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PURPOSE 

This handbook/procedures are part of the CALIFORNIA UNIVERSITY OF PENNSYLVANIA PROTECTION OF 

MINORS ON CAMPUS POLICY.  This policy can be found at http://www.calu.edu/faculty-

staff/hr/protection-of-minors/index.htm 

The purpose of this handbook/procedures are to provide for the safety and security of children who 

participate in programs sponsored by and/or held on California University of Pennsylvania property. This 

policy also applies to all California University of PA sponsoring units. All University employees, students, 

independent contractors and volunteers in University-sponsored programs or in programs for minors (ages 

18 and under) held on University property or under the authority of the University at off campus locations 

must comply with the information contained in this policy handbook.  This policy applies to all programs 

and activities involving minors that fall within the scope of this policy, including programs operated by the 

University or non-University sponsored programs on campus and programs under the direction and 

authority of the University at locations off campus. This policy applies to such programs and activities 

whether they are limited to daily activities or involve the housing of minors. This policy handbook applies 

to all programs and activities such as, summer camps, specialty camps (e.g. academic and patient camps), 

outreach activities, workshops, conferences, tutoring, educational programs, licensed child care facilities 

and programs, and affiliated entity activities. All programs subject to state licensure are also required to 

comply with applicable laws and regulations. Program administrators should consult with their respective 

vice president for legal guidance with licensure questions. 

Except for the reporting of child abuse, this policy handbook does NOT apply to: 
• Events on campus that are open to the general public, as minors attend these events at the sole
discretion of their parents or legal guardians.  For example sporting events.
• Private events where minors attend under the supervision of a parent or legal guardian.
• Student placements at internship sites, clinical sites, student teaching/field placement sites, and/or any
other academic credit bearing activities with external entities. When schools and/or departments place
students at external entities, students must be informed of their obligation to comply with the external
entity’s policies and procedures, including those regarding background checks and working with minors.
• Other programs as determined (in writing) by the University President.

Minors on Campus Program responsibility 

Program Administrator - The person(s) who has primary and direct operational responsibility for managing 

a program.  Normally a staff or faculty member.   

Registry Administrator – The person(s) who has responsibility for approving programs submitted by the 

Program Administrator for their assigned programs.  There are four (4) Registry Administrators at 

California University of PA: 

- Richard Dulaney

- Jenni Morrison

- Joanne Rooney

- Becky McMillen

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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OVERVIEW OF MINORS ON CAMPUS REQUIRED PROCEDURES 

UNIVERSITY SPONOSRED EVENTS – Programs that are directly managed by University faculty, staff, 

coaches and affiliated entities on behalf of the University.   

1. The Program Administrator is the person who oversees the program and is normally a staff, coach

or faculty member.  Responsibilities include the following:

a. Notify the assigned Registry Administrator of the program and start date (annually).

b. Receive approval from the Registry Administrator to move forward with the program at

least 30 days before the start of the program. Approval will require the completion of the

registry requirements outlined in c below.

c. Ensure the Registry Requirements (outlined below and in more detail in this guide) are met

and provided to the assigned Registry Administrator.

i. Provide a list of the authorized adults/program staff that will be participating in

the event to the Registry Administrator.

ii. Work with the assigned Registry Administrator to ensure each of the authorized

adults/program staff has completed the required background checks, has

reviewed the Code of Conduct and completed the mandatory reporter and other

training requirements.

iii. Ensure there are enough staff to meet the minimum supervisor ratio.

iv. Ensure established safety and security protocols are in place.

v. Ensure the required Participation forms are submitted.

vi. If applicable, transportation and/or housing plans are established.

vii. Follow established protocols for injury/illness.

viii. Follow established protocols for accusations of misconduct for authorized

adults/program staff or participants.

ix. Ensure required orientation materials are provided to participants and parents.

x. Ensure Insurance requirements are understood and in place.

xi. Understand the record retention policy and work with the Registry Administrator

who will house the records for the programs.

2. The Registry Administrator is responsible reviewing and approving the assigned programs in

coordination with each of the Program Administrators.  Responsibilities include the following:

a. Maintain a Registry (list) of all programs they are responsible for approving.

b. Review the registry requirements (outlined above and in more detail in this guide) for each

assigned program.

c. Approve each assigned program based on completion of registry requirements at least 30

days before the start of the program.

d. Store the Background Checks for Authorized Adults/Program Staff in a secure file.

e. Store the completed registry documentation for each assigned program in compliance

with the records retention policy.
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NON-UNIVERSITY SPONSORED EVENTS – Programs that are not operated on behalf of the University or 

under the University’s control.  

1. The Program Administrator is the person that works with the non-university program contact to 

make sure the registry requirements are met.  This is normally a staff, coach or faculty member.  

