that a child is a victim of child abuse under any of the 
following circumstances: 

 
- The mandated reporter comes into contact with the child in the course of employment, 

occupation, and practice of a profession or through a regularly scheduled program, activity, or 
service.   

- The mandated reporter is directly responsible for the care, supervision, guidance, or training of 
the child, or is affiliated with an agency, institution, organization, school, regularly established 
church or religious organization, or other entity that is directly responsible for the care, 
supervision, guidance, or training of the child.   

- A person makes a specific disclosure to the mandated reporter that an identifiable child is the 
victim of child abuse. 

- An individual 14 years of age or older makes a specific disclosure to the mandated reporter 
that the individual has committed child abuse.   

The minor is not required to come before the mandated reporter in order for the mandated reporter to 
make a report of suspected child abuse.  The mandated reporter does not need to determine the identity 
of the person responsible for the child abuse to make a report of suspected child abuse.   

Mandated reporters must immediately make an oral report of suspected child abuse to the Department of 
Human Services (DHS) by calling 1-800-932-0313, or a written report to DHS using electronic technologies 
when available.  If an oral report is made, a written report shall also be made within 48 hours to DHS or the 
county agency assigned to the case as prescribed by DHS. Immediately following the report to DPW, the 
mandated reporter must notify the University’s Director of Social Equity at 724-938-5425 and the Chief of 
University Campus Police Department at 724-938-4299. 

 

 

 

 

 

 

 

 



24 
 

Orientation Materials for Parents and Participants 
1. Specific Orientation Materials are not required as each program is different.  However, as a guideline, 

they could include the following: 
- Information describing the purpose, length, rules and contacts for the program, including the 

Program Administrator, Camp Director, Event Coordinator, etc.  
2. Consult with the Program or Registry Administrator. 
 

Insurance Requirements 
1. The organization shall, at its own expense, obtain and maintain during the term of this agreement, 

public liability insurance issued by a company authorized to provide insurance in the Commonwealth 
to cover personal bodily injury and wrongful death in the sum of not let than $250,000 for each person 
and not less than $1,000,000 per occurrence, as well as property damage liability insurance in the 
amount of not less than $1,000,000 for each occurrence. The University shall be included as an 
additional insured in the required policies and Organization shall provide written evidence that such 
policies are current and in effect. Insurance must be on an occurrence basis only. Where required by 
law, Organization will provide workers’ compensation insurance that complies with the statutory 
requirements of the Commonwealth. 

 

Record Retention Policy and the Storage of Records 
1. Background Checks - Copies should be stored for 25 years by the Non-University Sponsored 

Organization.  They should not be sent to California University of PA.   
 

2. Certification Forms and Facility Use Agreements for Non-University Sponsored Programs - Copies 
should be stored with the assigned Registry Administrator (California University of PA) in a secured 
area. These records shall be stored for 7 years in either paper or electronic form.   
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Certification Form 
 
 

 
 
 
 

California University of Pennsylvania’s Minor Participation Event Certification for Non-

University Sponsored Programs 

Please read this entire form carefully before completing it. This form is to be used by event Program and Registry 
Administrators and all others working with organizations who will use facilities controlled by California University of 
Pennsylvania where minors will attend.   This form is NOT REQUIRED for temporary guest speakers, presenters, or 
other individuals who have no direct contact with program participants other than short-term activities supervised 
by program staff or fellow students whose only role is as a participant in the education, services, or program 
offered. This form is also NOT REQUIRED for internal events that ONLY California University of Pennsylvania faculty, 
staff, or students are attending that are run by the University.   

Submit this form and the Facilities Use Agreement to the Program or Registry Administrator at California University.   

  

 
 

Event Title:    Event Date(s):_____________________________ 
 

Program Description: (include target audience and any advertisements for the event) 
_______________________________________________________________________________________________ 
_______________________________________________________________________________________________ 
_______________________________________________________________________________________________ 

Facilities Utilized: 
        
        
        

 

Organization Contact Name and Contact Information: 
________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

 

Section 2. Minor Participation – To be filled out by Organization Program Contact – Check Appropriate Box 
 

Minor - Individuals under the age of 18 years old. 

