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OVERVIEW

In 2012 the Diocesan-wide Safeguarding Records System (SRS) was introduced as
a paperless system for all Safeguarding Records. This interactive software allows
you to track all facets of the certification processes for Safeguarding God’s
Children (SGC) and Safeguarding God’s People (SGP). All records will be held
inside the system electronically and will be held forever.

SAFEGUARDING TEAM ROLES

1. Head of Congregation/School/Organization — Holds ultimate responsibilityfor

knowing and implementing Safeguarding policies at their location. The
implementation responsibilities may be delegated. They may be consulted by
the SRA when decisions are needed to resolve issues that come up during the
certification process. It is their responsibility to relay the information to an
applicant or volunteer when not recruited or decertified.

2. Applicant — The person who requires certification. After being interviewed,
the applicant will receive an instructive email. The Applicant then uses the
system to complete an application, gives permission for a background
check and provides references, and at the same time can register for the
required training. At the training the Applicant signs a Sign-Out Sheet/
Acknowledgement Form, and upon certification can print their own
certificate.

3. Safeguarding Records Administrator — SRA — Has access to all records for a

particular location. The SRA will start the certification process for SGC and/or
SGP, review the interview, application and reference responses, andresults of
background checks for approval. The SRA has access to reports toshow who is
certified and who is in the process of being certified. (No needfor printing
certificates or keeping paper files.) The SRA works closely with the
Rectors/Heads of Schools or Organizations, Trainers, Ministry and Program
Leaders and Applicants.
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4. Ministry or Program Leader — Determines if a person needs certification, and

if they have been known by Ministry or Program Leader and/or others for at
least 6 months. The Ministry or Program Leader provides the person’s name
and email address to the SRA to start the certification process. The Ministry or
Program Leader may be delegated interviews and reference calls and will
receive an email with a direct link to enter the answers into SRS directly.

5. Trainer — Enters trainings, conducts trainings, signs and uploads Sign-Out
Sheet/Acknowledgement form to confirm the attendance and the
completion of the training.

6. Safeguarding Coordinator — Keeps well versed and up-to-date in Safeguarding

policies and assists in compliance. This person makes sure thepolicies are
being followed, ensures the organization has sufficient trainersand that
appropriate SGC and SGP certifications are maintained.

7. Safeguarding Office — Has access to everyone’s records and will provide

final approval.

THINK OF SRS AS HAVING 3 DISTINCT PARTS

e Search People - Diocesan-wide Address Book
e Work in Process - Certification Process and Documentation
e Training Sessions - Calendar of Training Sessions and Registrations

Everyone who is being certified
will have actions taken in each of the three sections.

Search People Work In Process Training Sessions

o . Calendar of
Certification

Training
Process and

Address Book . Sessions and
Documentation

Diocesan-wide

Registrations
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CERTIFICATION

REQUIREMENTS:
First time certification for Safeguarding God’s Children (SGC) and Safeguarding God’s People (SGP-E):
1. Personal Interview
2. Applicant completing and providing the following in SRS:
e Application
e References — 4 required
e Release for Nationwide Criminal and Sex Offender Registry Background Check
3. Attendance at the 2 hour Safeguarding training in person
4. Signed Sign-Out Sheet which includes an Acknowledgment/Code of Conduct

Certification for Safeguarding God’s People — Preventing Sexual Harassment (SGP-H):
1. Watching the SGP-H video
2. Having a paper copy of the SGP-H policies in hand during the video for reference and review
3. Signed Acknowledgement form turned in to SRA

BRIEF OVERVIEW OF THE SGC AND SGP CERTIFICATION PROCESSES:

The SRA and the SGC and/or SGP trainers should be in contact with each other so that the appropriate
training is posted to Training Sessions in SRS. This way the training session will be available for the
applicant when the certification process is started. The Safeguarding Office will approve the training
session after it is entered. If a process is not complete in 90 days, it will be stopped by the system and
the certification process will have to be started again.

1. Start —SRA enters Applicant into system.

2. Interview — conducted by Ministry or Program Leader, person designated by SRA or the SRA;
applicant’s answers entered directly into the system by the interviewer and approved by SRA

3. Application — completed by the Applicant, with each section reviewed and approved by SRA.
Applicant may register for training at this time. This is the only time the applicant is required to
access SRS.

4. Background Checks — are generated and uploaded to the system automatically. Billing is
processed through the diocesan treasurer’s department. The results are reviewed and
approved by the SRA.

5. Reference Checks — are conducted by a Ministry or Program Leader, person designated by SRA, or
approved by the SRA.

6. Training — trainer posts date/time/place; Applicant signs up using the system and attends;
trainer uploads Sign-Out Sheet to SRS; Safeguarding Office reconciles registrations and Sign-
Out Sheets and approves training for attendees.

When all is complete, the applicant will receive an email that they are certified. The certification may
be viewed by applicant and SRA at this time and printed if needed.

All of the above will be entered and stored electronically in SRS.

5
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OUTLINE OF CERTIFICATION PROCESS

1. Applicant identified
2. Name and email address of Applicant given to SRA

\ ¢

3. SRA alerts Trainer to need for Training
4. Trainer sets up Training Session in SRS
5. Safeguarding Office approves Training Session

\ ¢

6. SRA enters name of Applicant into Search People (or confirms
name and updates email if needed)

$

7. SRA starts Certification process in Work in Process

\ ¢

8. SRA conducts or delegates Interview
9. If delegated, once complete, SRA approves interview

¥

10. SRS automatically generates email to Applicant withinstructions
and direct link to the application

$

11. Applicant completes application, provides References anda
release for the Background Check
12. At the end the Applicant can register for a Training Session.

\ ¢

13. SRA approves Application

$

6
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14. SRS automatically orders a Background Check and provides access
to the References to the SRA

$

15. Trainer prints Sign Out Sheet/Acknowledgement Form, conducts
training

$

16. Applicant attends Training Session (not dependent on Background
Check or References being complete)

\ ¢

17. Trainer Uploads Sign Out Sheet to Training Sessions Calendar

\ 4

18. Safeguarding Office gives credit for the Training Session

\ 4

19. SRA approves Background Check

\ ¢

20. SRA conducts and/or delegates Reference Checks

$

21. SRA approves References

\ ¢

22. Applicant is notified that their certification is complete



SAFEGUARDING RECORDS SYSTEM (SRSYMANUAL

90 DAY DEADLINES FOR ALL CERTIFICATIONS

e All certification processes in SRS must be completed in 90 days.

e The SRS system will deactivate any incomplete applicant processes after 90
days from the initial certification start date.

e The SRA will see notifications that look like this: Due Date: 2020-09-29 at
various stages of the process in SRS. The applicant will also see this
notification during the application process.

e The SRA will also receive daily SRA Activity Reports shows pending
certifications that will be deactivated if not completed in 15, 30 and 60
days.

e Oncean applicant’s certification has been deactivated, applicants will be
required to start their certification process again.

e That said, the SGC and SGP policies stillhold:

» SGC Certifications should be completed within 30 days of hire or
volunteer start date.

» SGP Certifications should be completed within 90 days of hire or
volunteer start date.

e |tis extremely important that Sign-Out Sheets are uploaded within two
business days after a training to reduce unnecessary deactivations.
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TASKS AND PROCEDURES FOR SRAS

As the Safeguarding Records Administrator (SRA) for your congregation, school
or organization, you have several responsibilities and a variety of tasks.

Responsibilities:

Be thoroughly familiar with the Safeguarding Record System (SRS)

e Support and assist individuals who use or work with SRS

e Maintain the integrity of SRS by never sharing your login and password with
anyone

e Complete SRS tasks in a timely manner to facilitate applicants’ certifications
(90 day deadline)

e Notify the Safeguarding Office when you retire as SRA (If possible, train
new or assistant SRA in the use of SRS)

e Notify the Safeguarding Office of problems or questions related to SRS

TIP: You have an assigned specialist in the Safeguarding Office that can be reached
to answer most of your questions. Never hesitate to email or call for help.

Tasks:

e BEFORE YOU BEGIN ENTERING APPLICANTS FOR CERTIFICATION: Meet with
your Rector/Head of School or Institution, Safeguarding Coordinator, Ministry
Leaders/Interviewers and Safeguarding Trainers to be sure they understand
their roles and tasks in the Safeguarding process through SRS.

1. For those conducting interviews and reference checks

e Link: Safeguarding Interview and Reference Questions
2. Fortrainers

e Link: Trainer Instructions for SRS

e When delegating interviews and reference checks, choose individuals
who understand the necessity of keeping the information they receive
confidential.
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e Tasks in SRS:

1.

Find the new applicant in SRS or Add them if they are not already
entered.
Start their certification process.
Enter Interview responses or delegate that task to the person who
conducted the Interview.
Read and approve the Interview responses after they are entered.
Read and approve the Application and Background Check
information provided by the Applicant.
Complete Reference checks or delegate them.

= |f delegating, establish a “due date” for reference completion.

TIP: If any responses from the interview or reference check raises concern,
consult first with your rector, head of school, institution. If you need further help
contact the Safeguarding Office.

7.

Review and approve background check results

TIP: If the background check shows a criminal or sex offender offense or other
arrest or charge, consult with your rector, or head of school or institution.

8.

If, at any point, it is necessary to remove a person from the certification
process, (e.g. because of the interview, reference checkor background
check result), it is the task of the rector or head of school or institution
to speak with the person.

9. After your trainer has completed the Safeguarding training, be sure that

they or you have uploaded the Sign-out Sheet/Acknowledgement to SRS
or sent it to the Safeguarding Office within 2 business days.

10. You will receive Daily Activity Reports by email to alert you when

tasks have been completed so that you can take the next
appropriate action.

10
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GETTING YOUR SAFEGUARDING TEAM TO WORK TOGETHER

Determine if your Safeguarding Team needs a review. You might need a review if you
have had a turnover, if the SRA is feeling overwhelmed and the processes are not
moving forward, if the interviews or reference checks that are being delegated are not
being completed promptly, or if you are finding that there is a lot of resistance to the
process of certification from the applicants.

Who might your Safeguarding Team be? The Head of Congregation, School or Diocesan
Organization; the Safeguarding Coordinator, Ministry and Program Leaders, Trainers,
Office/Parish Administrator, anyone who might conduct Interviews or Reference
Checks, anyone who initially interfaces with a person becoming an employee and
anyone who might be approached by a person who is inquiring about or who wants to
volunteer. Be sure they are all in SRS and that their email addresses are up to date.

If you determine that a review would be helpful, let your Rector or Head know and set
up a time to go over roles and processes and responsibilities in a manner that fits your
location. It is the Rector’s or Head'’s responsibility for establishing and nurturing a
culture of health, safety and mutual care and thus support adherence to the
certification process.

Remembering that the Head is ultimately responsible for upholding the Safeguarding
Policies and processes, these responsibilities are most often delegated. The Safeguarding
Coordinator is the eyes and ears to make sure the policies are being followed. The SRA is
responsible for the administration of the certification processes, but should not have to act
as an enforcer. The Rector or Heads should work with the Safeguarding Coordinator and
SRA to identify those who can help with interviews andreferences. The Heads also make the
final call on certification approvals.

Most often those people who are the leaders of ministries are in a good position to
conduct interviews or complete references for the people they manage. Or, a particular
person may be selected to do this job for the organization. They should be someone
who can get the job done promptly and understands confidentiality. Sometimes it is
awkward for the SRA to do an interview or reference check, in which case the Rector or
designated person should be available to help. If you need more direction with this or
help with getting your team established or working together, please contact the
Safeguarding Office for assistance.

11
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How TO LOG IN TO SAFEGUARDING RECORDS SYSTEM (SRS)

1. Asthe Safeguarding Records Administrator (SRA) you will receive an email
from mbrickley@epicenter.org providing you with your Username, Password
and a link to SRS. Click the link to access SRS.

The link to SRS is: https://srs.epicenter.org/login

Example:

Dear Marty Brickley,

Here are your credentials to access Safeguarding Records System of the Episcopal Diocese of Texas.
Username: mbrickley
Password: SwWyF2

Please click on the following link to login: https://srs.epicenter.org

Thanks very much.

TIP: You may choose to work in either English or Spanish in SRS

TIP: All Browsers are now considered compatible with SRS. If you are having
issues with accessing SRS, please contact the Safeguarding Office.

12
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2. When you click the link, it will take you to the SRS Login page.

3. Enter your Username and Password. Your Username will usually be your
first initial and last name. You can change your Password once you open
your Home Page.

TIP: For best results, type them in rather than cutting and pasting.

Safeguarding Reco
Login

Username:

Password:

Remember me on this computer.

Login Forgot your password?
r
& ERESUES Click here for video help on how to login

network

4. If you have forgotten your Password, use the link to have an email sent to
you with your password information.

5. Your login credentials are confidential and should not be shared with
anyone. Do not allow anyone else to work in SRS with your
credentials.

TIP: If you select “Remember me on this computer”, be aware at all times of who
is using your computer. Log out when you leave your desk to protect the
information stored in the files.

13
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6. Logging in will open your Home Page.

7. You should see a sidebar on the left with a number of selections, and on
the right a box with Contact Information. The edit button will allow you to
update your personal information.

Safeguarding Records System

Home Page
Welcome Marty!