(There may be instances where there is no Program Administrator and Registry Administrator 

functions in this role).  Responsibilities include the following: 

a. Ensure that the facility use agreement is completed by the non-university program.  The 

facility use agreement will include the following information regarding registry 

requirements.   

i. The non-university program submits a list of the authorized adults/program staff 

that will be participating in the event.   

ii. The non-university program certifies the adults/program staff have completed the 

required background checks (see e below). 

iii. The non-university program certifies the adults/program staff agreed to the code 

of conduct in the Minors on Campus Policy (see c below). 

iv. The non-university program certifies the adults/program staff have completed the 

mandatory reporter training, Sexual Harassment Training and Health and Wellness 

training (See b below). 

v. The non-university program certifies that the remaining registry requirements are 

met as outlined in the registry requirement addendum (see d below). 

b. Provide the non-university program contact the Non-University Program Handbook, 

Certification Form and the Facility Use Agreement.  These will include the Mandatory 

Report Training, Sexual Harassment Training and Health Management Training as an 

addendum to the facility use agreement.  

c. Provide the non-university program contact the Protection of Minors on Campus Policy 

and California University of PA Quick Reference Guide for Emergencies.   

d. Provide the completed Facility Use Agreement and Certification form to the Registry 

Administrator.  

 

2. The Registry Administrator is responsible reviewing and approving the non-university programs in 

coordination with each of the Program Administrators.  Responsibilities include the following: 

a. If there is no Program Administrator, the Registry Administrator is responsible for A 

through E in the Program Administrator role above.  

b. Receive and review the Facility Use Agreement and Certification Form.  

c. Approve the non-university program 30 days before the start of the program. 

d. Maintain a Registry (list) of all programs they are responsible for approving.  

e. Store the Facility Use Agreements and Certification forms for non-university programs. 

NOTE: The University does not collect background checks for non-university sponsored programs.  The 

organization is responsible for certifying this is completed and we track by the certification on the Facility 

Use Agreement.   
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REGISTRY REQUIREMENTS AND PROCEDURES 

1. Identification, Selection, and Screening of Authorized Adults or Program Staff 
a. A list of all authorized adults and program staff must provide to the Registry Administrator 

by the Program Administrator.  The Registry Administrator will document this by using the 
University Sponsored Event Program Approval Form, Addendum 1.  

b. Each of the authorized adults and program staff must complete the following as outlined 
in the registry requirements below.   

i. Background Checks 
ii. Training – Mandatory Reporter, Sexual Harassment, Health Management 

iii. Review of the Code of Conduct Requirements 
c. For Non-University Sponsored Programs, a list of all authorized adults and program staff 

must be provided to the Registry Administrator (either by the program administrator or by 
the contact person for the Non-University Sponsored Program).  The Registry 
Administrator will document this by using the Non-University Sponsored Event Program 
Approval Form, Addendum 2. The documentation of the below will be accomplished by 
the Certification Form, Addendum 3 (as part of the Facility Use Agreement), Addendum 
4.   

 
2. Background Check Requirements 

a. All employees and volunteers are required to have the following three background 
clearances: 

i. 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.   

ii. 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) 

iii. 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.   

b. The background clearances above are required for the following: 
i. New Employees – Pre-employment and every 60 months after.  

ii. Employees employed prior to December 31, 2014 – Background checks 60 months 
old or less (at the end date of the program) 

iii. Volunteers: 
1. Prior to approval and start of the program and every 60 months after.  The 

clearances are good for 60 months.   
iv. Volunteer Exception for Federal Background Check Only (For Volunteers Only) 

1. The position is unpaid.  
2. The volunteer has been a resident of the Commonwealth during the 

entirety of the previous ten year period.  
3. 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.  

v. California University of PA Student Volunteers do not require background 
clearances if all of the following apply: 

1. The individual is currently enrolled in school.  
2. The individual is not a person responsible for the child’s welfare.  
3. The individual is volunteering for an event that occurs on school grounds.  
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4. The event is sponsored by the school in which the individual is enrolled as 
a student.  (Cannot work non-university sponsored events without a 
background check).  

5. The event is not for children who are in the care of a child-care service.   
 

NOTE: Non-University Sponsored University Events – Before being allowed to use or lease 
university facilities, those programs must certify to the Program Administrator (who then confirms 
with the Registry Administrator) that they have conducted the criminal background checks listed 
above and determined the fitness of all authorized adults and program staff.  This is accomplished 
by the completion of the Certification Form and Facility Use Agreement.  California does not 
review or keep copies of the background checks for Non-University Sponsored University Events.   

 
c. 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 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. 