Authorized Adult – Defined in PRP 2410 as individuals, paid or unpaid, who may have direct contact, interact with, treat, 

supervise, chaperone, or otherwise oversee minors. This includes all employees, but is not limited to, faculty, staff, 

coaches, volunteers, graduate and undergraduate students, interns, employees of temporary employment agencies, and 

contractors. Roles of authorized adults or program staff include, but are not limited to, positions as counselors, 

chaperones, coaches, instructors, health care providers, and outside providers conducting programs in leased facilities. 
 

By checking this box, I certify that minors will NOT participate in this event and compliance with the Pennsylvania 
Child Protective Services Law, 23 Pa.C.S. §6301 does NOT apply to this event. (A “List of Participating Adults” is 
not required.) Fill out section 3.   

By checking this box, I certify that minors participating in this event will be under the care, custody, and control of 
a parent or legal guardian or an individual designated by a parent or legal guardian. Compliance with the 
Pennsylvania Child Protective Services Law, 23 Pa.C.S. §6301 does NOT apply to this event. (A “List of 
Participating Adults” is not required.)  Fill out section 3.   

By checking this box, I certify that minors may be present at this event and under the care, custody, and control of 
an Authorized Adult. Authorized Adults must comply with required background clearances per PRP 2410 and the 
Pennsylvania Child Protective Services Law, 23 Pa.C.S.6301. I also certify that I have received the Non-
University Sponsored Program Handbook and that the all authorized adults and/or program staff have the 
completed the following as outlined in the handbook: Fill out section 3.   

 Required Background Checks 

 All Trainings (Mandatory Reporter, Sexual Harassment, Code of Conduct, Health Management) 

 Will comply with the procedures as outlined in the handbook 

 

Section 1. Program Information – To be filled out by Organization Program Contact 
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By signing this form, I swear and affirm under penalty of law that the statements made in this form are true, accurate, 

correct, and complete. (Students may NOT act as an Administrator.) 

  

  Organization Contact/Administrator Name     Program Administrator Signature       Date 

(Print) 

Section 3. Certification – To be signed by Organization Program Contact  
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California University of Pennsylvania  
Protection of Minors on Campus Policy 

  

A. Purpose and Scope 
 
The purpose of this policy is to promote the safety and security of children who participate in 
programs sponsored by California University of Pennsylvania (Cal U) or held on University-owned 
property by non-University organizations.  
 
Except for the reporting of child abuse or child neglect, this policy does not apply to: 

1. Events on campus that are open to the general public and which minors attend at the sole 
discretion of their parent or legal guardians, 

2. Private events where minors attend under parental or legal guardian supervision, or 
3. Other programs as may be designated by the University President or designated official in 

advance and in writing as exempt from this policy or specific provisions of this policy. 

B. Definitions 

Affiliated Entity:  A private organization (typically classified as 501 (c) (3) nonprofit organization for 
federal tax purposes) that exists solely for the benefit of the University, including, but not limited 
to, foundations, alumni associations, and student associations. 

Authorized Adults or Program Staff Members:  Individuals, paid or unpaid, who may have direct 
contact, interact with, treat, supervise, chaperone, or otherwise oversee minors. 

Child Abuse:  Child abuse is defined in 23 Pa. C. S. §6303.  That definition includes nonaccidental 
actions or omissions that cause serious physical or mental injuries to a child, or sexual 
abuse/sexual exploitiation of a child including: 

1. Physical Abuse:  Acts or omissions that cause, or fail to prevent, a serious physical injury to 
a child. 

2. Sexual Abuse:  Includes, but is not limited to, rape, sexual assault, molestation, incest, 
indecent exposure, or otherwise exploiting a child in a manner in which the child is used 
for gratification or sexual enjoyment by another person. 