Search People

Search Notes Contact Information:
= on >
Email: mbrickley@epicenter.org

Work in Process <l

Training Sessions
© % The Episcopal Diocese of Texas
Activity Reports

Certification Lists

Reports

SECURE @

8. On the right side of the page you’ll see the drop down arrow which will
allow you to change your Password or Logout. At this point you will be able
to choose to work in English (en) or Spanish(es).

en (es’ Logged in as Sally Smith ~

Change Password

. |

Logout

14
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ENGLISH OR SPANISH OPTION

1. To convert to the Spanish version of SRS locate the black bar across the
topof the Home Page.

i Safeguarding Recor: x |

€ ) C A | b frsepicenterong ) type=08:status=pendingittrom=2016-02-018idito=2016-04-308trch=Atloc= tatt=Btsort=clchbtnTSSefh=Seard

2. On the right side of the page you’ll see two buttons which will allow you to
choose “en” for English or “es” for Spanish.

\ N

3. The applicant’s entire process can then be in Spanish, including
theinterview questions, application, and reference questions.

4. The Sign Out Sheet can also be printed in Spanish. This is especially
important if you have a Spanish only training because the applicant is also
signing off on the Acknowledgement portion included on the Sign Out
Sheet and they need to understand what they are signing. The
informationcard Link: Three Steps to Safeguarding Certification is also
available in Spanish on the Safeguarding pages on the Diocesan website.

5. The SGC and SGP training sessions are available in Spanish. Contact the
Safeguarding Office if you need assistance with providing this for your
applicants.

6. The Safeguarding Office has a Liaison to the Hispanic Communities, Tracy
Cramer. He can be reached at tcramer@epicenter.org or 512-609-1886.
Please contact him with questions.

15
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EDITING YOUR PERSONAL INFORMATION

edit

1. Onyour Home Page click to edit and update your personal information.

Welcome Sally!

Contact Information:

Email: smithdsrs@hotmail.com
edit

2. Fill'in all of the required information indicated by *. You only need one
phone number, but three options are available **. When finished, click

m. If you need to start over, @ Clickon “** when you
want to go back to the Home Page.

TIP: When entering your Date of Birth, you must enter the Year first.

Edit Personal Information Sally Smith (ss)
Title First Name * rMiddle Name Last Nanje * Suffix
sally Smith
Mickname Date of Birth * Gender * Language
L Male Female English v
Home Phone ** Work Phone ** Cell Phone ** Contact Email

smith4srs@hotmail.com

Address Line 1~ Address Line 2

City ~ State * ZIP Code ~

16
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IDENTIFYING APPLICANTS AND STARTING THEIR CERTIFICATION PROCESS

How to Identify an Applicant:

1. Refer to the SGC and SGP Policies on the EDOT website to determine who is
required to be certified in any one of the following: Safeguarding God’s
Children, Safeguarding God’s People — Exploitation, Safeguarding God’s
People — Harassment. The Diocese is responsible for Safeguarding clergy,
and SRAs are responsible for volunteers and employees.

Link: https://www.epicenter.org/safeguarding/policies-and-help-sheets/

2. Heads of Congregations, Schools and Diocesan Organizations are
ultimately responsible for meeting all Safeguarding requirements at their
location. A Safeguarding Coordinator may be appointed to help carry out
this responsibility, but many people may actually be involved in
identifying applicants. This can include the Heads of Congregations,
Schools and Diocesan Organizations, SRAs, Trainers, Ministry Leaders,
and anyone involved in hiring employees. A potential volunteer may
themselves approach anyone of these people and let them know that
they want to volunteer.

How an Applicant is Started in the Certification Process:

1. Once a person is identified as needing certification, the SRA should be
notified and given the person’s full legal name, the name they want to go
by (nickname), and their current and preferred email address.

TIP: Their full name is going to be used for a Background Check, so the legal name
is important.

2. The next step is for the SRA to search to see if the person has already been
entered into the database. (See below.)

17
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SEARCH PEOPLE

ALWAYS CHECK TO SEE IF THE PERSON IS ALREADY LISTED IN THE DATABASE:

1. Click on — Check to see if the applicant is in the database, and
if their email is correct.

2. Type at least 4 characters of the person’s name and hit enter or click on.

Home Page

\ Search People

Search People L I \

daro

Work in Process

3. Choose the person from the list that pops up below the box. If aduplicate
name appears, make sure you choose the correct one.

Search People

adro Search

Aaron Abbot : adsrs@yahoo.com @
L

Aaron Abboft ; : flice, Galve TX 77550 3aronadsrs@yahoo.c @

Aaron Aboft 510 Rathervue Plz stin TX 78705 abott@agmai G

Aaron Abbptt, jr 3 Duval, Austin TX 7870¢ : ir@gmailcom @

TIP: If the same person is listed more than once, please email the Safeguarding
Office so that they can be merged.

18
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4. CHECK THEIR EMAIL ADDRESS. If it needs to be updated, clickthe icon ©
to edit. Resist the temptation to fill in the rest of their contact information;

it is up to the applicant to fill thatin.

: T
k= pas Addrases
dAM& Waleli 14
il b -

Aaron Abbot - aaronadsrs@yahoo.com @

5. This box will open and you can correct the email address here and click .

Update Email Address

Email Address:

aaronadsrs@yahoo.com

Cancel

6. If you need to clarify further that this is the person you are looking for,
clickon the name itself.

3 X o= L dud
K =mia Addrace Ermail Addrace
wiiie MAUIT22 Al AUMIE22

I
paonAobet < - aaronadsrs@yahoo.com (@

7. If no names pop up on Search People that matches the one you are looking

for, you can then add a person. (See TR below.)

19
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ADD PERSON

1. To add a new person to SRS, click on ® SRS

Search People

2. Fill in the First and Last name plus email address of the applicant and

click Proceed to Confirmation .
Add Person
First Name * L I
Last Name * L I
Email Address o

VAN

Back to Search Proceed to Confirmation

3. Inthe green box on the right you will see if the system found any matches
that you will want to consider. If none are found, you can go ahead and add

the person. Click .

No matches found for Sharon Smith. Please go ahead add

First Name:
the person.

Sharon
Last Name:
Smith

Email Address:

ssmith@epicenter.org

s I

Add Edit

20
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4. You will then receive the message that the person has been added
successfully and will be invited to start the certification process. You may
elect to do so, or to wait and do this in WORK INPROCESS.

Sharon Smith is added successfully.

Add Sharon Smith to a Certification: L

Please select a Certification ¥

5. If you choose to start the process now, click on the down arrow and it will
open to give you choices. Select the certification process. If you drag your
curser over the choices it will highlight them, and you can click to select it.

Sharon Smith is added successfully.

Add Sharon Smith to a Certification:

Safeguarding God's Children v2 A

Please select a Certification
Safeguarding God's Children v2
Safeguarding God's Children - Training Only v2
Safeguarding God's People - Exploitation v2
Safeguarding God's People - Exploitation Training Qnly v2
Safeguarding God's People - Harassment v2
SGP4 Clergy Certification: Preventing Sexual Harassment and Exploitation - Training Only v2
SGP3 Clergy Recertification - Training Only
SGP3 Clergy Recertification - Training Only v2
Safeguarding God's Children - Requires Bishop's Approval v2
Safeguarding God's People - Exploitation - Requires Bishop's Approval v2
SGC1.5 LHW Center Track — Training at SSW, Austin
SGP1.5 LHW Center Track — Training at SSW_Austin
SGP4 Seminary Certification
Background Check Only cest

6. You will then see the screen that will allow you to start the certification
process. (See the “Start Certification Process” section.)

Safeguarding God's Children - Training Only v2

Invite for Training

Type and select a church or school
Type and select a person

Sharon Smith x

Start Certification Process m

Back to Work in Process

21
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CERTIFICATION STATUS CHECK

1. Once you click on the person’s name in Search People, the screen will show
contact information and certifications. In the case below it shows that
Aaron Abbot has no certifications.

Home Page
Aaron Abbot

Search People
N Personal Information:
A CE i First Name: Aaron
Last Name: Abbot
Email: aaronadsrs@yahoo.com

Work in Process

2. You might see certifications that are current, expired, in process or deactivated.
e Certification is Current - Green e Certification is In Process - Orange
e Certification is Expired - Grey e Certification is Deactivated —Red

Certifications:

L
@
Episcopal Diocese of Texas
valid till 2012-08-20

Q
Episcopal Diocese of Texas
valid till 2019-05-26

Trained Safeguarding God's Children Trainer

Episcopal Diocese of Texas, Houston
Expired on 2014-12-31

Trained in Safeguarding God’s People - Harassment and Exp...

Expired on 2014-05-02

Trained in Safeguarding God’s Children

Episcopal Diocese of Texas, Houston
Expired on 2013-10-12

Invited to Safeguarding God's People - Exploitation Certi... (]

Episcopal Diocese of Texas
started on 2015-09-25

Invited to Safeguarding God's Children Certification 21
El Buen Samaritano, Austin

Deactivated on 2017-12-22

Reason: 90 day timeout.
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3. If the certification does not have a magnifying glass % beside it, this means that
the certification took place on paper before SRS. This means that the
Safeguarding Office only has a record of the training and the affiliated church,
school or institution has the rest of the certification documentation.

Certifications: I
as

St. Thomas' Episcopal School, Houston
wvalid till 2019-09-17

£ I
walid till 201 7-07-16
4. If the certification has a magnifying glass @ by it, then it can be opened by the
SRA by clicking on the magnifying glass.

Aaron Abbott

Certifications:

Certified in Safeguarding God's Children Ro§

St Stephen's Episcopal School, Austin
wvalid till 2020-09-22

5. The affiliated SRA and Safeguarding Office are the only ones with permissions to
open the certification process and view the details. Each part of the process may
be opened by clicking on the magnifying glass if review is needed. The datesthat
each task was approved is noted on the right.

Aaron Abbott
Safeguarding God's Children v2

St. Stephen's Episcopal School, Austin SRA: sally Smith

“alid from 2015-09-23 to 2020-09-22

Start Certification Process 2015-09-23 15:53 PM
Interview & 2015-09-23 1606 PM
Apply for Certification and Background Check & 2015-09-23 16:31 PM
Background Check &, 2015-09-23 1639 PM
Reference Checks & 2015-09-23 16:46 PM
Training Session 2015-09-23 16:53 PM
st john the divine, houston [123 river oakds on

attd.pdf

Upload Note/Document Print Certification

Back to Certifications
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6. The SRA has the options to:

Upload Note/Document Print Cerfification [l Email C

a. You must give a reason for decertification. Remember this is

Confirm
discoverable, so make sure it is objectively written. Then click - Bein
consultation with the head of your organization or the Safeguarding Office when
choosing this action.

Decertify

With Effect From:

2015-10-26

Reason for Decertification:

Are you sure you wish to decertify Safeguarding God's Children v2
certification of Aaron Abbott?

Upload Note/Document . : . .
Click on CheoseFlle gnd select a file from your computer. Write

a Document Name and include Notes if needed. Then cIick.

b.

Upload a Note or Document

Select a document to upload:
Choose File | Mo file chosen

Document Name:

MNotes:

Cancel Upload
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int Certification [ . . . .
Click on this button and you will be able to print the certificate. It
will look something like this:

Safe Church Record of Certification

Aaron Abbott

has completed the designated requirements for Safeguarding Certification in

the Episcopal Diocese of Texas:

Safeguarding God's Children Safeguarding God's People/Exploitation Safeguarding God's People/Harassment
Personal interview Personal interview 2 hour training
Application Application
Reference checks Reference checks
Background check Background check
3 hour SGC training 3 hour training
Acknowledge/Code signed Acknowledgement signed
Trained by Aaron Abbot Trained by Trained by
Date Completed: 2015-09-23 Date Completed: Date Completed:
Valid Through: ~ 2020-09-22 Valid Through: Valid Through:

Bishop's Signature %K W D.,?L

[ L

2.1 Click on this button and you will be able to add a message
ifdesired. Then cllcm to email the certificate.

d.

Email Certificate

To: aaronadsrs@yahoo.com
Message:

Attachment: cert2 pdf
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IMPORTANT:
1. When checking to see if a person listed is certified, you may see full or partial

personal information filled in, and the m and button.
£

Personal Information:
First Name: Betty

Last Name: Barnes

123 houston,
kKaty TX 77494

Cell Phone: 281-702-4023
Email: bettybdsrs@hotmail.com &

ﬁ Send Login Info

Address:

2. Resist the urge and do not update their contact information (or send their login
information.) The applicant will do this when fill out their application via a direct
link that they will be sent. They are responsible for this information to be entered
correctly. However, you can update their email address by clicking on the icon.

3. You can send login information to the Rector, Head of School or
Institution, and trainers as needed. They will need to have access to SRS for
review or entering trainings.

4. IF NO CERTIFICATIONS ARE FOUND, START THE CERTIFICATION PROCESS IN
WORK IN PROCESS. (See below.)
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START CERTIFICATION PROCESS

Home Page . . .
1. Fromyour , choose Work in Process from your navigation bar.

Home Page

Welcome Sally!

Search People

Work in Process Contact Irlon'na‘tlon:

Email: smith4srs@hotmail.com

Training Sessions edit

2. The Work in Process page will open and the following two tabs will appear:
Work in Process and Applicants. Stay in the Work in Process tab to start the
certification process.

L L

Work in Process  Applicants "
Safeguarding God's Children -

Start Certification Process

Interview

Applications Mot started: 2

Background Check

Reference Checks

Training Sessions m
Safeguarding God's Children - Training Only w
Safeguarding God's People - Exploitation w
Safeguarding God's People - Exploitation Training Only -
Safeguarding God's People - Harassment W
5GC Recertification S0 w
$GC Recertification - Training Only =00 -
SGP-E Recertification (=09 w
5GP-E Recertification - Training Only 0D -
$GC - Requires Bishop's Approval Recertification @00 w
5GP-E - Requires Bishop's Approval Recertification {CE00 w
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3. Open the appropriate certification process in Work in Process (for example,
Start Certification Process

Safeguarding God’s Children), and then click on

Work in Process  Applicants ‘e

Safeguarding God's Children -~
Start Certification Process

Interview
4. A new screen will open.