 

3. Mandatory Reporter Training Overview 
a. All Authorized Adults and/or Program Staff are required to have completed the mandatory 

reporter training before being allowed to participate in the program.  This can be 
accomplished by either completing the training offered by California University to 
University employees or by reviewing the Mandatory Reporter training handout.  

b. The Mandatory Reporter Training Handout is included as Addendum 5 and can be found 
at http://www.calu.edu/faculty-staff/hr/protection-of-minors/index.htm 

c. For Non Sponsored University programs – the handout for the training will be included as 
part of the Facility Use Agreement and part of the Non Sponsored University Programs 
Handbook.  They will use the Certification Form to certify this is complete as part of the 
Facility Use Agreement.  

 
4. Health Management Training Overview 

a. All Authorized Adults and/or Program Staff are required to have reviewed the Health 
Management training before being allowed to participate in the program.  This can be 
accomplished by reviewing the Health Management Training handout.  

b. The Health Management Training Handout is included as Addendum 6. 
c. For Non Sponsored University programs – the handout for the training will be included as 

part of the Facility Use Agreement and part of the Non Sponsored University Programs 
Handbook.  They will use the Certification Form to certify this is complete as part of the 
Facility Use Agreement.  
 

http://www.calu.edu/faculty-staff/hr/protection-of-minors/index.htm
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5. Code of Conduct (Training) Overview – The Program Administrator should review with the 
Authorized Adults/Program Staff the following code of conduct.  It is included as a separate 
document as Addendum 7.  For Non University Sponsored Program Organizations, this will be 
included in the Non Sponsored University Programs Handbook.  They will use the Certification 
Form to certify this is complete as part of the Facility Use Agreement.    

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 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 supervision or monitoring role.  

q. 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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6. Sexual Harassment Training Overview 
a. All Authorized Adults and/or Program Staff are required to have completed the Sexual 

Harassment training before being allowed to participate in the program.  This can be 
accomplished by either completing the training offered by California University to 
University employees or by reviewing the Sexual Harassment training handout.  

b. The Sexual Harassment Training Handout is included as Addendum 8 and can be found at 
http://www.calu.edu/faculty-staff/hr/protection-of-minors/index.htm 

c. For Non Sponsored University programs – the handout for the training will be included as 
part of the Facility Use Agreement and part of the Non Sponsored University Programs 
Handbook.  They will use the Certification Form to certify this is complete as part of the 
Facility Use Agreement.  
 

7. Safety and Security Planning 
a. All Authorized Adults and/or Program Staff are required to have reviewed the following: 
b. Please review the California University of Pennsylvania, Quick Reference Guide for 

Emergencies.  The guide can be viewed at https://www.calu.edu/campus-
safety/emergencies-quick-reference/index.htm 

c. For Non Sponsored University programs – the California University of Pennsylvania, Quick 
Reference Guide will be included as part of the Facility Use Agreement and part of the Non 
Sponsored University Programs Handbook.  The guide can be viewed at 
https://www.calu.edu/campus-safety/emergencies-quick-reference/index.htm 

 
8. Minimum Staff Supervision Ratio 

a. Each program must provide the ratio of supervision to the Registry Administrator.  The 
registry administrator can approve these ratios.  As a guide, the following ratios are 
provided and were derived from the American Camp Association.   

1. 5 years of age and younger – 1 staff for 5 minors (overnight) 
2. 5 years of age and younger – 1 staff for 6 minors (day) 
3. 6-8 years of age - 1 staff for 6 minors (overnight) 
4. 6-8 years of age - 1 staff for 8 minors (day) 
5. 9-14 years of age – 1 staff for 8 minors (overnight) 
6. 9-14 years of age – 1 staff for 10 minors (day) 
7. 14-17 years of age – 1 staff for 10 minors (overnight) 
8. 14-17 years of age – 1 staff for 12 minors (day) 

b. For Non Sponsored University programs – the same ratios will be included as part of the 
Non Sponsored University Programs Handbook. 

 
9. Participation Forms  

a. These forms may include the following and the program can add forms as needed.   
i. Participation Agreement – Specific to the Program 

ii. Health Forms (Include proof of medical insurance, emergency contact, authorizing 
release of medical information and treatment if the parent/guardian can’t be 
reached, and a listing of medical conditions and allergies) Addendum 9 

iii. Consent forms for photo release 
b. For Non Sponsored University programs – the same forms are recommended as part of the 

Non Sponsored University Programs Handbook. 
 
 
 
 
 
 
 

http://www.calu.edu/faculty-staff/hr/protection-of-minors/index.htm
https://www.calu.edu/campus-safety/emergencies-quick-reference/index.htm
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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10. Transportation   
a. A transportation plan must include the following: 

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

ii. 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; and 

iii. A description of any transportation of participants to be provided by the program, 
specifying: 

 the type of vehicle 

 driver 

b. No Adult will be permitted to be alone with a minor in a car or other vehicle. 
c. Vehicle Seat Belt Usage  

i. All Pennsylvania laws must be followed. 
d. Car Seat/Booster Seat Usage 

i. All Pennsylvania laws must be followed. 
e. If there is no transportation for the program, this should be noted.   