3. Emotional or Mental Abuse:  Acts or omissions that have an actual or likely severe 
negative impact on a child’s emotional and behavioral development, including those 
resulting from persistent or severe emotional mistreatment. 

4. Neglect:  A severe or persistent failure to provide for a child’s physical, emotional, or basic 
needs. 

Direct Contact:  Providing care, supervision, guidance, or control; or routine interaction with 
minors. 

Mandated Reporter:  In a situation of suspected child abuse, all administrators, faculty, coaches, 
staff members, student workers, contractors, and volunteers who are mandated reporters. 
Mandated reporters must immediately contact the Department of Human Services by calling 1-
800-932-0313 to report suspected child abuse. Immediately following the report to DPW, the 
mandated reporter must notify the University’s Director of Social Equity and the Chief of University 
Campus Police Department. The University will provide training and protocols for mandated 
reporters. 

Minor/Child:  A person under 18 years of age.  Minors may be enrolled undergraduate/graduate 
students; students “dually enrolled” with the University and in elementary, middle, or high school; 
employees; or participants in program activities. 
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One-on-One Contact:  Personal, unsupervised interaction between any Authorized Adults  or 
Program Staff Member and a participant without at least one other Authorized Adult  or Program 
Staff Member, parent, or legal guardian being present. 

Program:  Programs or activities offered by various academic or administrative units of the 
University, or by non-University groups using University facilities where the parents or legal 
guardians are not responsible for the care, custody, or control of their children.  This includes, but 
is not limited to, workshops, services, camps, conferences, campus visits, and similar activities.  
These do not include organized events where parents or legal guardians are responsible for 
minors. 

Program Administrator:  The person(s) who has primary and direct operational responsibility for 
managing a program. 

Registry:  An official record or list of Authorized Adults or programs. 

Sponsoring Unit:  The academic or administrative unit of the University that offers a program or 
gives approval for the use of University facilities. 

University Facilities:  Facilities owned by or under the control of California University of 
Pennsylvania entity, including spaces used for education, athletics, dining, recreation, University 
housing, and on-campus affiliate-owned housing. 

University-Sponsored Programs:  Programs that are directly managed by University faculty, staff 
members, and affiliated entities on behalf of the university.  All university-sponsored programs 
must be registered. 

Non-University-Sponsored Programs:  Programs that are not operated on behalf of the University 
or under the university’s control. 

C. Policy 

1. Program Registration - The University must establish and maintain a registry of all 
University Sponsored Programs that are offered to minors. All programs must be 
registered no later than 30 days before the start of the program.  Programs must be 
registered annually with the appropriate Registry Administrator.  
 

2. Program Registration Requirements – The Sponsoring Unit of all University Sponsored 
Programs, all Affiliated Entities and any person of organization offering a Non- University 
Sponsored Program offering programs to minor children must establish and implement 
policies and procedures will, at a minimum, include the following requirements.  An 
evaluation form will be used to review each of these topics for each program at least 30 
days before the start of the program.      

a. Identification, selection, and screening of Authorized Adults or Program Staff 
Members, including criminal background checks 

b. Training for Authorized Adults or Program Staff Members 
c. Supervision ratio 
d. Safety and security planning 
e. Participation requirement forms 
f. Transportation 
g. Housing 
h. Response protocols when there is an injury or illness 
i. Response protocols when an Authorized Adult or Program Staff Member is 

accused of misconduct 
j. Response protocols when a participant is accused of misconduct 
k. Program orientation or information for minors and parents 
l. Insurance requirements 
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m. Record retention 
 

3. Authorized Adults or Program Staff Members Code of Conduct 
Authorized Adults and Program Administrators must follow these expectations: 

a. Do not engage in any sexual activity, make sexual comments, tell sexual jokes, or 
share sexually explicit material with minors or assist in any way to provide access 
to such material to minors. 

b. In the case of adults supervising minors overnight, Authorized Adult should not 
enter a minor’s room. Bathroom facility or similar area without another adult in 
attendance.  