Safeguarding God's Children

Start Certification Process

Recertification for pre-3RS certifications.

|
et v ckiae hooe ciehor

MNew: Due date to complete this certification process: 2018-08-22

Back to Work in Process

5. Enter the name of your organization. When it appears below the field, you
must select it.

Safeguarding God's Children

Start Certification Process

St David's, Aust L

St. David's, Austin
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6. It will then appear in thefield.
Safeguarding God's Children

Start Certification Process

Recertification for pre-SRS certifications.

St. David's, Austin| £

7. Type a portion of the person’s name into the search box. People already in the
system will appear with their addresses and email address (if available.)

8. If the person’s name you are looking for appears, click on the name.
Safeguarding God's Children
Start Certification Process

St. Stephen's Episcopal School, Austin

Allen Smi

Allen Smith & I
allensmithsrs@gmail.com

9. The name will be selected, and a list will be formed below the field.
10. If you selected an incorrect name, click on the black X beside it to remove.

11.0nce the list of all those who need to begin certification have been selected, click

Start Cerfification Process

Safeguarding God's Children v2
Start Certification Process

St. Stephen's Episcopal School, Austin

Allen Smith x

Start Certification Process @
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12.If the person is already certified, you will see a note pop up advising you of this.

(You will not be able to start them in the certification process if this is the case.)

\

srs.epicenter.org says

uuuuu e TR T L T ¥ T T L L L LT

Joan Postma is already active in this certification.

Safeguarding God's Children

Start Certification Process

Recertification for pre-SRS certifications.

St Mary's, Cypress

MNew: Due date to complete this certification process: 2018-08-23

Start Certification Process

13. If they are not already active in the certification process, a message will confirm
that you have started the certification process for the applicant.

Safeguarding God's Children v2
Start Certification Process

These people have started the certification process
= Allen Smith at St. Stephen's Episcopal School, Austin
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How TO TRACK THE CERTIFICATION PROCESS IN WORK IN PROCESS OR APPLICANTS TAB

1. In your navigation bar click on .

2. At this point, you can choose to work in the WORK IN PROCESS tab, or the
APPLICANTS tab. The active tab will be in black, and the inactive tab will be in
blue.

L it

Work in Process = Applicants

3. If you choose to work from the WORK IN PROCESS tab it will show you all of the
certification processes that are available. You can click on the process you want
to work with and all of the steps for that process will appear. You can see how
many have started, or not started a process or if there is anything that needs
approval.

Work in Process  Applicants vt
safeguarding God's Children v2 {{[Z0) A

Start Certification Process

Interview

Applications To approve: 1

Background Check

Reference Checks

Training Sessions Not joined: 1
safeguarding God's Children - Training Only v2 ([IE0D v
Safeguarding God's People - Exploitation v2 {{[E1) v
Safeguarding God's People - Exploitation Training Only v2 @ v
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4. You will also see designations like:

Not started: 285 | Delegated: 110 | To approve: 2
Not joined: 511 | Joined: 125§ To approve: T

5. You will see how many have not yet started a process, if some steps were
delegated, if there are items that need approval and if a training session has
been joined. You can click on any of these designations to view the specific
people and work on their processes fromthere.

6. You can now choose the step in the process that you want to work on. For
example, you can click on Interview, Application, Background Check,
Reference Checks or Training Sessions.

Work in Process  Applicants 3
Safeguarding God's Children ~

Start Certification Process

Interview

A;plicatinns‘ Mot started: 2

Background Check

Reference Checks

Training Sessions | Mot jomne: 2 |
Safeguarding God's Children - Training Onky w
Safeguarding God's People - Exploitation w
Safeguarding God's People - Exploitation Training Cnly "
Safeguarding God's People - Harassment w
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7. It will open and show you the list of people that need this part completed. Click
on the name and continue to work. It will show you if you need to start the step,
approve a submitted item, or check on a delegated item.

Darrell v won St. Stephen's, Beaumont
Cindy Mi ton St. Stephen's, Beaumont Not Started
Sandra M. tufar St. Martin's, Houston
Acia M- Good Shepherd. Austin
Ir. Walru.L:.u. U St. George's, Austin Not Started
Christian M =ira St. John the Divine, Houston Not Started
Mrs. Maria . =no San Pedro/St. Peter's, Pasadena Not Started
Mr. Stephen J. M. is Holy Spirit, Houston

Simon M. -ord St. Thomas', Houston

Mrs. Kathleen M- All Saints', Stafford Mot Started

8. You may also be given the opportunity to view a submitted item, or senda
reminder email.

Liz Alve ~do Trinity Episcopal School, Galveston [l ciad \

Ms. Barbara A nse Good Shepherd, Kingwood Submitted

John A" .s0n Calvary, Richmond Not Started \ Ln_A
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9. If you choose to work from the APPLICANTS tab, the list of all the applicants
will appear.

10. To the right of each name you will see the next step that is needed for that
person. You can open the step, or send a reminder email or - even add them to
a training &3 if that step is available.

Work in Process  Applicants

Select Organization:  Calvary, Bastrop Y

Calvary, Bastrop

SRA: Jane Sevier

Mrs. Dorathy Be- . Apply for Certification and Background Check Q
SGP-E Training Session =]+

Mrs. Betty D+ ... - Apply for Certification and Background Check =
SGPE Training Session =]+

Becky Srk er Interview

SGC

Jane §c " r Apply for Certification and Background Check [EY T nng
SGC Reference Checks [E515

Jane Se' o1 Training Session 5511 L.;:J n

SGPE Background Check

Reference Checks &R E

il 'm] + |

MarylouTt s Training Session {11
5GC
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IF THE CERTIFICATION PROCESS REVEALS A CONVICTION

“No person who is known to have a civil or criminal conviction or record of child abuse,
or who has admitted to child abuse, may be ordained, employed or permitted to
volunteer to work with or around children”.

If the interview, application, reference check or background check reveals a conviction
for a sexual offense, the applicant is not allowed to be with or around children or
youth and may not be certified. If you are uncertain about any information received,
especially information about a violent offense, consult with the head of congregation,
school or diocesan organization and the Safeguarding Minister.

INTERVIEW PROCEDURES

The Interview is the first important screening tool in the certification process. The
intention for the interview is to discern if there is any reason why the process should
not go forward. Reasons that the process should not proceed might be because of an
answer provided or because of an intuitive sense that the interviewer has. If there is
any reason for concern, the interviewer should let the SRA or Head of Congregation,
School or Organization know of their concern before the interview is approved.

The best practice is to interview the Applicant in person. The interview can take place
immediately when a person expresses a desire to volunteer, or during an appointment
set up for interview purposes. The answers can be recorded on paper and entered into
SRS later, or entered directly into SRS at the time of the interview. The interviews can
be conducted by the SRA or a designated interviewer. On paper interview questions
can be provided to those who will be identifying applicants (such as ministry or
program leaders), and the interviewer can then provide the name, email address to the
SRA after the fact and enter the interview answers online once the interview has been
delegated back to them.

Link: Safeguarding Interview and Reference Questions
Procedures (for persons volunteering or employed in a church ministry or volunteering

in a school)
Note: Number 3 and 4 below apply to SGC certification only and do not apply to SGP-E.

1. A Ministry or Program Leader might conduct an interview on paper prior to
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advising the SRA to start this person in the process. If this is the case, be sure to
obtain the person’s full legal name and their nickname as well as their current

and preferred email address to provide to the SRA.

. Once the SRA is provided a name and has started the certification process, the SRA
will either conduct or delegate the interview. The person who this is delegated to
could be a Ministry or Program Leader, the Rector or Head of Schoolor organization,
or another designated interviewer. When the SRA delegates the interview, the
interviewer will receive an email with the name of the person and a direct link to the
interview form online. The answers can be entered directly onthe form during the
‘in person’ interview, or entered later after the interview hastaken place. Again, it is
preferred that interviews be conducted in person. There are exceptions, but ‘in
person’ is the best practice.

. Determine that the person has been known to the leadership of the

congregation, school or organization for at least 6 months. The best practice

would be to talk with the Ministry or Program Leader to whom this person is
known and ask if they know of any reason the person should not be invited
intoyour ministry program to work with children/youth or adults.

. In a school, be sure that the person is part of the school community (e.g. a

parent), known to the school community or brings necessary professional
credentials for the position they are seeking. You can mark “volunteer parent” or
“employee” on the interview form online as well when this applies since often
they have not been known for six months.

. Describe the Safeguarding certification process to the person and ask if they are
ready to begin that process. The interview questions will include notification of the
30 day (SGC) or 90 day (SGP) deadline.

. Ask the person the interview questions and record their responses on

theinterview form or online.

. When completed, enter the answers from the form online and submit.

. Once the interview is approved by the SRA the applicant will receive an email
inviting them to fill out and submit the application and to register for a training
session. The email will provide them a direct link.
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INTERVIEW IN SRS

1. In this example in WORK IN PROCESS, there is one Interview that has not been
started, one application and one outstanding Training Session. Click oninterview.

Work in Process = Applicants £

Safeguarding God's Children v2 {[Z0D a

Start Certification Process

Interview < Not started: 1
Applications Not started: 1

Background Check
Reference Checks

Training Sessions Not joined: 1

2. The names of those needing to be interviewed will show up on the next screen.
Click on the name of the person you are selecting.

Safeguarding God's Children v2

Interview

First Name4  First Name4 | LastMame4  LastName- Omganization4 Organization-§ Status4  Status-§
Name I Churchischool Status

Allen Smith < St. Stephen's Episcopal Schoaol,

Austin

3. The Interview screen will appear giving you the ability to delegate the interview
or conduct it and enter the answers directly into theform.
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4. Or, from the APPLICANTS tab, look for the person’s name and you will seethat
they have an interview . Click on Interview and it will open to the
Interview page.

Work in Process = Applicants € '
Select Organization: | =t David's, Austin N

St. David's, Austin

SRAs: AnnArmstrong, Katherine Muhlenbruch, Laura Faulk, Patti Penfield, SRA Davids Church

Aaron Abbot Apply for Certification and Background Check [T 0
SGP-E Training Session =]+ ]

Betty Barnes lie= =Tl Mot started

SGC

INTERVIEW PAGE

Before asking the interview questions, explain to the applicant the cerfification process, including the
following:

1. ou will need to fill out an application online

2. The application will ask for four references. with phone numbers, addresses and email addresses. Only one
reference may be a member of your family.

3. The application will also ask for your Driver’'s License Number, your Social Security Number, and the
addresses of all the places where you've lived in the |ast ten years. We ask for this information for the purpose of
the criminal background check. Your Social Security Mumber shows up as asterisks in the Safeguarding Records
System (SRS). The actual numbers are transferred to First Advantage for the background check the moment the
application is approved, and are never stored in SRS,

4. The application will also ask whether you've ever been accused of physically, sexually, or emofionally abusing
a child or adult. Y'ou will. of course, have a chance to explain a "yes” answer.

5. Safeguarding God’s Children Cerfification is a multi-step process that includes this interview, the online
application, the background check, and attending a training. All of that must be completed within the next 30
days. If it isn't, you may have to start all over again. Of course, it's up to us to order and approve the background
check and to check your references, but we can't do that unfil you complete your applicaticn online.

6. We recognize that these frainings can be distressing or tiggering if you or a family member have been
abused. If you have some concemns about participating in the training, please contact your Safeguarding Records
Administrator.

Posifion type *

O wolunteer © Parent Volunteer O Employes
[ This person has been known to us for & months or more *

1. Is there anything that would prevent you from completing this process within 30 days? =

s
2. What is the position for which you are applying (volunteer or paid)7 *
© valunteer © Paid
3. What inferests you about this position? *

g

4. What has prepared you for this posifion? Or, what sirengths. gifis or experiences do you think you will bring fo
this position? *

5. With what children or youth activifies or organizations are you or have you been involved as a volunieer or
employes? *

Back to Interview List
Remind applicants of the 30 day SGC deadline and 90 day SGP-E deadline.
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ENTERING INFORMATION FROM INTERVIEWS

When you select the person whose interview is pending, the system will return a
screen for you to complete. If the interview will be conducted by another person, you
have the authority to delegate the task.

DELEGATING AN INTERVIEW

Safeguarding Records System Engl

Safeguarding God's Children - Interview
Victoria Vargas

Dashboard

Certification Check

Soarch Basnle [¥] Delegated to | Shirley Platt | Delegate | Shirley Platt
o T 7 scenictexans @yahoo_com
Add Person P [ i

Training Sessions ) i
e Click here for video help on how to delegate
Work in Process

1. Check the box to the left of where it says “Delegated to”.
2. Begin typing the name of the person you are delegating to into the field, and

when the name pops up, select it.
3. Complete the delegation by clicking the blue delegate button.
4. The person delegated to will receive an email with a direct link to the interview.

TIP: Be sure the person is already in the system by checking for them in “Search People”.
Check to make sure that their email address is correct so that they will receive the request
to conduct the interview.

UN-DELEGATING AN INTERVIEW

If this person is unable to conduct the interview, you can take the delegation of the task
away by going to the same Interview screen and removing the check mark. You can then
conduct the interview yourself, or you can delegate the task to another person.