 

11. Housing  
a. The Program Administrator accepts responsibility for the policies, procedures and general 

information as provided by the Summer Camp Program Office.  
i. Doors 

1. 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. 

ii. Keys  
1. 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. 

iii. University Rights - The University may exercise the following rights: 

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

B. To reassign participants within an overnight facility, after timely 

notification, in order to accomplish necessary repairs and renovation 

to the building. 

C. 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. 

iv. University Policies 

1. 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. 

v. 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. 
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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 

b. Emergencies 
i. 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. 

ii. 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. 

c. All Program Staff and volunteers staying the Residence Halls must have the mandatory 
background checks as described in this document completed.   

d. Under no circumstances will Program Staff and volunteers be allowed to stay in the same 
room as minor participants.   

 

12. Protocols for Injury or Illness   
a. 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.   

b. 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. 

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

d. 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. 

e. If an employee is injured on campus, the workers’ compensation procedure is 
implemented through the HR office. In addition, the Health Center issues WC paperwork 
to the injured employee at the time of their visit to the Health Center.   

f. 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.  
 
 

http://www.calu.edu/faculty-staff/hr/workers-compensation/_files/work-related-injury-p.pdf


12 
 

13. Protocols for Accusations of Misconduct for Authorized Adults/Program Staff 
a. 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.  

b. 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. 

14. Protocols for Accusations of Misconduct for Participants 
a. 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.  

b. 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.  See 
#3, Mandatory Reporter Training 
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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. 

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

a guideline, they could include the following: 
i. Information describing the purpose, length, rules and contacts for the program, 

including the Program Administrator, Camp Director, Event Coordinator, etc.  
 

16. Insurance Requirements 
a. 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. 
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17. Record Retention Policy and the Storage of Records 
a. Background Checks  

i. California University Employees – Copies will be stored only in the Human 
Resources Office in secured cabinets.  These records shall be stored for 25 years in 
either paper or electronic form.   

ii. All other Background Checks – Copies should be stored with the assigned Registry 
Administrator in a secured area. These records shall be stored for 25 years in 
either paper or electronic form.   

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

c. All other documents - All programs should follow the approved California University of PA 
Records Retention policy.  Forms can be stored with the program or registry administrator 
as appropriate.   
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ADDENDUM 1 

UNIVERSITY SPONSORED EVENT – PROGRAM APPROVAL FORM 

 

 

 

 

CALIFORNIA UNIVERSITY OF PA 

UNIVERSITY SPONSORED EVENT - PROGRAM APPROVAL FORM 
 

 

 

Event/Program Name: ___________________________________ 

 

Program Start Date:___________________  End Date: ______________________ 

  

Does the Event/Program have non-matriculated minors in attendance:   YES ☐    NO ☐ 
 

Is the Event/Program exempt from the Protection of Minors Campus Policy:  YES ☐      NO☐ 

If yes, select appropriate exemption below:  
☐ Events on campus that are open to the general public and which minors attend at the sole discretion of their 

parent or legal guardians, 

☐ Private events where minors attend under parental or legal guardian supervision 

☐ 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. 

 

Registry Administrator: ___________________________ 

 

Program Administrator/Event Contact (If applicable): ___________________________ 

 

Date Program Approved by Registry Administrator: _______________________________ 
(At least 30 Days before program. Programs contracting within the 30 days must complete form with contract) 

 

Supervisor Ratio: 

  

# of Staff: _______________ 

# of Participants:_____________  

 

Ratio: _________________ 

 

 

 

Copy of the Participation Requirement/Registration forms received:    YES ☐         NO ☐ 

*Health Form Required 

Copy of Program Orientation Materials Provided to Participants received:     YES ☐   NO ☐  

 

Transportation needed: (If yes attach plan)        YES ☐    NO ☐ 

 

Housing needed: (If yes attach plan)        YES ☐          NO ☐ 

 

University Sponsored Program Handbook Provided to Program Administrator: ___________________ 
The following areas are covered in the distribution of the Handbook: Response Protocols: Injury or Illness, Response 

Protocols: Staff Misconduct, Insurance Requirements, Safety and Security Planning and Record Retention. 

List all Program Staff/Faculty/Volunteers: 

Note:  Checking any of the background checks indicates the receipt of clearances by HR. 

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)  



16 
 

 

 

 

 

 

 

 

 

List all Program Staff/Faculty/Volunteers: 

Note:  Checking any of the background checks indicates the receipt of clearances by HR. 