c. Separate accommodations for adult and minor are required other than the minor’s 
parents or guardians.  

d. Do not engage or allow minors to engage you in romantic or sexual conversations 
or related matters. Similarly, do not treat minors as confidantes; refrain from 
sharing sensitive personal information about you. Examples of sensitive personal 
information that should not be shared with minors are information about financial 
challenges, workplace challenges, drug or alcohol use, and/or romantic 
relationships, etc.  

e. Do not touch minors in a manner that a reasonable person could interpret as 
inappropriate. All personal contact should generally only be in the open, and in 
response to the minor’s needs, for a purpose that is consistent with the program’s 
mission and culture, or for a clear educational, developmental, or health-related 
purpose (e.g., treatment of injury). Any refusal or resistance from the minor 
should be respected.  

f. Do not be alone with a minor. If one-on-one contact is required, meet in an open, 
well illuminated space or room with windows observable by other Authorized 
Adults or Program Staff Members, unless the one-on-one contact is expressly 
authorized and must include more than one Authorized Adult or Program Staff 
Member.  

g. Do not meet with minors outside of the established times for program activities.  
Any exceptions require written parental authorization and must include more than 
one Authorized Adult or Program Staff Member. 

h. Do not invite individual minors to your home or other private locations.  Any 
exceptions require authorization by the program administrator and written 
authorization by a parent/guardian. 

i. Do not provide gifts to minors or their families independent of items provided by 
the program. 

j. Do not engage or communicate with minors except for an educational or 
programmatic purpose; the content of the communication must be consistent 
with the mission of the program and the University. 

k. Do not engage in any abusive conduct of any kind toward, or in the presence of, a 
minor, including, but not limited to, verbal abuse, striking, hitting, punching, 
poking, spanking, or restraining.  If restraint is necessary to protect a minor or 
other minors from harm, all incidents must be documented and disclosed to the 
program administrator and the minor’s parent/guardian. 

l. Do not use, possess, or be under the influence of alcohol or illegal drugs while on 
duty, or in the presence of minors involved in a program, or when responsible for 
a minor’s welfare. 

m. Do not provide alcohol or illegal substances to a minor. 
n. Do not provide medication to a minor unless authorized by the program’s 

medication management guidelines. 
o. When transporting minors, more than one Authorized Adult or Program Staff 

Member from the program must be present in the vehicle, except when multiple 
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minors will be in the vehicle at all times through the transportation.  Avoid using 
personal vehicles if possible and comply with the program’s transportation 
guidelines. 

p. Any communication with a minor in electronic format (via email or text) should be 
in a group mail/text format or include another program personnel or parent – this 
avoids any one-to-one communication. Personnel and supervisors should monitor 
the internet use of minors in the program and assure filters or blocked 
content/security options are on in those program which allow minors to use 
University PCs or other electronic devices. Personnel should not access any site 
inappropriate for minor while in a supervision or monitoring role.  

q. Do not use harassing language that would violate university harassment policies.   

Violations of any of the forgoing shall be reported to the program or registry 
administrator. 

4. Criminal Background Screening 
a. University Sponsored Programs - Background checks must be consistent with 

PASSHE Procedure/Standard 2015-21, which is the University’s adopted procedure 
for background checks.  The University reserves the right to deny permission for 
any University employee to act as an Authorized Adult based on a background 
check.  

b. Non University Sponsored Programs – All Authorized Adults are required to 
provide the certification attesting to compliance with the Program Registration 
Requirements described in Section 2 above. Background checks must be consistent 
with PASSHE Procedure/Standard 2015-21, which is the University’s adopted 
procedure for background checks. 
 

5. Participant Requirements 
Minors and parents or legal guardians of minors must submit required forms before 
minors will be allowed to participate in University Sponsored Programs. These forms may 
include, but are not limited to, a participation agreement, health form, emergency contact 
form, proof of medical insurance, photo and recording release, and participant code of 
conduct. 
 