Interview

Aaron Abbot

<

¥ Delegated to | Shirley Platt
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FILLING OUT THE INTERVIEW FORM

1. For SGC certification: Select Volunteer, Parent Volunteer or Employee. This will
set the system up with the correct application process.
Note: Parent Volunteer only applies to school settings.
Position type *
~N

“olunteer FParent “Volunteer Employee
This person has been known to us for 6 months or more *

2. Check the box indicating you have known the volunteer for 6 months orlonger.
Position type *

Volunteer Parent Volunteer Employee
This person has been known to us for 6 months or more *

If the applicant is an employee or a parent volunteer, you will not need to check
this box. The question disappears.
Position type *

“Wolunteer Parent Volunteer *® Employee
1. Why do you wish to be involved in ministry to children or youth? *

3. Interview the applicant and enter the answers to the questions. (See the sample
Interview pages in the following pages)
4. Alert the applicant to the 30 day SGC deadline, or the 90 day SGP deadline.
5. When you complete the form you will have the option to:

Do Not Proceed Back to Interview List

e |[f you start filling in the interview page and need to leave your computer, press

‘Save Draft

the button. The system will save the information.
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e Whenyou select , if you are the SRA, the interview will be approved
automatically. SRS will immediately generate an email to the applicant. It will
give them a direct link and instruct them to fill out their application and register

for training.
Safeguarding Records System  Home About  Contact
[ ]
Dashboard
L
Add Person Safeguarding God's Children - Interview
Training Sessions Shirley Platt

. Do Not Proceed . o . .
e Choose if it is determined that this person should not

continue in the certification process. Consult with your rector, head of school or
organization.

. Back to Interview List ) .
e By selecting , You can access other interviews.

6. If you have delegated the interview, you will need to approve the interview.
Under Interview on the Work in Process page it will indicate that you have an

Interview .
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SGC Interview

Before asking the interview questions, explain to the applicant the cerification process, including the
followsing:

1. You will need to fill out an application cnline.

2. The application will ask for four references. with phone numbers, addresses and email addresses. Only one
reference may be a member of your family.

3. The application will also ask for your Driver's License Mumber, your Social Security Mumber, and the
addresses of all the places where you've lived in the last ten years. We ask for this informalion for the purpose of
the criminal background check. “Your Social Security Mumber shows up as asierisks in the Safeguarding Records
System (SRE). The actual numbers are transferred to First Advantage for the background check the moment the
application iz approved, and are never stored in SRS.

4. The application will also ask whether you've ever been accused of physically, sexually, or emotionally abusing
a child or adult. You will, of course, have a chance fo explain a "yes” answer.

3. Safeguarding God's Children Cerdification is a multi-step process that includes this inferview, the onling
application, the background check, and attending a training. All of that must be completed within the next 30
days. If it ism't, you may have to start all over again. Of course, it's up fo us fo order and approve the background
check and to check your references, but we can't do that until you complete your application online.

&. We recognize that these trainings can be distressing or tiggering if you or a family member have been
abused. If you have some concerns about participating in the training, please contact your Safeguarding Records
Administrator.

Posifion type *

O volunteer © Parent Voluntesr © Employee
O This person has been known o us for & months or more *

1. Iz there anything that would prevent you from completing this process within 30 days? =

P
2. Vhat iz the position for which you are applying (velunteer or paid)? *
o Volunteer o Paid
3. What interests you about this position? *

A

4 What has prepared you for this position? Or, what strengths, gifts or experiences do you think you will bring to
this position? *

5. With what children or youth activifies or organizations are you or have you been involved as a volunteer or
employee? *

Save Draft Do Mot Proceed Back to Interview List
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SGP INTERVIEW

Before asking the interview questicons, explain to the applicant the cerification process, including the
followsing:

1. You will need to fill out an application onling.

2. The application will ask for four references, with phone numbers, addresses, and email addresses. The
references may not be members of your family.

3. The application will also ask for your Driver's License Number, your Social Security Mumber, and the
addresses of all the places where you've lived in the last fen years. We ask for thiz information for the purpose of
the criminal background check. Your Social Security Number shows up as asterisks in the Safeguarding Records
System (SRS). The actual numbers are transfierred to First Advantage for the background check the moment the
application iz approved, and are never stored in SRS.

4 The application will ask whether you have ever had complaints made against you for ethics viclations or for
your interactions with people while you were working or volunteering, or whether you've ever been disciplined,
fired, or asked fo leave a job or volunteer position because of ethics violations or your interactions with pecple. If
you have, you will be given a chance to explain. A “yes” answer doesn't necessarily mean that your application
will not be approved!

5. The application will ask if you have ever been accused of domestic viclence, been the subject of a restraining
order, or have ever been convicted or pleaded guilty or no contest fo any crime. Again, you will be invited fo
explain, and a “yes" answer doesn't necessarily disqualify you.

6. The application will also ask whether you've ever been accused of physically, sexually, or emetionally abusing
a child or adult. You will, of course, have a chance fo explain a "yes" answer.

7. Safeqguarding God's Pecple Certification is a multi-step process that includes this interview, the online
application, the background check, and attending a training. All of that must be completed within the nexd 0
days. If it isn't, you may have to start all over again. Of course, it's up to us to order and approve the background
check and to check your references, but we can't do that unfil you complete your application online.

8. We recognize that these trainings can be distressing or triggering if you or a family member have been
abusad. If you have some concerns about participating in the training, please contact your Safeguarding Records
Administrator.

1. Iz thers anything that would prevent you from completing this process within 30 days? *

#
2. What iz the position for which you are applying (volunteer or paid)? *
0 Vaolunteer 0 Paid
3. What interests you about this position™? *

#

4 Vihat has prepared you for this pesition? Or, what sirengths, giftz or experiences do you think you will bring to
this position? *

Do Not Procesd Back to Interview List
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APPROVING THE INTERVIEW

1. In the WORK IN PROCESS tab, find the certification process, and find Interviews.To
the right you will see noted “To Approve” and a number. This indicates how many

interviews are waiting for your approval. Click on Interview and it will opento the list
of interviews.

. . + 1
Work in Process Applicants

Safeguarding God's Children v2 =00

Start Certification Process

interview & I
2. Click on the person’s name and it will open the interview for approval.

Safeguarding God's Children v2

Interview

First Mams 4 Sirzt Mamad Lasi Mame 4 Last Mama 4 Organizaton 4 | Onganizaton-4 Status 4 Staus4
Name I Churchi School Status

Gerald Garza St. David's, Austin To Approve L

Back to Work in Process

%k 3k %k %k %k k

3. Or, under the APPLICANTS tab, find the name of the person and click “Interview”
next to LS L | It will open to the Interview forapproval.

Work in Process  Applicants I
Select Organization: | =t David's, Austin v

St. David's, Austin
SRAs: AnnArmstrong, Katherine Muhlenbruch, Laura Faulk, Patti Penfield, SRA Davids Church

Aaron Abbot Apply for Certification and Background Check [ ||
SGP-E Training Session [ eed [} [

Betty Barnes Intendew
SGC
Gerald Garza Interdiew
5GC
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4. Review the answers to the questions. The opportunity to make a note or upload
a reference file is given. This should be done before approval. Then click the
Approve button.

5. Remember, reasons that the Interview should not be approved might be because
of an answer provided, or because of an intuitive sense that the interviewer has.
If there is any reason for concern, consult with Head of Church, School or
Organization.

Safeguarding God's Children - Interview
Gerald Garza

Approval Section

Reference Files, if any:

|

Browse_

Notes:

|

Delegated to Patti Penfield (pattipdsrs@yahoo.com) |
L
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APPLICANT INVITATION EMAIL (APPLICATION AND BACKGROUND CHECK RELEASE)

1. After the Interview is approved, SRS automatically sends the applicant an
email. A direct link will be provided to the application.

2. The following are examples of the emails that will be received by the Applicant
in English and Spanish.

SGC Email:

Dear Aaron Abbot,

You are invited to apply for certification in Safeguarding God's Children.

The application process for your certification consists of two main parts — submitting an
application form and joining a training session. Each part will consist of several steps.
The application form consists of several pages, categorized into personal details,
addresshistory, references, previous employment and/or voluntary service information
and a background check release form. The overall progress of your application will be
indicated at the top of each page/screen.

Prior to beginning the application process, please gather the following information:

« Position you are applying for (volunteer or paid).

« Your full addresses for last 10 years, including city, county, and state.

« Names of 4 references with their addresses, daytime phone number, email
address, length of time you have known the person and their relationship to you.

« If applying for employment at church, school, or institution: Employment
history for the past 10 years with beginning and ending dates, name of firm
with full address, immediate supervisor name and phone number, the position
held, reason for leaving.

Part of the application process includes giving permission for a background check. Once
you complete your application form, you will be able to sign up for and attend a training
session.

Please click here to continue or paste the following URL into Chrome, Firefox, Safari or
IE11 browser:

https://testsrs.epicenter.org/gp/1/?url auth token=AAAAHcHr7JhTeDRxcOzJp3KdZaU
%3ADkwLIN2awOpwWXtOalYOGOFsC8c
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SGP-E Email:
Dear Aaron Abbot,
You are invited to apply for certification in Safeguarding God's People - Exploitation.

The application process for your certification consists of two main parts — submitting an
application form and joining a training session. Each part will consist of several steps. The
application form consists of several pages, categorized into personal details, address history,
references, previous employment and/or voluntary service information and a background check
release form. The overall progress of your application will be indicated at the top of each
page/screen.

Prior to beginning the application process, please gather the following information:

e Position you are applying for (volunteer or paid).

e Your full addresses for last 10 years, including city, county, and state.

e Names of 4 references with their addresses, daytime phone number, email address, length
of time you have known the person and their relationship to you.

e If applying for employment at church, school, or institution: Employment history for the
past 10 years with beginning and ending dates, name of firm with full address, immediate
supervisor name and phone number, the position held, reason for leaving.

Part of the application process includes giving permission for a background check. Once you
complete your application form, you will be able to sign up for and attend a training session.

Please click here to continue or paste the following URL into Chrome, Firefox, Safari or IE11
browser:

https://testsrs.epicenter.org/gp/9/?url auth token=AAAAHcHr7JhTeDRxcOzJp3KdZaU%3ADkwLi
N2awOpwWXtOalYOGOFsC8c

* ok K Kok ok ok

3. The next steps will be completed by the applicant. They will follow the link in the
email and complete their application, provide references, and give permission
for a Background Check. They will also be able to register for a training session
at this time. The link will remain active if they cannot locate a training.

4. If the applicant cannot complete it in one sitting, the system will save the
information entered.
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International Addresses: SRS will now allow an applicant to enter an international
Address. An applicant will check the box to indicate they have one.

Safeguarding God's Children Application St. Andrew’s, Houston

New: Due date to complete this certification process: 2020-11-10

Personal Information Address History References Volunteer Background Check

[ I have addresses from outside the US A
Please list all addresses where you have lived in the past ten years (for US residents)

Address Line 1 City State Zip Code

asdf adsf Texas W 78709

A box will open for them to enter their address:

Personal Information =~ Address History = References  Volunteer  Background Check

A | have addresses from outside the US
International Address(es):

Please list all addresses where you have lived in the past ten years (for US residents)

Address Line 1 City State Zip Code

Proper Emails corresponding to progress of applicant:

In the past when you used the email icon to resend the email inviting the applicant to
a certification process, the original email was sent no matter how far they had
progressed in the process. Now an email corresponding to the place they are in the
process will be sent. So, if their application is needed, it will indicate this. If they only
need to sign up for a training, the email will indicate this instead. This should
alleviate applicants being frustrated thinking we are asking them to do an
application again.
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APPLICATION REVIEW FOR APPROVAL

1. When an application has been completed, the SRA will see a message in the
WORK IN PROCESS portion of the SRS system.

. . +t
Work in Process  Applicants

safeguarding God's Children v2 {500 -

Start Cerfification Process

Interview
v
Applications &

2. In the WORK IN PROCESS tab, to review the application contents, click
“Applications”. This will open a page that shows any applications
pending approval or submission as shown below.

3. Select the application you wish to review by double clicking “View Application”to

the right of the applicant’s name.

Safeguarding God's Children v2

Applications
FirsiMame g | FirsiNameg | Lasidams 4 LasiMame4  Onganzation 4 Organizatond | Siaus 4 | Stans4
Name Church! School Status
Aaron Abbot =t Stephen's Epistopal School, Mot Started | & |
Austin o
Allen Smith St. Stephen's Episcopal School, [ view ppication |
Austin

Back to Work in Process

TIP: If an applicant has not filled out their application you can “Resend Email” at this

time as a reminder. Click the envelope =" icon.
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4. Or click on the APPLICANTS tab, choose the person whose application needs

approval, and click on “Apply for Certification and Background Check” next to
the“To Approve” notice.

Work in Process Applicants
Select Organization: | St Stephen’s Episcopal School, Austin

5t. Stephen's Episcopal School, Austin

SRAs: Calvin Carter, Sally Smith

Aaron Abbot Apply for Cerification and Background Check [Tkt |
SGC \Trﬂining Session [T [0

Allen Smith Apply for Certification and Background Check B oy
5GC

Training Session [eeed [0 B

5. The Approval Section will open and all tabs from the application will be available
for review. Review each page (tab) of the application, and after a complete

review, you can Approve, Disapprove, Keep Pending, Send Back, and/or make
Notes.

TIP: In the Internal Notes section, record only objective observations about applicants.

Do not use personal observations or assessments. These are permanent records and
can be used in a court of law.

Reference Files, if amy:

[ Choose File Mo file chosen
Internal Notes:

L

Please mark the checkbeoxes below each tab to confirm that you hawve viewed the submitted informatio
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Tab 1 — Personal Information

1. Make sure all required information has been provided. Check the “Viewed
Submitted Information” box to confirm your review.

