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PROGRAM ADMINISTRATOR: REGISTRY TRAINING GUIDE

1) The Program Administrator will receive an email with instructions from hrclearances@bloomu.edu.

Program Administrator - An employee or official university volunteer who is managing a program and
has an Active Directory account. The event Program Administrator is responsible for managing the
event, collecting, uploading and retaining required documentation.

2) Depending upon the event specifics, you may receive one of two email types shown below.

a) The first of the two possible emails contains a link to answer questions pertaining to the event
attendees. You will receive this link if the Event Requestor was unable to answer these
questions.

i.  Select “Please follow this link” to answer the Registry questions pertaining to event
attendees.

ii.  Continue through guided event attendee questions by answering and pressing the
green arrow.
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iii.  The Registry determines compliance requirements, based upon the provided
answers, and ultimately provides a message detailing action(s) to be taken. After
reading the action message, press “SUBMIT.”
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iv.  Once “SUBMIT” is pressed, a link to a webpage specifying required documentation is
provided.

Christmas delivery - Test (12-24-19) (Added on: 01/04/2019) #134082 v

Start: 12/24/2019 10:45:00 AM  End: 12/24/2019 12:00:00 PM
Event Scheduler: Kristina Wood (KWOOD@BLOOMU.EDU)
Program Administrator: Kristina Wood (KWOOD@BLOOMU EDU)

Please answer the questions below.

Thank you for completing the questions. You will be notified upon approval of
this event. Events will not be approved until the required forms are completed
If any forms appear below, please submit them to the Human Resources
Office.

Please follow this link for further instruction
http://www.bloomu.edu/event-clearance-administration

v.  Click on the link to obtain important compliance information. Follow the compliance
requirements listed on this page.
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Please note that only internal Program Administrators can upload collected documentation as required.

b) The second of the two possible emails contains a link directly to the Registry. This email is
received if event attendee questions were answered by the Event Requestor. This link enables you to
view event details and provide all required compliance documentation.

i.  Two links are available from this email. Select the appropriate link to either view the
compliance requirements webpage or to enter the Registry to upload compliance
documentation.
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The first link leads to the “Bloomsburg University Camp, Conference, and Event
Requirements webpage, which contains important compliance information for your
reference. Follow compliance requirements listed on this page.

From: hich edu <hrek @bloomu.edus

sent: Tuesday, January 15, 2019 11:32 AM

To: Adarns, Deyrmon <dsdams @bloomu.edu>

Sublect: fe: (Christmas delivery - Test (12-24-19) (added on: 01/04/2019) #134062)

Thus email 15 vor vent: Christmas delvery - Test (12-24-19) (Added on: 01/04/2019) #134082

Thank you for registering thes evenr. This event requires compliance with PEP 2410: Background Screemng, Prot Chinors, Volunteerism, This event requires cernfication that miners are under the care,

custody, and contral of an Authorized Adult and completion protection of minors documentation

Please follow this link (Bloamebueg University Camp, Conference, and Fvent Requi ) to review i pliance i

Please follow this link in arder to upload the requested forms

w copy of this email because von are the Program Administrator for this svent

Bloomsburg University Camp, Conference, and Event Requirements webpage
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Follow the second link to go directly to the Registry to upload event documentation and
request event approval.

3) Review your event and upload compliance documentation to the Registry.

q

Locate your event by navigating through the pages or use the search filters.
—
|
Frogram Year: 2018 ¥ | Al Caiegories: ¥ |[AIE: ¥ |[CrderBy Ttz ¥ | [All Program Admir ¥ | O |

Basic Details
Event Approved

ACE Spring Orientstion 01/17/2015 (addad
ACE Spring Orientation 01/17/2018 (Added on: =

10112/2018) #121132 . oved ¥ /
Reservation |d: 1305 Approved Status: | Approved ¥ | Approval Date:  12/10/2018

Start: 1/17/2019 5:00:00 PM

Edit Delete

Category: NA

End: 1/17/2018 7:40:00 FM

Sponsored: g

Thank you for registering this event. Background
Clearance Compliance per PRP 2410 Is NOT
S e e e s i
Approved childran®= smg 12/10/2013

Event Scheduler Details.

First: Andira Middle: C Last: Dodge

Scheduler: Email: adodge2@bloomu.edu

Admissions Frese Cradit Study

on: 10/15/2018) #13

Approved

Program Administrator Detzils
First: Karen Middle: L Last: Murtin

A:rfnﬂig: Email: keurtin@bloamu edu
Dept: Off Campus Credit Study
Approved Phone: 5703804524

ACE spring orientation far high school students
enrolled at BU taking college courses, Parants
" attend with their children.