6. Training 
All Authorized Adults or Program Staff Members working with minors are required to be 
trained on policies and issues related to minor safety and security.  The training should be 
completed annually and may vary based on the role of the Authorized Adult.  
Documentation of training completion is required to be maintained by the program 
administrator.  Program administrators of non-university-sponsored programs or non-
University groups providing services to university-sponsored programs are required to 
certify that they have satisfactorily completed required training before being allowed to 
use University facilities.  Training should address the following topics: 

a. Mandatory reporter training  
b. Health and Wellness Management  
c. Participant conduct management and disciplinary procedures 
d. Authorized Adult  or program staff code of conduct 
e. Sexual Harassment 
f. Safety and security protocols 
g. Crime reporting procedures 

 
7. Facilities Use Agreement 

Universities licensing, leasing, or allowing the use of University facilities for non-University-
sponsored programs or events primarily serving minors are required to include language in 
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the agreement requiring identification of Authorized Adults or program staff, supervision 
ratios, adult code of conduct, training (including mandated reporter training), and 
background screening consistent with this policy. 
 

8. Reporting Obligations 
a. Reporting of Child Abuse 

In a situation of suspected child abuse, all administrators, faculty, coaches, staff, 
student workers, independent contractors, and volunteers are mandated reporters 
under this policy.  Everyone who is deemed a mandated reporter pursuant to this 
policy shall be trained as if designated a mandated reporter by Pennsylvania Law.   
 
All mandated reporters shall make an immediate report of suspected child abuse or 
cause a report to be made if they have reasonable cause to suspect that a child is a 
victim of child abuse under any of the following circumstances: 
 
(1) The mandated reporter comes into contact with the child in the course of 

employment, occupation, and practice of a profession or through a regularly 
scheduled program, activity, or service.   

(2) The mandated reporter is directly responsible for the care, supervision, guidance, 
or training of the child, or is affiliated with an agency, institution, organization, 
school, regularly established church or religious organization, or other entity that 
is directly responsible for the care, supervision, guidance, or training of the child.   

(3) A person makes a specific disclosure to the mandated reporter that an identifiable 
child is the victim of child abuse. 

(4) An individual 14 years of age or older makes a specific disclosure to the mandated 
reporter that the individual has committed child abuse.   

The minor is not required to come before the mandated reporter in order for the 
mandated reporter to make a report of suspected child abuse.  The mandated reporter 
does not need to determine the identity of the person responsible for the child abuse 
to make a report of suspected child abuse.   

Mandated reporters must immediately make an oral report of suspected child abuse 
to the Department of Human Services (DHS) by calling 1-800-932-0313, or a written 
report to DHS using electronic technologies when available.  If an oral report is made, 
a written report shall also be made within 48 hours to DHS or the county agency 
assigned to the case as prescribed by DHS. Immediately following the report to DPW, 
the mandated reporter must notify the University’s Director of Social Equity and the 
Chief of University Campus Police Department. 

Immediately following the report to DHS, the mandatory reporter must notify the 
designated person in charge at the university who will assume responsibility for 
facilitating the university’s cooperation with the investigation of the report.  More 
than one report of the suspected child abuse is not required.   

b. Reporting of Arrests and Convictions 
All employees, volunteers, and program administrators must provide written notice to 
the designated person in charge at the university if they or an authorized adult or 
program staff are: (1) arrested for, or convicted of, an offense that would constitute 
grounds for denial of employment or participation in a program, activity, or service; or 
(2) are named as a perpetrator in a founded or indicated report under the Child 
Protective Services Law (23 Pa.C.S. $6301, et seq.). The employee, volunteer, or 
program administrator shall provide such written notice within 72 hours of arrest, 
conviction, or notification that the person has been listed as a perpetrator in the 
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statewide database.  The failure of an employee or program administrator to make a 
written notification, as required, is a misdemeanor of the third degree.  
If the employer or program administrator has a reasonable belief that an employee or 
volunteer has been arrested or convicted of a reportable offense or was named as 
perpetrator in a founded or indicated report under the Child Protective Services Law, 
or if an employee or volunteer has provided notice of activity that would be sufficient 
to deny employment or program participation, the employer must immediately 
require the employee or volunteer to immediately submit current information for 
required criminal background screening clearances in accordance with applicable 
procedures, standards, and guidelines as established by the chancellor.   