Perscnal Infomation Address History References Employment Background Check
First Name Middle Name Last Name Date of Birth Gender
Fred Flint Farr 2000-01-18 Male

Please fill in at least one of these three phone fiskds.

Home Phone Work Phone Cell Phone Email Address
5125081874 5125081874 5125081874 mbrickley@epicenter.ong
Diriver License Number Diriver License State + | don't have a driver licence

TX
For which volunteer ministry position or paid position are you applying? You must check the
Sunday School assistant

box at the bottom of
What interests you about this position?
¥ pe each page after
My son is in the class and | would like to help.
review before final
What has prepared you for this position?
i - : approval.

| have voluntesred with the Boy Scouts and coached little league.

£

“iewed Submitted Information

2. If any information is missing or is incorrect, please use the “Send Back” button at

the top of the page to send the application back to the Applicant.
|

Reference Files, if amy:

Choose Fie | Mo file chosen

Intermal Motes:

3. Abox will pop up that will ask you to give a reason that will appear in the email the
Applicant will receive instructing them to complete the information.

Send Back Application

= reasorns for sendiing this application back to the

=
Mote: The reason will e emailed to the applicant.
Cancer | IEEEEN
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4. The Applicant will receive an email that appears like this:
Dear Allen Smith,

Your application for certification in Safeguarding God's Children has been sent back to you for review. Reason: Please
review and update your references.

Please contact your SRA Sally Smith (smith4srs@hotmail.com) for more details.

Please click here to continue or paste the following url into Chrome, Firefox, Safari or IE11 browser:
https://testsrs.epicenter.org/gp/8/?url auth token=AAAAboEv7nLWNN4admc8BjQVp4s%3A1NksabQ
6Dul95V ByJCzza2zF9w

Regards,

%k %k %k %k %k k

Tab 2 — Address History

1. Click on the Address History tab toopen.

2. The application requests 10 years of address history. If you are aware of any
missing addresses, “Send Back” the application to request those additional
addresses. Notify the Safeguarding Office is an international address has
been added. Make sure no church or business addresses are entered as a
personal address. "Send Back" the application for corrections.

3. The Safeguarding Records System will now allow an applicant to enter an
international address. The SRA will receive notification when approving the
application and should contact the Safeguarding Office to determine if an
International Background Check will be required. A note should be made as
to the determination “Disapprove”.
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This applicatien contains international address(es). Please notify the Safeguarding office.

oo P

Personal Information Address History References Volunteer Background Check

| have addresses from outside the US

International Addressies):
393848549 asdidasfdsf
adfaddsfdsafdsafdsaf
adfdadsafdsaf

adfadfdf

Please list all addresses where you have lived in the past ten years (for US residents)

Address Line 1 City State Zip Code
asdf adsf L 78709
X

Viewed Submitted Information
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Tab 3 — References

1.

have been provided.

2.

In your review, make sure that four references and all the other information

NOTE: For SGC, only one of the references may be a relative. For SGP, no

reference may be a relative, and one reference must be outside the

congregation, school, or organization.
Check the “Viewed Submitted Information” after the review is complete.
If there is a concern, consult with your rector, head of school or organization.

w

Personal Infomation

Reference 1

______________________

Address (city, state,
Austin, Texas TET49
Email Address
jsmithi@ac]. comm

zip)

Reference 2
Mame

Ken Mazda
Phone
ccccccccc

Address (city, state, zip)
Dretroit, Michigan 42075
Email Address
kmazdai@gmail com

Reference 3

MName
Josephina Perez
Phone

::::::::::

Address (city, state, zip)
Austing, Texas 78740
Email Address
iperezi@vahoo com

Reference 4

Mame

Cruncan Clark
Phone

Address (city, state, zip)
Auusting, Texas 78749
Email Address
dolarki@hotmail. com

Relationship
ToOMET supenisor

Relationship

formmer supenisor

Relationship

friend

Relationship
father

3 iC—.’.'C—C Submitted Informmation

olunteer

54

Background Check

How lomg hawve you known this person

10 years

How lomg hawe you known this person

7 years

How long have you known this person

23 years

Howr lomg hawve you known this person
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Tab 4 — Volunteer

This tab will only be available if applicant is a Volunteer.

e |

dress History References wolunteer

Personal Infomm

For Volumteer Ministry Position - please list volumteer and/or employment experience:

4
Organization or Business Duties/Responsibilities
El Buen Samaritanoc ESL teacher
Comnmtact Person Fhomne
Srselda Hemandez S55-555-5555
2
Organization or Business Duties/Responsibilities
Manocs de Cristo clinic. workentranslator
Dates Comnmtact Person Fhomne
2012 to 2014 Jainme Gorme:
3
Organization or Business Duties/Responsibilities
Dates Contact Pers.on Fhone

wed Submitted Infommati

OR,
Tab 4 — Employment

This tab will only be available if applicant is an Employee.

L

Personal Information Address History References Employment Background Check

Employment History Section - complete if applying for a paid position

Are you legally eligible to work in this country?
Yes

Employment history- Please complete for your current or most recent employer.

Date of Ended Company name, Immediate Position held Reason for leavin
Employment address, city, state supervisor name

Started and zip and phone number

2000-02-01 present The Company Sue Smith Asst. Supervisor still present

May we contact your supervisor?

Yes

If yes, when may we contact him or her?
Bam -5pm

Please complete for any other employers within the last 10 years.

Date of Ended Company nare, Immediate Position held Reason for leavin
Employment address, city. state supervisor name
Started and zip and phone number

Wiewed Submitted Information
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\

Tab 5 — Background Check
1. Make sure all boxes are checked and that the applicant has provided their Social
Security Number. The Social Security Number will appear only as “**##***%%" 14
you and the Safeguarding Office. Only First Advantage, our background check
company, will have on record the actualnumber.
2. Check the “Viewed Submitted Information” after the review is complete.

¢ |

Personal Infomation Address History References Employment Background Check

Social Security Number Confirm Social Security Number

b e S

+ Tothe best of my knowledge, the information contained in this application is complete and accurate. |
understand that providing false information is grounds for denial of a volunteer or paid position or for nmy
discharge if | have already been chosen.

+ | authorize amy person or organization, whether or not identified in this application, to provide amy
imformation concerning my previous employment or volunteer activities, criminal conviction record,
sexual offender registry, credit history if | will handle money in nny position, driving record if | fransport
children im my position, or other qualifications for ny volumteering. | also authorize the Episcopal
Diocese of Texas to request and receive such imformation.

+ If chosen, | agree to be bound by the Diocese of Texas policies and procedures, including but not
limited to, The Diocesan Policies for the Protection of Children and Youth from Abuse and its 'Code of
Conduct for the Protection of Children and Youth' and such other policies as may be required by above
mamed church, school or diocesan entity.

+ | also understand that nmy volunteering or employment may be terminated, or any offer or acceptance of
wolumteering or employment withdrawn, at any time, with or without cause, and with or without prior
notice, at the discretion of the above mamed church, school or diocesan entity, the Episcopal Diocese of
Texas, or myself.

+ MNothing contained in this application or in amy pre-volunteering communication is intended to or does
create a comract between nyself and The Episcopal Diocese of Texas or the above named church,
school or diccesan entity for either volumteering or employment or any other benefit.

+ Im relation to nmy serving in The Episcopal Diocese of Texas, | understand and authorize the access of
public information from various federal, state and other agencies that maintain records containing
public information. | also understand that this information may be accessed during nmy service and up to
thirty (30) days after separation from this diocese.

+ | hereby consent to you obfaining various public record informmation and other information from
Diocesan/Church employers or agencies, by First Advamtage and/or amy other party or agency in
accordance with the Fair Credit Reporting Act and amy and all state and federal laws. | also understand
that the requested information below is to be used for proper identification only and not for
discriminatory purposes.

+ | agree to a background check.

Wiewed Submitted Information
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APPLICATION FINAL APPROVAL

1. At the top of the page you can upload a document if it is needed to
supplement or clarify information in the application. Click “Choose File” and
search for the document. When you locate it, click the document and it will

upload. You can also add a note for any explanation that you might need in the
Internal Notes section.

TIP: Record only objective observations about applicants. Do not use personal observations
or assessments. These are permanent records and can be used in a court of law.

Remember, you must check the box at the bottom of each page before final approval.

Safeguarding God's Children v2
Apply for Certification and Background Check

Allen Smith SRA: Sally Smith

Approval Section

\ Reference Files, if amy:

Choose File | e file chosen

Internal Motes:
< |
o
L

2. When all the tabs have been reviewed and there are no further questions about
the application, click on the Approve button. The Background Check request(s)
will automatically go to First Advantage, and the reference checks can be
conducted while waiting for the Background Checkresults.
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BACKGROUND CHECKS

1. After an Application has been approved, a message is automatically sent to First
Advantage requesting a Background Check.

2. First Advantage will conduct the background check and return the results
automatically. The results will go directly into the applicant’s file and you will see
that it has been received. At that time, review the results to determine if the
background check can be approved. After selecting the Approved button, you
will be given the option to return to WORK INPROCESS.

3. First Advantage will bill the Houston Diocesan Center for all background checks.

4. Select Background Check from WORK IN PROCESS.

Work in Process Applicants

Safeguarding God's Children w2 m L
Start Certification Process
Interview
Applications
Background Check L Toapprove: 1

Reference Checks Mot started- 1

Training Sessions Jcanved: 1

5. Then select the applicant to review by clicking on the Applicant’s name.

Safeguarding God's Children v2
Background Check

FirstName 4 | FirsiNamead | Lazidame 4| LasiNamed | Organizstond | Organizasond | Siawus Status 4
Mame Churchi School Status
Aaron Abbot St Stephen's Episcopal School, To Approve

Austin
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6. Or select the person’s name in the APPLICANTS tab.

Work in Process Applicants

Ll

Select Organization: St. David's, Austin 4

St. David's, Austin

SRAs: Ann Armstrong, Katherine Muhlenbruch, Laura Faulk, Patti Penfield, SRA Davids Church

Tracy Cramer Apply for Certification and Background Check
sSGC Training Session [[Iatnuae) | - ]+

New: Due Date: 2016-10-18

7. Review the report which includes the “Remarks” and “Search Results” and
decide on whether to Approve or Disapprove. A background check that can be

approved immediately will contain the words in the example below.
Approval Section

Reference Files, if any:

Choose File | No file chosen

Internal Notes:
Automatic background check request submitted to LexisMNexis on 2018/06/09
Background Check Completed on 2018/06/11

New:Due date to complete this certification process: 2018-09-05

oo

Background Check by LexisNexis / First Advantage:

| SOCIAL SECURITY VERIFICATION

CUSTOMER PROVIDED

INFORMATION
\ DOB: //XXXX
. AN IDENTITY VERIFICATION SEARCH HAS BEEN COMPLETED AND NO DISCREPANCIES WERE
Remarks: EOUND.
Record ordered CRIMINAL RECORD
Type of Search Felony Including Misdemeanor é Search Results CLEAR
Address Covered 123 DRIVE ATLANTA FORSYTH, GA
Record ordered CRIMINAL RECORD
Type of Search Lexisnexis National Criminal File Search Results CLEAR
Address Covered 123 DRIVE ATLANTA , GA
Court Name/Type DATABASE SEARCH
Name Searched ROBERT LEE SMITH JR
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8. Other “Remarks” that require no interpretation are:

a. SUBJECT NAME RETURNED MATCHED WITH A DEVELOPED NAME.

b. SUBJECT NAME RETURNED MATCHED WITH A DEVELOPED NAME. A SOCIAL
SECURITY NUMBER VERIFICATION SEARCH HAS BEEN COMPLETED AND NO
DISCREPANCIES WERE FOUND.

9. Sometimes background check “Remarks” are less straightforward. Click for
SRS Background Check Help Sheet.
10. If the Background Check reveals a conviction:

a. “No person who is known to have a civil or criminal conviction or record of
child abuse, or who has admitted to child abuse, may be ordained,
employed or permitted to volunteer to work with or around children”.

b. If the check reveals a conviction for a sexual offense, the applicant is not
allowed to be with or around children or youth. Notify the head of
congregation, school or diocesan organization who, in turn, must notify the
Safeguarding Minister.

c. Conviction for minor offenses is usually not sufficient to deny an individual
employment or a volunteer position. If you receive notice of a conviction,
especially regarding violent offenses, or are uncertain how to interpret the
search results, please consult with the Safeguarding Minister for assistance.

11.Always note when the Head has been consulted. See Background Checks in

Safeguarding. Make a note in the “Internal Notes” field provided that the
decision was made after review and consultation with the Head. Record only
objective comments about applicants; do not use personal observations or
assessments. These are permanent records and can beused in a court of law.

12. If the person is not approved to proceed at this point, or at any point, itis up to
the Head to communicate this to the applicant.

13. International Background Check - If an international address was entered on the
application be sure to contact the Safeguarding Office to determine whether an
International Background Check should be run. If one is run It can be uploaded
as an additional document to the applicable certification documentation.
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REFERENCE CHECKS
1. Reference checks may be completed by the SRA or person to whom the checks have
been delegated.
2. After an applicant has completed an application, you will find in WORK IN PROCESS
that the Reference Checks have “Not Started”. (The number beside each category

indicates the number of applicants awaiting reference checks.)