External
Notes:

General
Alpha Sigma Alpha 40th Reunion 01/25/2018 Public- 11°
(Added on: 01/07/2010) #134117

Reservation Id: 1481 Approved 2
Start: 1 19 10:00:00 AM 1+¢3

End: 1/26/2019 2:00:00 PN

Mise: 0
W Iniemal Parbcipanis
External Participants
High School students attend with their families
far Spring arientation
NCHE 1303

Description:

Select a page: Page 1 of 16 Rooms:
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ii. Review specific event details. Each of the section headers may be expanded to review
related information.

iii. Expanding the Event Questions header enables viewing of the event specific questions that
were previously entered in the system.

iv. Expanding the Forms Submissions header enables you to upload the event documentation
that is required for compliance. Required documentation is listed within the Program
Administrators Guide as follows:

i. List of Participating Adults

ii. Certification of Compliance (if applicable)

iii. Event Participant Parental Consent Form

iv. Medical Information and Consent for Emergency Treatment

v. Photo and Video Consent Form

vi. Code of Conduct and Mandatory Reporter Acknowledgements (if applicable)
vii. Post-Event: Program Orientation — Authorized Adults/Program Volunteers
viii. Post-Event: Program Orientation for Minors and Parents

b. Files may be dragged and dropped or use the “Select File” option to locate the
document. Drag and drop files and must be a .pdf or .doc file.

Clearance(s):

Mo Files have been uploaded for this event.

AddRemove Packet Information

Drop files here

Please select file(s) to upload.
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c. Press “Upload” once to add the file or “Remove” to cancel the upload.

Forms Submissions

Clearance(s):

University of

Pennsylvania
Minors
Participation Event
Cenification.pof

Drop files here

Select File 1 file(, queuel
Athletics Medical and Photo Reflease[BIEN
Upload

d. If a List of Participating Adults was not uploaded as referenced above, please enter
each authorized adult within the Internal Participating Adults section. Only
Bloomsburg University employees or official volunteers with active directory
accounts may be selected. Enter some portion of the individual’s name for an auto-
search, press “SUBMIT” and then “Done” when ready to add.

{Internal) Participating Adults

Add Paticipants Here

Name: [Getty Wrst (27434] | Type [Voluntzsr

Participant Type Completed
Delete Update | Good, Shea (204787) v Volunteer v Yes
= — e .y
Delzte Updste [ WOOD, KRISTINA (77827) ¥ | [Vunteer / Yes
\ Done

e. If External Participating Adults require entry, press “Add Participant”, enter the
individual names and press “Update” and “Done” when ready to add. The
Compliance Coordinator will enter a value under “Certified.”

(Extemnal) Participating Adults

(+|Add
Participant Participant Name [

fes
® Mo

J
=D
\Done

f. Once the event is ready for approval, go to the “Checklist” section and “Send

Approval request”.
i. The event is ready for approval once all pre-event documentation is

collected and uploaded. Post-event documentation (orientation documents)
can be added after the event begins.

= Event Questions Answered

| . = -
E Checklist: Forme Submicsion

= Approval Request Sent

Send Approval request
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g. The Compliance Coordinator reviews and moves the event to an “Approved” status
once all pre-event documentation is received.

h. After the event occurs, the Compliance Coordinator will review the post-event
documentation and move the status to “Closed” once received. These records will
regularly be audited for completion.

ADDITIONAL INFORMATION: REGISTRY DEFINITIONS

Program Administrator - An employee or official university volunteer who is managing a program and
has an Active Directory account. The event Program Administrator is responsible for managing the
event, collecting, uploading and retaining required documentation.

Program Liaison — An external party who is managing a program and does NOT have an Active
Directory account. When the event is external, the EMS Administrator acts as the Program
Administrator, but creates an external Registry link to enable the Program Liaison to answer event
questions.

EMS Administrator — Reviews and releases space, typically within EMS. This EMS Administrator
communicates with external Program Liaisons and Human Resources (Compliance Coordinator,
Registry Administrator) throughout the process.

Event Requestor — Requests space within the EMS Scheduling system and may answer Registry
guestions on behalf of the Program Administrator.

Registry Administrator — The Registry Administrator is the individual who oversees all protection of
minors documentation and approves events within the Registry (Compliance Coordinator or Assistant
Director of Human Resources).