D. Effective Policy Date:  December 31, 2014, Updated April 15, 2016, Updated November 8, 
2016 
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(Example Form – Organization may use their own designated document) 

 FORM C - 1 

CALIFORNIA UNIVERSITY OF PENNSYLVANIA 

STUDENT HEALTH SERVICES DEPARTMENT 

  

CAMP/CONFERENCE: DATE(S) ATTENDING:   
 

NAME:    

(LAST) (FIRST) (MI) 
AGE:   

 

HOME ADDRESS:       

(STREET) (CITY) (STATE) (ZIP) 
 

HOME PHONE: ( )   Cell/Business Phone: ( )   

 

IN CASE OF ACCIDENT OR MEDICAL EMERGENCY CONTACT: 
 

NAME:   ADDRESS:   

 
 

(CITY) (STATE) (ZIP) 
 

RELATIONSHIP:   PHONE:( )   

 

 

HEALTH HISTORY (Please check yes or no) 

BLEEDING/CLOTTING DISORDER yes  no   

DIABETES yes  no   

HEARING/VISION IMPAIRMENT yes  no   

HEART DISEASE yes     no   

HYPERTENSION yes  no   

KIDNEY DISEASE yes  no   

 

 

LUNG/ASTHMA yes   no    

PHYSICAL LIMITATIONS  yes   no    

SEIZURE DISORDER yes   no   

STROKE yes   no    

SURGERY yes   no     

OTHER  

COMMENTS: 

DATE OF LAST TETANUS INJECTION:    
 

LIST ALLERGIES:    
 

LIST MEDICATION YOU ARE TAKING:    
 

INSURANCE INFORMATION: 

 
 

NAME OF CARRIER POLICY NUMBER 

 
I,  , THE PARENT OR GUARDIAN UNDERSTAND THAT CALIFORNIA 

UNIVERSITY OF PENNSYLVANIA DOES NOT PROVIDE HEALTH AND ACCIDENT INSURANCE TO STUDENT OR CAMP 

PARTCIPANTS AND THAT MY INSURANCE IS THE PRIMARY COVERAGE. I AGREE TO ASSUME FULL RESPONSIBILITY 

FOR ANY COSTS INCURRED AS RESULT OF ANY EMERGENCY SERVICES AND/ OR TREATMENT. 

PARENTAL PERMISSION FORM FOR PERSONS UNDER THE AGE 

OF 18 ATTENDING CAMP OR CONFERENCE. 
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I GRANT PERMISSION FOR MY CHILD, NAMED ABOVE, TO RECEIVE PROPER MEDICAL TREATMENT IN THE EVENT 

THAT HE OR SHE MAY SUSTAIN INJURY OR ILLNESS DURING THE PERIOD OF THE ABOVE CONFERENCE. 

  Signature   Date   
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FORM C - 1 
  
 

PHYSICIAN’S PERMISSION FORM FOR ALL PARTICIPANTS 

 
In accordance with the policies and guidelines determined by California University Student 

Health Services, I have examined the general physical condition of  and 

find the said participant to be physically fit to participate in the camp/conference activities as 

indicated by the date of examination and by my signature. (PHYSICAL EXAMINATION 

SHOULD HAVE TAKEN PLACE NO MORE THAN ONE (1) YEAR PRIOR TO 

PARTICIPANT’S ATTENDANCE AT CAMP/CONFERENCE.) 