Background #1 = criminal history record check from the PA State Police 

 Background #2 = child abuse clearance 

 Background #3 = federal criminal history record check or meets volunteer exemptions.   

 Training = Mandatory reporter, Health Management, Code of Conduct, Sexual Harassment, and Safety  

                              & Security Planning 

 

PRINT NAME SIGNATURE BACKGROUND 

CHECKS 

COMPLETE 

TRAINING 

COMPLETE 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

    #1☐     #2☐     #3☐ ☐ 

 

 

 

Registry Administrator Signature: __________________________________________ Date: _______ 
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ADDENDUM 2 

NON-UNIVERSITY SPONSORED EVENT – PROGRAM APPROVAL FORM 

 

 

 

 

 

 

CALIFORNIA UNIVERSITY OF PA 

NON-UNIVERSITY SPONSORED EVENT - PROGRAM APPROVAL FORM 
 

 

 

Event/Program Name: _____________________________________  

 

Program Start Date:____________________________  End Date: ______________________________ 

  

Does the Event/Program have non-matriculated minors in attendance:   YES ☐    NO☐ 

 

 

Registry Administrator: __________________ 

 

Program Administrator/Client (If applicable): ______________________ 

 

Date Program Approved by Registry Administrator: ___________________________ 
(At least 30 Days before program. Programs contracting within the 30 days must complete form with contract) 

 

Signed Facility Use Agreement Received: _____________________________ 
Signed agreement provides client liability of certification of background checks and training (Mandatory Reporter, Sexual 

Harassment, Code of Conduct, and Health Management) 

 

Non-University Sponsored Program Handbook Provided to Program Administrator or Contact for the 

Event: ______________________________ 
The following areas are covered in the distribution of the Handbook: Response Protocols: Injury or Illness, Response 

Protocols: Staff Misconduct, Insurance Requirements, Safety and Security Planning and Record Retention. 

 

Supervisor Ratio: For a guide on suggested ratios please review the Non-University Sponsored Program Handbook 

 # of Staff: ___________________  

# of Participants: ____________________ 

Ratio: _______________________ 

 

Copy of the Participation Requirement/Registration forms received:    YES ☐         NO ☐ 

 

Copy of Program Orientation Materials Provided to Participants received:     YES ☐   NO ☐  

 

Transportation needed: (If yes attach plan)        YES ☐    NO ☐ 

 

Housing needed: (If yes attach plan)        YES ☐          NO ☐ 

  

 

 

 

Registry Administrator Signature: ________________ 
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ADDENDUM 3 

CERTIFICATION FORM - NON-UNIVERSITY SPONSORED PROGRAMS 

 

 

 

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  



20 
 

  ADDENDUM 4 

FACILITIES USE AGREEMENT 
(This is an example of the agreement, please contact the appropriate Registry Administrator for direction on the use of the 

form.  This is mainly used for outside organizations using California University of PA facilities.  A representative from the Office 

of Administration and Finance must sign this.) 

 

 

  Facilities Use Agreement 
 Ref: 001 
 

 EVENT NAME 
 University Conference Services 
 250 University Ave. Box 110 
 California, PA  15419 
 www.calu.edu/conferences 
 1-866-941-7437 
 

 

Contact Information 
 

Main Contact: Client Name and Address 
Event Type: External 
Booking Status:  
Dates: 
Times: 
Numbers: 
Booked By: 
Booked On: 
Event Manager:   
 
 Facilities and Services Agreement 
 

This Facilities and Services Agreement is made by the Conference Services Department at California University of Pennsylvania  
 

hereafter referred to as “University” and the client named in the contact information section, hereafter referred to as the 
“Organization”. The University agrees to provide the facilities and services as outlined in this agreement for the “Approved Use” for 
the following times the “Term” and the Organization agrees to compensate the University for those facilities and services in 
accordance with the terms and conditions listed throughout this agreement. The Organization agrees to comply with all applicable 
state, federal or local laws and the policies and regulations of the University pertaining to the Approved Use. 
 

 I. Lodging  

 a. The University will be responsible for key distribution and collection. There will be a $50 - $240 for all lost keys or  
 keys not returned upon check-out. 
 b. Anyone not checking out within (1) hour of the agreed to check-out time will be charged for an additional night of  
 lodging. This charge will be applied to the Organization’s final bill. 
 c. There will not be daily maid service. 
 
 II. Facilities and Equipment 
 a. All facility set-ups will be as outlined unless changed in writing with the University Event Manager. 
 b. All Audio-Visual needs must be outlined with the University Event Manager. 
 c. Organization is responsible for the conduct and activities of artists, participants, performers and exhibitors.  
 d. Organization is prohibited from using or allowing the use of Hazardous Substances.  
 