& I ; +t
Work in Process | Applicants

Safeguarding God's Children v2 m -
Start Certification Process
Imterview
Applications
Background Check

Reference Checks &

Training Sessions

3. Click on Reference Checks and select the person whose references you wish
tocheck by double clicking on their name.

Safeguarding God's Children v2

Reference Checks

Firzst Nama 4§ First Named LasiMams $ Lasi Mama4 Organizaon 4 | Organizaiond Stz 4  Staiusd
Name Churchi School Status
Aaron Abbot St. Stephen's Episcopal School,

Austin

4. There will be 4 references for each applicant. The system will not let you go
forward until you have personally talked to at least two people and entered their
answers to all the questions. You will see a note under the applicant’s name
noting how many references are needed. For example:

At least 2 references need to be contacted.

For regular SGC and SGP certification processes

o Atleast 3 references need to be contacted.

For Bishop’s Approval process

NOTE: For SGC, the applicant may list one relative as a reference. For SGP, the
applicant cannot use any relatives as a reference.
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5. When you click on the applicant’s name, the references will open and look like
this:
Reference Checks

New: Due date to complete this certification process: 2018-08-22

Aaron Abbot

At least 2 references need to be contacted.

Sandy James Fu Schroeder John Doe Mary Smith
Phone Email Address How long applicant Relationship to
519_-555-1212 sjames@gmail.com | - | has known reference applicant

10 years senior warden

Delegated to

Delegate all references to this person

Record of call attempts

6. Or, under the APPLICANTS tab, look for the applicant’s name. Then,
select“Reference Checks”. It indicates that they have not been started.

e |
Work in Process ~ Applicants

St. Stephen's Episcopal School, Austin
Aaron Abbot \ Background Check [T e |

SGC Reference Checks <

7. When you open the references, you can either delegate the reference checks to
another person or start calling and entering the answers yourself.
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DELEGATING REFERENCE CHECKS

1. Locate References under the WORK IN PROCESS tab or the APPLICANTS tab.
\ 2. Click the box preceding “Delegated to”.

# Delegated to

Delegate all references to this person

3. Enter the name of the person to whom you wish to delegate the checks. As you start
to type the name it will appear below the box. Make sure the email address is current,
and then select the person’s name.

o e

Cranielle Tatm
= ¥ dtatro@epigenter.org
e ol Danmielle Tatro —‘ft =

dtatro@epicenter.org

4. You can delegate all four references to the same person (recommended). If you
choose this option, check both “Delegated to” and “Delegate all references to this
person” and then enter and select the person’sname.

5. Then click the Delegate’button.

\ # Delegated to | Daniele Tatro

¥ Delegate all references to this person

6. The “Delegate all...” box will then open up again as if you had not checked it, but if
you open each reference tab, you will see that all are now delegated to the same

person.
Sandy James Fu Schroeder John Doe Mary Smith
Phone Email Address How long applicant Relationship to

10 years senior warden

¥ Delegated to| Danielle Tatro| b

Delegate all references to this person

7. If you have delegated the reference check, an email will go to the person designated
to conduct the check. It will have a direct link to the formonly.
8. They will need to complete the references form and submitit.
TIP: Be sure the person you are delegating the references to has a current email in SRS.
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UN-DELEGATING REFERENCE CHECKS

To un-delegate or change delegation, click on the box preceding “Delegated to”. It will
delete the delegation. A window will appear and ask “Are you sure you want to un-
delegate this reference check?” Click “OKAY”. Each reference must be un-delegated.
You can then fill out the reference yourself or delegate it again to another person.

Sandy James Fu Schroeder John Doe IMary Smith
Phone Email Address How long applicant Relationship to
5§12-555-1212 sjames@gmail com has known reference  applicant

S 10 years senior warden
# Delegated to | Danielle Tatro
Delegate all references to this person
COMPLETING REFERENCES CHECKS
1. Each reference is indicated with a tab.

Sandy James Fu Schroeder John Doe Mary Smith
Phone Email Address How long applicant Relationship to
512-555-1212 sjames@gmail.com [ has known reference applicant

10 years senior warden

Delegated to

Delegate all references to this person

Record of call attempts

Reference never contacted
1. Each reference tab has:

a. Reference contactinformation

b. A box for notes (Record of call attempts) for you to keep track of the
number of attempts you made to speak with the person

c. Acheckbox to indicate if you were unable to contact the person

d. Four reference questions

e. A box for other relevant comments or information
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2. If you have delegated the reference check, an email will go to the person
designated to conduct the check with a direct link to the referenceform.

3. Persons completing this section should refrain from editorializing or adding
opinion or inferences. They should only write what the reference says and
nothing else.

4. Each tab has a Save button at the bottom of the page for keeping any
information already entered if the process cannot be completed inone
sitting.

5. If the person trying to contact the reference cannot reach the person, record the

call attempts checkthe box - Referencenevercontacted 5p4 cfick

button at the bottom of the page. A red “X” will be

noted on that tab.

safeguarding God's Children - Reference Checks

Gerald Garza
Ll
Oscar Wilde | William Porter | 3§ J. Frank Dobie 3 James Michener
Phone How leng applicant has known Relsticnship to applicant
F12-555-86687 reference co-worker
5 years
[| Delegated to Delegate

Record of call attempts

4/8/13 No answer
410713 Mo answer, |eft message.
41513 No answer.

[Cid this person follow rules at work or in 8 velunteer position? *

EE}HEferen-:E never contacted <

6. If the|r reference can be reached, fill in the answers and click the

Cﬂmplete This Reference button
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7. If after several calls you are unable to reach a reference, there is an email option (if
the applicant has provided an email address for their references.)

Sandy James Fu Schroeder John Doe Mary Smith
Phone Email Address L How long applicant Relationship to
512-555-1212 sjames@gmail.com | - has known reference applicant

10 years senior warden

8. Click on the envelope icon =, and SRS will send an email (see example below)
to the reference with a link to the reference questions.

From: tcramer@epicenter.org

Sent: Monday, September 19, 2016 2:12 PM

To: Joe Smith

Subject: Reference check for Aaron Abbot: Joe Smith

You have been named as a reference for Aaron Abbot, who is in the process of becoming Safeguarding
certified.

Please click here to use the form.

or paste the following url into Chrome, Firefox, Safari or IE11 browser:
http://testsrs.epicenter.org/erf/77/424/?email=tcramer@epicenter.ore&token=15{tb3c83d6b39¢c6630e28
fa58b920c699e€99¢c165edf911c¢5406b27d22dd784

The information will be kept securely in the system and [name of your SRA] will have immediate
access to the form and its contents.

Thanks very much.

9. After the reference has entered their answers,
they need to click the EEE2EE button.

TIP: Best practice is to speak to the reference. Emailing the reference should be your
second choice.
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REVIEWING REFERENCE CHECKS FOR APPROVAL
1. When the reference checks have been completed, review the comments on
each reference’s tab; check the “Viewed Submitted Information” box, and then
Approve, Disapprove, or Keep Pending.

Reference Checks
Aaron Abbot ERA: Cyndla WoodBury

Approval kBsadion

Asfarmnos Fllec, B any:

o e

Inf=mal Holoe:

Flemce mark e checkbosss. below =ach i to confirmn that pou Reys wiswesd the seibmitisd Imformation

M ew Dws deds bo completa il cartification &G 2018-08-22

L
= e

Fagord of oall sitamphs
Redorance nrvar conissisd

'Wihaiobservations can you ehane about how thie person relases o obhers? How he'che elree to
chikdran?

Aaron Is Kdnd and considemiz=. He gives chiidres his full aii=nSon when Fe woriks with themn

‘Whai jobe or volpmisesr rurk hac thic parcon dona with ohildren or yowth¥
WEE and Bay EA

‘iWhai if any, complainte did you ever hiave about thic percon'e Imderaction with ohildren or youth?
Mo

‘ihad have you ob-carved that would Indlcats o you thic perean would work well around childnan or
youth? What, H anything, have you obearaad that would Indloete b you that this percon should nod whork
arcund ohilidran or youth? {For sxampda, a flaring fsmper or eome obber Inapproprisie bahavions. |

Azron s wanm and Istens canrefully whes kids spesk with hime He hes 8 gessine concern for Selr emotional wedl
cesing mrd saiety

Dther relesant commants or Informtion eoskved from oall:

Asron would b= a nice sddition D your pengram

& |

= Wiewed Eubmifed Infometon
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TIP: When each reference check is complete, it will have a green circle with a check. When the
reference was not able to be reached, a red X will mark that tab. An applicant must have at
least two green checks to be considered for approval. All tabs must be marked either with a

green circle or red X before approval can bemade.

2. If you receive negative reference information, keep the process pending and
speak to the head of your congregation, school or organization. They will
determine whether to Approve or Disapprove.

3. If an application is not approved, use the Notes box to record “Disapproved as
determined by Head of ”. The system will not let the applicant know
when an application has been disapproved. The Head of your organization will
need to let the person know that they are not being approved to continue the
process.

TIP: Record only objective observations about applicants. Do not use personal

observations or assessments. These are permanent records and can be used in a court
of law.

Safeguarding God's Children - Reference Checks
Gerald Garza

Lpproval 2ection

Reference Files, if any:

| Browse_.
Motes: L

I
K
H
!
h
i)
I
=
w
=}
5]
1
1
1
i
T
11
L
%]
L
=}
|
m
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TRAINING SESSIONS

1. After completing the application, an applicant can select a training session
and register while the applicant is still in SRS.

2. Registration can take place prior to the SRA approving the application and while
the SRA is awaiting the Background Check results and Reference Checks to be
completed.

3. Training Sessions are created by trainers or SRAs and approved by the
Safeguarding Office. Upon approval, they will be listed in the Training Sessions
calendar and available for selection by applicants.

4. Click on Link: Trainer Instructions for SRS for entering Trainings into the SRS
calendar, how to print the Sign-Out Sheet, and how to upload the Sign-Out-Sheet
for final approval.

5. All Safeguarding trainings will appear in SRS. Your applicants will only be able to
register for trainings through SRS.

TIP: The link in the original email to the applicant remains active. If the applicant loses
the email and needs to gain access to training sessions again, an email can be resent
from either the WORK IN PROCESS tab or the APPLICANTS tab.

Mi_. wu. = _. "=ker Apply for Certification and Background Check
SGP-E Training Session [TAE [ (G

New: Due Date: 2016-09-29

6. The Safeguarding Office will reconcile Sign Out Sheets with the SRA if there are any
discrepancies, and credit for attendance at the training will be granted.

TIP: The SRA can always check on the status of an applicant’s process from Search
People as well as in the WORK IN PROCESS or APPLICANTS tabs.

Mrs.Teva’ .r vz
Safeguarding God's Children v2

San Francisco de Asis, Austin SRA: Mr. Tracy F. Cramer

Start Certification Process 2016-07-08 20:25 PM
Interview @ 2016-07-13 15:43 PM
Apply for Certification and Background Check & 2016-07-26 19:21 PM
Background Check & 2016-07-28 18:23 PM
Reference Checks @

Training Session

Remove from Process Upload Note/Document

New: Due date to com plete this certification process: 2016-10-06
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TRAINING ONLY OPTION FOR SAFEGUARDING GODS’ CHILDREN (SGC) OR
SAFEGUARDING GOD’S PEOPLE (SGP-E)

Training Only is a certification option in WORK IN PROCESS used primarily by schools,
and other exceptions.

What makes this option different?

1.
2.

3.

4.

Permission for use must be granted by the Safeguarding Office.

The training session portion of SGC or SGP-E certification is the only part that will
be tracked and documented in SRS.

The Interview, Application, Background Check and References must be completed
on paper or in another system and held at the local office.

Schools, Vendors or Organizations must have a Training Only Agreement provided
by and on file with the Safeguarding Office. It must be signed by the Head of the
school or organization. This letter requires that all certification documentation
will equal or exceed what is currently required by Diocesan Policy.

For entities other than schools, permission must be obtained from the
Safeguarding Office to see if they qualify for this option.

Training Only for SGC or SGP is limited to the following:

1.

Schools/Approved Organizations - Those who have signed the letter of
agreement with the Diocese for teachers or paid staff only; volunteers must go
through the full certification process in SRS.

Vendors - People who are employees, volunteers or contract workers with an
entity which has provided a signed letter to the church, school, or institution
affirming that their screening process for their staff matches or exceeds the
requirements found in The Diocese of Texas Policies for SGC and/or SGP. Contact
the Safeguarding Minister for details and form letter.

Clergy - The Safeguarding office is responsible for beginning the Clergy in their
process.
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Do not use Training Only for:
1. Volunteers
2. Minors
3. People who are not a part of an Episcopal church, school or organization
4. People who are attending training for information purposes only *

* The Safeguarding Office can provide, upon request, an Acknowledgement of
Trainingform which the trainer can sign to show that a person attended the training.
This Acknowledgement has no value or standing for SGC or SGP Certification.

The Applicant must have completed the following in SRS:
1. The SGC or SGP-E training confirmed by signature on the Sign Out Sheet and

approved in SRS.

2. Interview, Application, Background Check and References, that meet or
exceedEDOT requirements, on file at the affiliated school or organization and
made available to the Safeguarding Office if requested.

ONLY then is the applicant considered as having been screened and trained,
meeting the Diocesan policy requirements for certification.
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TRAINING ONLY PROCEDURES

1. Check to see if the applicant’s name is already in SRS. If found, check to make sure
their email has been entered and is current. If they are not presently in SRS, add
their name and current email address. (See pages 18-19)

In Search People, under Certifications, verify that they are not currently certified.
(See pages 22- 23).

2.

Mr. Trar ; . =va aer

Certifications:

Certified in Safeguarding God's People - Exploitation (o}
Episcopal Diccese of Texas
“alid till 2020-09-06

a
Episcopal Diccese of Texas
Walid till 2020-06-29

3. If they are not certified, go to WORK IN PROCESS, and under Safeguarding God’s
Children - Training Only, click on Invite for Training to begin the process.