 

 

 
 

  /  /   
 

 

PHYSICIANS SIGNATURE DATE OF EXAMINATION 

 

 

 

 

Revised 2/16 

 

 

 

NO Participant shall be eligible to take part in any camp/conference drills or game competitions 

unless a licensed physician of medicine or osteopathic medicine, a certified school nurse 

 practitioner, or physician’s assistant has examined him/her. 
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Pennsylvania’s State System of Higher Education 
Volunteer Exemption from FBI Background Check  

(Under the Child Protective Services Law) 
 

 
Please read this entire form carefully before completing it. This form is to be used by a Pennsylvania resident who 
serves or wants to serve as a volunteer with a program or activity associated with Pennsylvania’s State System of Higher 
Education or one of its universities and seeks exemption from the requirement to submit a report of federal criminal 
history record information (FBI background check). You are still required to submit a report of criminal history record 
information from the Pennsylvania State Police and a certification from the Department of Human Services concerning 
child abuse. 

 

Section 1. Personal Information 

Name of Volunteer: _________________________________________________ Date: ____/____/________ 

Current Address: __________________________________________________________________________________ 

Number of Months ____________ Years ____________ at this Address* 
 

*If less than 10 years, provide prior Pennsylvania addresses on a separate page. 

Volunteer Position: __________________________________________________ 

 

Section 2. Instructions 

 

Check the appropriate boxes below. Then, sign the certification under Section 3. 
 

 By checking this box, I certify that I have been a resident of Pennsylvania for the entirety of at least the last 
10 consecutive years prior to the date of this application, which is set forth above. 

 

 By checking this box, I certify that I have not been convicted of any of the Reportable Offenses listed below. 

 
List of Reportable Offenses 

 
A Reportable Offense enumerated under Pennsylvania’s Child Protective Services Law, 23 Pa.C.S. §6344(c), consists 
of one or more of the following: 
 
1. Provisions of Title 18 of the Pennsylvania Consolidated Statutes (relating to crimes and offenses) or an equivalent 

crime under the laws or former laws of the United States or one of its territories or possessions, another state, the 
District of Columbia, the Commonwealth of Puerto Rico or a foreign nation, or under a former law of the 
Commonwealth of Pennsylvania: 

 

 Chapter 25 relating to criminal homicide 
 Section 2702 relating to aggravated assault 
 Section 2709.1 relating to stalking 
 Section 2901 relating to kidnapping 
 Section 2902 relating to unlawful restraint 
 Section 3121 relating to rape 
 Section 3122.1 relating to statutory sexual assault 
 Section 3123 relating to involuntary deviate sexual 

intercourse 
 Section 3124.1 relating to sexual assault 
 Section 3125 relating to aggravated indecent assault 
 Section 3126 relating to indecent assault 

 Section 3127 relating to indecent exposure 
 Section 4302 relating to incest 
 Section 4303 relating to concealing death of a child 
 Section 4304 relating to endangering welfare of 

children 
 Section 4305 relating to dealing in infant children 
 A felony offense under Section 5902(b) relating to 

prostitution and related offenses 
 Section 5903(c) or (d) relating to obscene and other 

sexual materials and performances 
 Section 6301 relating to corruption of minors 
 Section 6312 relating to sexual abuse of children
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1. An offense designated as a felony under the act of April 14, 1972 (P.L. 233, No. 64), known as “The Controlled 

Substance, Drug, Device and Cosmetic Act,” committed within the preceding five-year period. 
 

2. A founded report within the preceding five-year period in the statewide database maintained by the Department of 
Human Services. 

 

Section 3. Certification 

 

I understand that by submitting this completed Volunteer Exemption Form, I swear or affirm that all of the information I 
have provided on this application is complete, accurate, true, and correct. I make this declaration subject to the penalties 
of 18 Pa.C.S. §4904 relating to unsworn falsification to authorities. 

 
 
 
_____________________________________________________ _____________________________________ 
Volunteer’s Signature  Date 
 
I:\Admin and Finance\Public\Minors on Campus Work Group\Procedures and Standards\Volunteer - FBI Exemption.docx 