 III. Food Services and Concessions 

a. A guaranteed headcount will be required 10 business days prior to the event start date. The Organization will be  
billed for either the guaranteed number or the actual meal count, whichever is higher.   

 b. All food services & concessions rights are reserved to the University and its assigns. No donated food can be served  
 on campus without prior permission.  
 c. Organization may make a request at least ten days before the Term for limited permission to sell clothing or other  
 miscellaneous items. Upon review, approved request will receive written notification granting approval.   
 d. No alcoholic beverage shall be used, distributed, or permitted by the Organization without the express written  
 consent of University. 
 
(Depending on event type the following section differs) 
 IV. Financial Arrangements (CONFERENCES EXTERNAL VERSION) 
 a. Deposit and Cancellations/Force Majeure: 
 b. The University requires a 5% non-refundable deposit to be returned with this signed agreement in order to  
  reserve the facilities.    
 c. In addition to the initial deposit, an estimated __50%___ payment is due one hundred twenty (120) business days  
 prior to the Organization’s arrival. 
 d. Organization agrees that its cancellation of the Approved Use may be considered by the University as a breach of  
 this agreement and all deposits shall be forfeited.   



21 
 

 

 

 

 

 

 

e. Organization will be assessed a cancellation fee of 50% of the anticipated housing, food service, meeting facility and  
 

 audio visual revenue for the planned event. Cancellation must be received 120 days prior to the start of an  
 

 overnight event and 60 days prior to the start of a day event to avoid this cancellation fee. 
 

 f. In the event the campus of the University is rendered unsuitable for the Approved Use in part or in full by reason of  
 

 Force Majeure, University may terminate this Agreement by written notice to Organization. Organization shall be  
 

 entitled to a return of any sums paid ( and not expended or incurred as agreed to by the parties) or other any other  
 

 acceptable arrangement mutually agreed to by the parties. Force majeure shall mean fire, earthquake, flood, act of  
 

 God, strikes, work stoppages or other labor disturbances, riots or civil commotions, war or other act of any foreign  
 

 nation, power of government or governmental agency or authority or other cause like or unlike any cause above  
 

 mentioned which is beyond the control or authority of the University.  
 

 g. Upon completion of the event, the University will provide the Organization with a detailed invoice  
 

 statement, listing all charges and credits for the event. Remaining balance is due 30 days after the Organization has  
 

 received the final invoice without deduction, abatement or setoff. 
 

IV. Financial Arrangements (CAMPES EXTERNAL VERSION) 
 a. Deposit and Cancellations/Force Majeure: 
 b. The University requires a _$200.00____non-refundable deposit to be returned with this signed agreement in order to  
 reserve the facilities.    
 c. In addition to the initial deposit, an estimated __50%___ payment is due ten (10) business days prior to the  
 Organization’s arrival. 
 d. Final payment is due prior to the organizations departure from the event.  
 e. Organization agrees that its cancellation of the Approved Use may be considered by the University as a breach of  
 this agreement and all deposits shall be forfeited.   
 f. Organization will be assessed a cancellation fee of 50% of the anticipated housing, food service, meeting facility and  
 audio visual revenue for the planned event. Cancellation must be received 90 days prior to the start of an overnight  
 event and 30 days prior to the start of a day event to avoid this cancellation fee. 
 g. The University may terminate this agreement for cause by giving 30 days’ notice to Organization.   
 h. In the event the campus of the University is rendered unsuitable for the Approved Use in part or in full by reason of  
 Force Majeure, University may terminate this Agreement by written notice to Organization. Organization shall be  
 entitled to a return of any sums paid (and not expended or incurred as agreed to by the parties) or other any other  
 acceptable arrangement mutually agreed to by the parties. Force majeure shall mean fire, earthquake, flood, act of  
 God, strikes, work stoppages or other labor disturbances, riots or civil commotions, war or other act of any foreign  
 nation, power of government or governmental agency or authority or other cause like or unlike any cause above  
 mentioned which is beyond the control or authority of the University.  
 i. Upon completion of the camp or conference, the University will provide the Organization with a detailed invoice  
 statement, listing all charges and credits for the event. Remaining balance is due 30 days after the Organization  
 has received the final invoice without deduction, abatement or setoff. 
 IV. Financial Arrangements (CAMPS INTERNAL VERSION) 
 a. Deposit and Cancellations/Force Majeure: 
 b. The University requires a _$0.00____non-refundable deposit to be returned with this signed agreement in order to  
 reserve the facilities.    
 c. In addition to the initial deposit, an estimated __0%___ payment is due ten (10) business days prior to the  
 Organization’s arrival. 
 d. Final payment is due prior to the organizations departure from the event.  
 e. Organization agrees that its cancellation of the Approved Use may be considered by the University as a breach of  
 this agreement and all deposits shall be forfeited.   
 f. Organization will be assessed a cancellation fee of 50% of the anticipated housing, food service, meeting facility and  
 audio visual revenue for the planned event. Cancellation must be received 90 days prior to the start of an overnight  
 event and 30 days prior to the start of a day event to avoid this cancellation fee. 
 g. The University may terminate this agreement for cause by giving 30 days’ notice to Organization.   
 h. In the event the campus of the University is rendered unsuitable for the Approved Use in part or in full by reason of  
 Force Majeure, University may terminate this Agreement by written notice to Organization. Organization shall be  
 entitled to a return of any sums paid (and not expended or incurred as agreed to by the parties) or other any other  
 acceptable arrangement mutually agreed to by the parties. Force majeure shall mean fire, earthquake, flood, act of  
 God, strikes, work stoppages or other labor disturbances, riots or civil commotions, war or other act of any foreign  
 nation, power of government or governmental agency or authority or other cause like or unlike any cause above  
 mentioned which is beyond the control or authority of the University.  
 i. Upon completion of the camp or conference, the University will provide the Organization with a detailed invoice  
 statement, listing all charges and credits for the event. Remaining balance is due 30 days after the Organization  
 has received the final invoice without deduction, abatement or setoff. 
 