Safeguarding God's Children - Training Only
Invite for Training < I

Training Confirmation

4.

Notjoine: 63 | Jomed 50 Onine: 3] To approve: 31
Enter and select the school, and then type and select the applicant’s name. You
can continue to select people and make a list of all those you need to enter. The

names will appear below the “Type and select a person”field.
5. Then, click “Start Certification Process”.

Safeguarding God's Children - Training Only

Invite for Training

Recertification for pre-SRS certifications. |

L

New: Due date to complete this ceniﬁcatiorlprocess: 2018-08-27

Start Certification Process Cancel

Back to Work in Process
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6. Follow up to make sure the Applicant has signed up for the appropriate training by
clicking on “Training Confirmation” in WORK IN PROCESS. You will see the
applicant’s name, and it will show you if they have joined a training or not. If they

have, it will tell you where they are planning on attending. There isalso an =" icon
for resending them the email to remind them to sign up for the training and a s
icon that will allow you to register the applicant as well.

Safeguarding God's Children - Training Only v2

Training Confirmation

First Name4  First Name§ | LastMame4  LastNamed  Crganization4  Croanizationd  Status4  Status &

Name Church/School Status |

Jar : AL ms All Saints Episcopal | = u
School, Tyler

Th. ~v A7 ans All Saints Episcopal ] u
School, Tyler

The Rev. . "afor” ' . Episcopal Diocese of | |

Ad- . Jr Texas

Geuiw. "“'exar ser St. Martin's Episcopal

School, Houston

a St. Martin's Houston|717 Sae Rd. on
2016/08/09 13:00

7. Or, if you use the APPLICANTS tab, the process will be noted as SGC-T. You can click the
“Joined” button to see the training they’ve joined. Or, if not joined, you can resend the
email reminder to join a training. Or you can add them to a training.

Work in Process = Applicants

Select Organization:  Calvary Episcopal School, Richmond v

Calvary Episcopal School, Richmond

SRA: M- , K. o. ith L I

Ms. J- L= s Training Session [EEE [ ﬁ

SGC-T

MNew: Due Date: 2016-09-29

Uw- ~_ 0 Apply for Certification and Background Check [TEmed 1
SGC Training Session ,u

New: Due Date: 2016-09-29

Ca" ev. s Apply for Certification and Badgkgfourld Check [Titanad |
SGC Training Session

New: Due Date: 2016-09-29 V

Monir— L. =r Training Session [Toataad | ﬁ

SGC-T
New: Due Date: 2016-09-29
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8. After an applicant has been invited through the Training Only process, they can
register for a training.

9. Training Sessions can be added by SRAs or trainers. They require approval by the
Safeguarding Office before they will be available forregistrations.

10.Click on Link: Trainer Instructions for SRS for how to add Trainings into the SRS
Training Sessions calendar, how to print the Sign Out Sheet, and how to upload
the Sign Out Sheet for final approval.

11.Applicants will only be able to sign up for trainings through SRS.

TIP: If the applicant is not signing up for a training, the SRA can resend the email using
the envelope "=

12.The Safeguarding Office will reconcile the Sign Out Sheet and its signatures with

the list of people who registered for the training. When approved, the system
will apply the approved credit to the applicant’s process.

VIRTUAL TRAININGS

Virtual trainings are now commonplace for SGC and SGP trainings and are considered
“in person” for training requirements.

Email list available in Training Sessions for Virtual Trainings

Trainers who graciously provide “open” trainings can access the email addresses
of all attendees by clicking on the “download attendee email addresses” button.
Open “Details” corresponding to the training session, and it can be found next to the
“add people to the training” button below “Attendees:”. This button will not show up
until there are attendees registered. See illustration next page.
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Attendees:
1. 70 Pav © o wng S0 (SGP4CC-T)
2.F w.h S 1SGr4CC-T)
3. A= ~mue - - {SGP4GC-T)

A

add people to this training  download attendee email addresses

Once downloaded, open the file, copy, and paste the email addresses into your email
containing the Zoom information for accessing the training.
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VESTRY / BOARD POLICY REVIEW

Vestry Policy Review - Overview

The Safeguarding God’s People policies require that Decision-Makers receive training

in the SGP policies. Decision-Makers include members of Vestries, Bishop’s Committees,
and other governing boards of diocesan organizations that make decisions involving
Pastoral Relationships or ministries to Vulnerable Adults or that influence the salary

or benefits of employees. Videos that satisfy this requirement can be found on the
Safeguarding Policy Review Videos for Vestries and Boards page on the Diocesan
website.

Separate SGP Policy Review videos are provided for Vestries/Bishop’s Committees
and for governing boards other than Vestries and Bishop’s Committees.

There is also an optional 8-minute video review of Safeguarding God’s Children policies.
We encourage all members of Vestry, Bishop’s Committees, and other boards to watch
the video, but the training is not currently required, and a record of compliance is not
kept by the Safeguarding Office.

Vestry Policy Review - Procedure and Timing

Each member of a governing board described above is required to watch the appropriate
SGP Policy Review Video within the first three months of each term served on the
governing board. The video is approximately 23 minutes long and reviews not only
Safeguarding God’s People policies, but also the standards of behavior for clergy

under Title IV, the Church’s disciplinary canons, and select portions of the Clergy
Manual.

Although we recommend that the video be viewed and discussed annually at a meeting
of the governing board shortly after members begin a new term, members are only
required to watch the video at the beginning of each term served. If the video is viewed
only by members who are beginning a new term, we recommend that it be done as part
of an orientation meeting, with an opportunity for questions and discussion. Members
beginning a new term may view the video on their own, provided they are later given

an opportunity for questions and discussion.

Note that all wardens of a congregation must also be fully certified in Safeguarding God’s
People, meaning that they must be screened and trained as set out in the SGP policies.
Heads of School Boards are not required to be screened and trained in Safeguarding
God’s People.
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How to Track Compliance with SGP Training for Decision-Makers

Compliance with the SGP training requirement for Decision-Makers is not tracked
electronically through the Safeguarding Records System. To verify compliance, the
date on which newly elected or appointed members of Vestry, Bishop’s Committee,
or other boards view the appropriate training video must be recorded on the

SGP Policy Review Confirmation (PRC).

The PRC must then be signed by the head of organization and returned by the
Safeguarding Records Administrator to the Safeguarding Office with the

Annual Safeguarding Status Report.

If the organization has already submitted the Annual Status Report for the year,
the completed PRC may be scanned and emailed to the Safeguarding Office for
recording.
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SAFEGUARDING GOD’S PEOPLE IN THE WORKPLACE -
PREVENTING SEXUAL HARASSMENT (SGP-H) CERTIFICATION PROCESS

All employees and supervisors in any diocesan entity (parishes, schools,
agencies, etc.) must be certified in Safequarding God’s People in the Workplace-
Preventing Sexual Harassment (SGP-H).

Supervisors are required to provide copies of the Policies Prohibiting Sexual
Harassment to all employees, ensure that employees watch this video, and
submit the Acknowledgment form found on the final page of this policy.

This track is mainly for Employees, but there may be exceptions, including a staff person
who is a volunteer, who may have an office, and/or who is viewed in the same way as the
other employees by the congregation or organization.

The training is very short video found on the Diocesan Website at:
http://www.epicenter.org/safeguarding-in-the-workplace-harassment-prevention-
training/. The directions are provided there. It is a facilitated training; there are no actual
trainers for this certification. The best practice is that the training should be observed the
by a facilitator. After the training, if there are questions, refer to the policies, or contact the
Safeguarding Office.

PRODEDURES:
1. To enter an SGP-H training Session into SRS, go to Training Sessions, select Create
New and then select Safeguarding God’s People Preventing Sexual Harassment
Training. The SRA may be entered as the facilitator.

Create New Training Session

Please select a training ty pe to continue
Work in Process

3 hour Safeguarding God's Children Training >
Training Sessions

3 hour Safeguarding God's People Training >

Create New L
Safeguarding God's People Preventing Sexual Harassment Training >
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2. Go to Search People and make sure the applicant has been entered and a
currentemail address is noted.
3. Then go to WORK IN PROCESS and select “Invite for Training” to start the process for

an applicant.
Safeguarding God's People - Harassment -
Invite for Training £ I
Training Confirmation Mot joined: 33 | Joined: 170

4. Type and select a church or school. And then type and select a person. Lastly, click
“Start Certification Process”.

Safeguarding God's People - Harassment

Invite for Training

New: Due date to complggte this cldiﬁcation process: 2015-08-27

Back to Work in Process

5. The Applicant will receive an email notifying them that they have been invited to this
process, and to sign up for atraining.

6. Click on Training Confirmation to open the track to view applicants.

Safeguarding God's People - Harassment ~
Invite for Training

Training Confirmation < Mot joined: 33 | Jomed: 170

79



SAFEGUARDING RECORDS SYSTEM (SRS)MANUAL

7. You will see the names and if the applicant has Joined or Not Joined. If the app-
licant has Joined, the location of the training will be displayed. There are also icons

allowing the SRA to resend the email &= or to register the applicant for thetraining

[+ )
Ferr= uue, an ™ David's, Austin < ' Ll
M- _s -aBkst a5t Dawid's, Ausfin Not Joined L;Jﬁ
Ap ik s St Vincent's House,  LAI®AE] [;J
(Galvesfon
P
ML® _eny Sin gy, ChristChurch Tyler [N G
Jr at 118 S. Bois D'Arc on 2015/03/23 10:05

8. In the APPLICANTS tab you can also find the applicant and see if they have joined,
send an email reminder, or register the applicant yourself.
Work in Process = Applicants
Select Qrganization: St. Christopher's, Austin

St. Christopher's, Austin
Tracy Cramer Training Session [l Q

SGP-H
MNew: Due Date: 2018-12-18
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9. The applicants will receive an email that asks them to sign up for the SGP-Htraining.

From: Safeguarding Records System [mailto:srs@epicenter.org]
Sent: Monday, September 19, 2016 2:12 PM
To: Tracy F. Cramer
Subject: [Episcopal Diocese of Texas] You are invited to apply for Safeguarding Certification
Dear Applicant’s Name,
You are invited to apply for Safeguarding God's People - Harassment.
In this certification, you will need to join an available training session and attend it.
This certification must be completed in 90 days by, 2016-12-18.
Please click here to continue or paste the following url into Chrome, Firefox, Safari or IE11 browser:
https://srs.epicenter.org/gp/3/?url auth token=AAAAOGiIdINfmMLN4SBIslI uwmD7A%3AyXsn-
XfJ5XThIdRcTn--BDOxkv!I

10.Best practice is for this training to take place in person and in a group when possible.
It may be conducted on an individual basis as well.

11.Print and provide the policies to the Applicants. The Applicants will watch the video
with the policies in hand. After watching, the applicants will tear off the last page, fill
it out and provide it to the facilitator.

12.When this training is not conducted in person, but over the phone, the SRA will
instruct the applicant to:

1) Go to: https://www.epicenter.org/safeguarding/safeguarding-in-the-workplace-
harassment-prevention-training-video/OR: Go to www.epicenter.org /
Safeguarding (on the blackbar) / Safeguarding (in the drop list) / Safeguarding in
the Workplace — Harassment Prevention Training Video.

2) Print a copy of the “Policies Preventing Sexual Harassment”.

3) With the policies in hand, watch the video.

4) After watching, remove the last page from the policy. Complete and sign the
Acknowledgment of Receipt and Review of Sexual Harassment Prevention
Policies.

5) Submit the sheet to your SRA.

13.The facilitator will print out the Sign Out Sheet and sign it. Then scan it and the
collected Acknowledgement page(s) into one pdf document. Next, upload the one pdf
document to the Training Session calendar in SRS.

14.The Safeguarding Office will approve the attendance.

15.The Applicant will receive an email confirming that they are now certified.
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RECERTIFICATION FOR SGC OR SGP-E

Overview

1. All certifications in SRS are valid for five years.

2. SRS started in 2012. Thus, anyone who was certified in SGC or SGP-E prior to
that year did so on paper. Everyone needs to be fully certified in SRS once, so if
they have not been previously certified in SRS, they must do so when their five
year certification expires.

3. Applicants whose previous certification expires in the current year will need to
be started in the New SGC or SGP-E Recertification tracks before their current
certification expires.

4. The applicant must again attend either an in-person training or take the training
modules online. Only an applicant whose recertification is due during the current
calendar year is eligible to take the online training modules.

5. Two online modules are required for SGC:

a. Abuse Prevention Refresher

b. Know Your Policies! Safeguarding God’s Children

c. Schools are required to take a third SGCmodule:
= Keeping Your School Safe

d. Camps are required to take a third SGCmodule:
=  Keeping Your Camp Safe (Texas)

6. Two online modules are required for SGP-E:

a. Safeguarding God’s People: Preventing Sexual Exploitation in
Communities of Faith — for Congregations
b. Know Your Policies! Safeguarding God’s People

7. If a person was originally certified in Training Only, and they still fit the criteria
for Training Only, they may recertify in New SGC or SGP-E Recertification -
Training Only.

8. Beginning in 2020, a person can recertify in another process when needed. If
the SRA is unable to start the recertification process that is currently needed,
please contact the Safeguarding Office for assistance.
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RECERTIFICATION FOR ANYONE WHO IS CERTIFIED IN THE FULL PROCESS IN
SRS AND EXPIRING IN THE CURRENT YEAR

Recertification tracks are for Applicants who have previously completed Safeguarding
Certifications in SRS. This means that anyone who is Fully in SRS* should use the
Recertification Tracks.