 



22 
 

 

 

 

 

 

 

 

V. Guarantee: 
 a. The Organization must provide the University with guaranteed numbers for lodging and food service no later than  
 10 business days prior to the event start date. The Organization shall be liable for charges based on the guaranteed  
 numbers for food and lodging counts. 
 b. The University does not guarantee availability of food and lodging in excess of that required for 105% of the said  
 guaranteed numbers for food and lodging counts respectively. 
 c. In the event that the University is unable to provide part of all of the facilities requested, the University will give  
 prompt notice to the Purchaser. 
 
 VI. Insurance   
 a. 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.  
 
 VII. Indemnity and Damages 
 a. The organization shall indemnify and hold harmless the Pennsylvania State System of Higher Education, the  
 University and their employees, agents and students from and against any and all cost, losses, damages, liabilities,  
 expenses, demands and judgments, including court costs and attorney fees, which arise out of or be consequent  
 upon use or occupancy of the University facilities by the Organization, its employees, agents, guests, invitees or  
 performers or consequent upon or arising from Organization’s failure to comply with any laws, statutes, ordinances  
 or regulations.  
 
 VIII. Organization’s Use of Copyrighted Material 
 a. Organization hereby warrants that it owns all right, title and interest to, or is otherwise fully authorized to perform  
 and display publicly, and to record, any and all parts of the event(s) covered by this agreement, including without  
 limitation all musical works, dramatic works, literary works, pictorial and graphic works and choreographed works.    
 Organization shall have the sole obligation to obtain all permits, licenses and authorizations necessary from the  
 holders of any copyright or other proprietary right on any and all parts of the event(s) covered by this agreement,  
 and shall, immediately upon the request of the University, deliver written proof such to the University. 
 b. Organization agrees to defend, indemnify and hold harmless the University, its officers, employees and agents,  
 against any and all losses, liabilities, judgments, awards and costs (including legal fees and expenses) arising out of,  
 or related to any claim that any action by the Organization pursuant hereto, or any recording of any part of the  
 event(s) described in this agreement by the University (upon the request of the Organization for any such  
 

 recording), infringes or violates the copyright or other proprietary right of any third party. Organization shall  
 defend and settle at its sole expense all suits or proceedings arising out of the foregoing, provided that that  
 University gives the Organization prompt notice of any such claim of which it learns. In all events the University  
 shall have the right to participate in the defense of any such suit or proceeding through counsel of its own choosing. 
 
 IX. Additions or Deletions 
 a. Any additional facilities and/or services not included as an Approved Use are subject to additional charges. These  
 charges will be included in the balance due in the bill presented to the ORGANIZATION by the University.   
 
 X. Applicable Law and Non Discrimination  
 a. The University has certain obligations to Organization under state and federal law not to discriminate against the  
 

 Organization and its participants and it will fulfill those obligations. The University also has obligations under state  
 

 and federal law to address discrimination by the Organization against its students and employees based on sex, race,  
 

 national origin, religion, disability, sexual orientation and gender identity. The University requires and expects that  
 

 Organization will fulfill its obligations under the laws that apply to its programs and activities and it also expects  
 

 that Organization will not engage or permit its members or invitees to engage in behaviors that serve to deny  
 

 University students and employees the rights they have as members of the University community. The Organization  
 

 agrees that it will cooperate with the University in investigating and resolving any complaints made against the  
 

 Organization by University students or employees.  
 

 b. This agreement shall be governed by, interpreted and enforced in accordance with the law of the Commonwealth of  
 

 Pennsylvania. 
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 XI. University Rights 
 The University may exercise the following rights: 
 a. To enter any room for the purpose of inspection, repair or emergency. 
 b. To reassign meeting space based on guarantees and University occupancy 
 c. To reassign participants within an overnight facility, after timely notification, in order to accomplish necessary  
 repairs and renovation to the building. 
 d. 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.   
 
 XII. Use of University Name 
 a. The University’s name shall not be used to suggest co-sponsorship or endorsement of any activity without prior  
 written approval of the University.  
 
 XIII. Assignment Prohibited  
 a. This Agreement is personal to Organization. Neither the Agreement nor the rights granted under it may be assigned  
 

 or otherwise transferred by Organization.  
 
 XIV. Security Requirements 
 a. Any group agreeing to convene on campus that is going to require dedicated security guard service must purchase  
 this service through the California University Police Department at their established rates. This can be contracted  
 through your group’s contact at the University. 
 b. If the California University Police Department cannot provide this service for this event, outside security agencies  
 can be used. This must be done under the direction of the Chief of Campus Police.   
 
 XV. Dispute Resolution/Governing Law  
 a. Governing Law - This agreement shall be governed by, interpreted and enforced in accordance with the law of the  
 

 Commonwealth of Pennsylvania. Before seeking remedies through litigation, the parties shall attempt in good faith  
 

 to resolve any dispute arising out of or relating to this Agreement promptly by negotiation between representatives  
 

 of the University and Organization with authority to act. 
 
XVI. Safety of Minors (THIS LANGUAGE IS FOR EXTERNAL EVENTS) 
 a. The Organization has an obligation to create a safe environment for minors who participate in Approved Activities.   
 

 To help ensure that the Organization fulfills this obligation, the University has provided the following documents:   
 Minors on Campus Policy, Certification Form, & Non-University Sponsored Program Handbook. The Organization   
 recognizing minors participating in the event, are required as a condition to this agreement do the following at that  
 time the deposit is submitted ten days before the Event :  

 

 i. Provide a completed Certification Form 
 

 ii. Identify authorized adults and program staff and certify that they have completed background checks &  
   received training, including mandated reporting, as outlined in the Non-University Sponsored Program  
   Handbook.  
 iii. Identify any members or employees of Organization who are mandatory reporters and verify that they  
 

 understand their obligation as it relates to the Approved Use.  
                 iv. Submission of program supervision ratio 
 

 v. Adherence to the State System and University policies’ Authorized Adult/Program Staff Code of Conduct 
 
 

 XVII. Parental Release & Health Services  
 a. Organization agrees that every minor child, unaccompanied by a parent or legal guardian, shall present to the  
 University, if requested, a release for hospital treatment by a physician, signed by one or both of the child’s parents,  
 to allow for treatment should accident or injury occur. All minor children are under the direct supervision and are  
 the responsibility of the Organization. 
 b. Upon receiving a University medical permission form, the University Health Center may treat any participant. If  
 necessary, participants will be transferred to a local hospital. A medical doctor is available certain hours. Expenses  
 incurred are the responsibility of the group or participant of the group. 
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ADDENDUM 5 

 MANDATORY REPORTER TRAINING HANDOUT 
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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ADDENDUM 6 

HEALTH MANAGEMENT TRAINING HANDOUT 
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 

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

 - Farmhouse (great 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, Clearly state that you need IMMEDIATE ASSISTANCE, Give your 

name, Give your location, Provide brief description of the situation. 
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ADDENDUM 7 

CODE OF CONDUCT TRAINING HANDOUT 
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. 

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.  

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

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.  

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.  

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.  

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. 

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. 

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

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. 

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. 

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. 

Do not provide alcohol or illegal substances to a minor. 

Do not provide medication to a minor unless authorized by the program’s medication management 
guidelines. 

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. 
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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 supervision 
or monitoring role.  

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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ADDENDUM 8 

SEXUAL HARRASSEMENT TRAINING HANDOUT 
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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ADDENDUM 9 

CALIFORNIA UNIVERSITY OF PA HEALTH FORM 
(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   

 

COMMENTS: 

DATE OF LAST TETANUS INJECTION:   

LIST ALLERGIES:   

LIST MEDICATION YOU ARE TAKING:   

 

 

LUNG/ASTHMA yes   no    

PHYSICAL LIMITATIONS  yes   no    

SEIZURE DISORDER yes   no   

STROKE yes   no    

SURGERY yes   no     

OTHER  

PARENTAL PERMISSION FORM FOR PERSONS UNDER THE AGE 

OF 18 ATTENDING CAMP OR CONFERENCE. 
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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. 

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   

 

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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ADDENDUM 10 

 

 
 

 

1 of 2 
 

 
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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2 of 2 

  
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 