* “Fully in SRS” means that all the steps in the Safeguarding screening process
(interview, application, background check, references, and training confirmation)
are visible to the SRA when they click on the magnifying glass icon.

Those locations authorized to use Training Only in SRS are also eligible for
recertification utilizing the Recertification Tracks.

Recertification is also available for those utilizing Bishop’s Approval Track.

6 Month Allowance for Recertification:

The Safeguarding Records System will allow the SRA to start a person in recertification
for SGC or SGP-E for up to 6 months after their last certification has expired. There is
no need to notify the Safeguarding Office. There will be no exceptions granted once
the six months have passed.

Recertification is valid for five years.

The Recertification Tracks are in WORK IN PROCESS. Scroll to the bottom of the page.

SGC Recertification P v
SGC Recertification - Training Only @D v
SGP-E Recertification =19 v
SGP-E Recertification - Training Only @=ETD v
SGC - Requires Bishop's Approval Recertification @Z1D v
SGP-E - Requires Bishop's Approval Recertification @E1D v
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SGC or SGP-E Recertification In Person Training:
1. Create a new training in the Training Sessions Calendar.
2. Go to WORK IN PROCESS and select the SGC or SGP-E Recertification track. Click

on the down arrow to the right to open the process. |
SGC Recertification ([[E0) AL

Start Certification Process
Applications
Background Check

Training Confirmation

SGC Recertification - Training only {0 v
SGP-E Recertification @E0P v
SGP-E Recertification - Training only {{E1p v
SGC - Requires Bishop's Approval Recertification E0P v

3. Select a church, school or organization, and then type and select a person. You
can make a list if you like. If you make a list, it should only be for people that will
be taking the same Training Format.

4. Select Training Format: “In Person Training” and click Start Certification Process.

SGC Recertification
Start Certification Process

Note: Either in-person or online training option can be selected. If you are starting the process for
a group of people, please start in-person and online training processes separately.

El Buen Samaritano, Austin L

T s

Frank Frazer L | x

I
L |

Select Training Format: '®' |y person Training '~ Online Training

\ DUE DATE to complete this recertification process: 2017-07-23

Start Certification Process ﬁ
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5. Anote at the top of the page will indicate that the person has been started in the
process.

SGC Recertification

Start Certification Process

These people have started the certification process:
= Frank Frazer at El Buen Samaritano, Austin

6. SRS will immediately send an email to the Applicant. The email will include a link
with instructions on how to Update Contact Information, consent to a Background
Check and register for atraining.

Subject: RE: Fafeguarding God's Children Recertification
Dear Frank Frazer,
Your certification Safeguarding God's Children (SGC)is due to expire 2018-03-31.
The recertification process must be completed in 90 days by, 2017-07-23.
Recertification consists of three main parts:
1. Update personal contact information and give consent for background check.
2

2. Select and join an in person training from the Training Session calendar. The calendar will be available after vou have updated vour information.

3. Complete the in person training and sign the Sign-out Sheet at the end of the session.

The following links are specifically for Frank Frazer. Please do not share.
Please click here to continue or paste the following url into Chrome, Firefox, Safari or IE11 browser:

http://srs_epicenter.org/gp/92/ Turl auth token=AAAASIFkv]AgqFbeQmlJA3cEvHTGo%3A36zPXhUZpYXTEq7 mjl-oR1mILY

Regards,
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7. The Applicant will click on the link and it will take them directly to a page in SRS
where they will receive instructions. They need to use the “Click here to proceed”
button. They will verify their Contact Information and provide consent for a new
Background Check. They will then click “Submit and Proceed”.

Safeguarding God's Children Recertification Steps El Buen Samaritano, Austin

Step 1 of 6

DUE DATE to complete this recertification process: 2017-07-23

Recertification consists of three main parts: Snapshot of

Recertification
Process
2. Select and join an in person training from the Training Session calendar. The calendar will be available after ¥

you have updated your information.
3. Complete the in person training and sign the Sign-out Sheet at the end of the session. I . A —
”
+
Click here to proceed
+
Certified

1. Update personal contact information and give consent for background check.

8. The Applicant will be given access to the Training Sessions Calendar and can
register for a training.

Safeguarding God's Children Recertification Steps El Buen Samaritano, Austin

DUE DATE to complete this recertification process: 2017-07-23

Your application is submitted. Select a training session that you wish to join.

Show Trainings near Long Island City HI 11101 Show Trainings from my Organizations =~ Show All Trainings

Below you will find the calendar of available training sessions. Please select the one that best fits your schedule. This list is sortable. You can
click on the headers and the list will sort appropriately. If the training is restricted you must call ahead and obtain permission to attend. To
register for a training simply click on the details button and then join the session. If you have already joined or completed a training you may
log out. If you need to reschedule your training, simply join a new session.

Date & Time 4+ Location & Details Trainer

Mon, 24th Apr 2017 Austin Diocesan Center, 510 Rathervue Place, Austin 78705 Una Underwood
03:00 PM

3 hours

SGC
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9. The applicant will receive an email verifying their registration.
10.In the WORK IN PROCESS tab, click “view application”.

SGC Recertification

Applications
First Name 4 First Name | Last Name4  LastMamed  Omanization4  Omganizationd  Status4  Statusd
Name Church/School Status
Frank Frazer El Buen Samaritano, Austin

Back to Work in Process
11. “Approve” the Updated Contact Information and Background Check authorization.
SGC Recertification {[Z00 A

Start Certification Process

Applications

Background Check

4

Training Confirmation

12. When the Background Check results return, follow the Background Check
procedures (see the Background Checks section) and “Approve”, “Disapprove” or
“Keep Pending”.

SGC Recertification {{[E) ~

Start Certification Process

Applications

L
Background Check

Training Confirmation Joined: 1

13.1f Approved, the applicant will be given credit for the training once they attend
and sign the Sign-out Sheet. They will receive an email confirmation that the
recertification is complete.

Frank Frazer

Certifications:

Q
El Buen Samaritano, Austin
Valid till 2022-04-23
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SGC or SGP-E Recertification Online Training:

1. Go to WORK IN PROCESS and select the SGC or SGP-E Recertification Track. Click
on the down arrow to the right to open the process.

2. Type and select a church, school or organization and then type and select a
person. You can make a list if you like. If you make a list, it should only before

people that will be taking the same Training Format.

3. Select Training Format: “Online Training” and click Start Certification Process.

SGC Recertification
Start Certification Process

Mote: Either in-person or online training option can be selected. I you are starting the process for
a group of people, please start in-person and online training processes separately

El Buen Samaritano, Austin

Evin Estillo ®

£

Select Training Format: ' | person Training ' Online Training
Online Course List:

1. Abuse Prevention Refresher
2. Know your Policies - Safeguarding God's Children

DUE DATE to complete this recertification process: 2017-07-23

Start Certification Process W
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SRS will immediately send an email to the applicant. The email will include a link
with instructions. The email includes the applicant’s username, password and
required courses.

Subject: [SRS-Testing] [Episcopal Diocese of Texas] Safeguarding God's Children Recertification - Online
Dear Evin Estillo,
Your certification Safeguarding God's Children (SGC) is due to expire 2018-03-31.
The recertification process must be completed in 90 days by 2017-07-23.
Recertification consists of three main parts:
1. Update personal contact information and give consent for background check.
2. Follow prompts to access online training.
3. Complete online training courses:

a. Abuse Prevention Refresher
[] ] I

Bl

b. Know your Policies - Safeguarding God's Children

KN&W YOUR POLICIES!

Please click here to continue or paste the following url into Chrome, Firefox, Safari or IE11 browser: http://testsrs epicenter org/gp/93/2url auth token=AAAATT4Z] eMEpXT HSUBXnvWnINA%3AQ8PseS81dIPA3IEbITht8xZdNME

Thank you.

The applicant will click on the link and it will take them directly to their SRS page
where they will receive instructions. They will Update Contact Information,
provide consent for a Background Check and “Click here to proceed” to access
online training information.

Safeguarding God's Children Recertification Steps El Buen Samaritano, Austin
DUE DATE to this r ification p : 2017-07-23
Your certification Safeguarding God's Children (SGC) is due to expire 2018-03-31 Snapshot of
Recertification
The recertification process must be completed in 90 days by 2017-07-23
Process

Recertification consists of three main parts ¥
1. Update personal contact information and give consent for background check
2. Follow prompts to access online training Receive Online Training Details
3. Complete onling training courses: s

a. Abuse Prevention Refresher +

b. Know your Policies - Safeguarding God's Children

KNE&W YOUR POLICIES!

Click here to proceed
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6. The applicant will then be given further instructions, a link to the Armatus
website and their Username and Password.

Safeguarding God's Children Recertification Steps El Buen Samaritano, Austin

Step 4 of 4

DUE DATE to complete this recertification process: 2017-07-23

Your information has been submitted. You are signed up for online training.

Complete TWO (2) online training courses:

a. Abuse Prevention Refres|

b. Know your Policies - Safeguarding God's Children

KN&W YOUR POLICIES!

Login Information: L
Username: eestillo  Password: 76ak

Note: You must use this Login Information even if you have completed Online Training before or have other
online Praesidium/Armatus login information.

Begin Online Training Courses or paste the following url into Chrome, Firefox, Safari or IE11 browser:
https:/itest praesidiuminc.com/armatusUser/login

7. Once they click “Begin Online Training Courses” link, they will be taken directly to the
Armatus site where they will log in and take the required courses.

exual and physizal abuse. I you ind the content
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8. Check WORK IN PROCESS and approve the Updated Contact Information and
Background Check consent.

9. When the Background Check results return, follow the Background Check
Procedures (see the Background Checks section) and “Approve”, “Disapprove” or
“Keep Pending”.

10.When the applicant completes the Online Training, the system will automatically
upload credit for the training to the individual’s certification process and the
recertification will be complete.

SGC or SGP-E Recertification — Training Only In-Person Training:

1. Create a new training in the Training Sessions Calendar.

2. Go to WORK IN PROCESS and select the SGC or SGP-E Recertification —Training
Only track. Click on the down arrow to the right to open the process.

3. Type and select a church, school or organization and then type and select a person.
You may start more than one person at a time if they are taking the same type of
training.

4. Choose the “In Person” button and click on Start Certification Process.

5. SRS will immediately send an email to the applicant. The email will include a link
with instructions on how to Update Contact Information and sign up for
training.

6. Approve the updated contact information in the Applications section.

7. The Applicant will be given credit for the training once they attend and sign the
Sign-out Sheet.

8. Recertification is now complete.

SGC or SGP-E Recertification — Training Only Online Training:

1. Go to WORK IN PROCESS and select the SGC or SGP-E Recertification — Training

Only track. Click on the down arrow to the right to open the process.

2. Type and select a church, school or organization and then type and select a person.
You can make a list if you like. You may start more than one person at atime if they
are taking the same type of training.

Select Training Format: “Online Training” and click Start Certification Process.

4. SRS will immediately send an email to the applicant. The email will include a link
with instructions on how to Update Contact Information and log in for Online
Training. The email includes username, password and required courses.

5. Approve the updated contact information in the Applications section.

6. Upon completion of the Online courses, recertification is complete.
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CHANGING APPLICANT CERTIFICATION AFFILIATIONS

The Safeguarding Office can make changes regarding certification affiliations (the
church, school, or organization that the volunteer or employee is affiliated with).
Please contact the Safeguarding Office for any affiliation changes needed. If a
certification is in process, it cannot be changed until the certification is complete. If it is
imperative that it be changed during the process, again call the Safeguarding Office for
help.

CREDIT CHECKS AND DRIVING CHECKS

1. Driving Checks and Credit Checks are processed through the EDOT offices inHouston.
2. Open this link for the form and directions: Credit Check and Driving Record
Request Form

CONDITIONAL CERTIFICATION

At times there are circumstances where a Safeguarding certification will be noted as
“Conditional”. This is indicated on the profile page or when an SRA is initiating a
recertification process. There are directions to contact the Safeguarding Office.
These certifications are considered local, only applicable for the location associated
with the certification.

NOTIFICATIONS FOR SRAs AND TRAINERS

Please be sure to check on the SRS home page, when opening it up, for any notifications.
We know that sometimes when time has passed between when an SRAs or Trainers

last worked in Safeguarding and when they come back to it. There might have been
emails in the meantime alerting SRAs of changes or requests that come from the
Safeguarding office. These will appear on the page and the ability to scroll back to see
what might have been posted over time. We hope this will help keep everyone up to
date.
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https://28f7fb3fa1a43717a53b-cb342165bfeaa4f2927aec8e5d7de41f.ssl.cf2.rackcdn.com/uploaded/c/0e470941_1515172423_credit-and-motor-vehicular-history-check.pdf
https://28f7fb3fa1a43717a53b-cb342165bfeaa4f2927aec8e5d7de41f.ssl.cf2.rackcdn.com/uploaded/c/0e470941_1515172423_credit-and-motor-vehicular-history-check.pdf

EDOT SAFEGUARDING POLICIES

The policies contain important and helpful information including who needs
certification and such things as the ratios required for supervising children. They can be
accessed at Safeguarding Policies and Help Sheets or
https://www.epicenter.org/safeguarding/policies-and-help-sheets/

They include:

Safeguarding

Policies for the Protection of Children and Youth from Abuse
Policies Prohibiting Sexual Exploitation

Policies Prohibiting Sexual Harassment

Policies for College Ministries

Guidelines for Safeguarding Missional Communities

These policies are periodically updated, so be sure you are using the most current version.
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