Abraham Baldwin
Agricultural College

ABAC’s Programs Serving Minors
Program Director’s Checklist

As Program Director, use this checklist to ensure your Minors on Campus
(MOC) Program will comply with the USG Board Policy 6.9-Programs Serving
Minors. Programs not following this USG Policy may be denied or terminated.
The checklist is meant to guide you in ensuring compliance; however, the
checklist is not exhaustive and may not include considerations unique to your
program/event that will require additional action.
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Did you ensure that...

Attended a Minors on Campus Program Director
'Train the Trainer' session (yearly requirement)
Read ABAC’s Institutional Minors on Campus
Procedures for fullunderstanding

60 +days prior

Set program dates far enough in advance to ensure all
necessary planning actions are taken
Complete (MOC Program Application\ and
send it to the MOC Coordinator
e Istheprogramexempt?Completethe MOC
exemptionform orcontactthe MOC Coordinator
e Requestbackgroundchecks/mandatory online
training for current staff/volunteerss creened
for hiring-list on re gis tration form

Contact Event & Information Coordinator to reserve
any ABAC facilities

Apply for state/federal childcare licensing (or
exemption) with appropriate authorities (DECAL)

Ensure the following considerations are addressed
during event planning:
e Emergencyprocedures/response
protocols,
Program materials,
Technology conside rations,
Participantforms,
Appropriate supervisionratios,
Transportation,
Housing

MOC-Program Director’s Checklist 1

Notes

Published 2/10/2021



https://stallionsabac.sharepoint.com/sites/Resources/Shared%20Documents/Minors%20on%20Campus%20Institutional%20Procedures.pdf?csf=1&e=KQdYld&cid=5c77b237-9548-45fa-9a78-afbe5a7483f2
https://stallionsabac.sharepoint.com/sites/Resources/Shared%20Documents/Minors%20on%20Campus%20Institutional%20Procedures.pdf?csf=1&e=KQdYld&cid=5c77b237-9548-45fa-9a78-afbe5a7483f2
http://www.decal.ga.gov/CCS/Exemptions.aspx
https://idp.quicklaunchsso.com/authenticationendpoint/login.do?RelayState=xQOuFGbvoPh2I3c2gSZQjCIwpl2Psc&commonAuthCallerPath=/samlsso&forceAuth=false&passiveAuth=false&tenantDomain=abacprod.edu&sessionDataKey=b5acc3da-8658-4bed-a2dd-64f2e9aca564&relyingParty=nextgensso2.com&type=samlsso&sp=Dynamicforms&isSaaSApp=false&authenticators=BasicAuthenticator:LOCAL
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Scheduled
(include date)

N/A

Did you ensure that...

Begin staff/volunteer recruitment and screening
processes

30+ days prior

Ensure background checks and mandatory
online training is requested by completing the
MOC Staff/Volunteer List and emailing it to the
MOC Coordinator
e  Maintain communication between Human
Resources, the MOC Coordinator, and staff/
volunteers
e Requestcopy of certificate of completionfor
mandatory online training, Protecting Youth
Prepare/provide participant information forms,
including but not limited to:

®  Participant registration
Medical information form
Emergency contacts

Participant code of conduct
Pick-up authorization form
Liability wavers (participation &
transportation if applicable)

e Media release

Prepare, provide, and track staff/volunteer
training, including but not limited to:

e Mandatory online training, Protecting Youth,
Title IX and Clery Act
Roles & responsibilities

o Signingcode ofconduct

o Mandatoryreporting
Emergencyprocedures/response protocols
CPR/First Aid
Technologyconsiderations (ex:platforms)
Program specific training

Ensure retention of training staff/volunteer documents
up to five years after event

__________ Daystleadingtoevent | |

Communicate with the participating parents/
guardian ofthe following(butnotlimited to):

e emergencycontactsduringprogram
e requirementsofprogram (ex:virtual)
e DECALexemption(ifapplicable)
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Notes

Scheduled
(include date)

N/A

Did you ensure that...
Review/trackparticipantrecords;ensure retention of
participant records fora period of three years after the
minor reaches 18 yearsold

Contact MOCCoordinator,HumanResources,andupper
ABACAdministrationifanymajorincidencesoccur
e Maintainrecordsifappropriate

Complete MOC Post-Program form to update actual
participant numbers and inform MOC Coodinator of any
incidences; email to MOC Coordinator

In case of emergency, call 911/ABAC Police.

Numbers and Emails

e ABACPolice,non-emergency:5060

e GA DFCS Child Protective Services: 1-855-422-4453

e HumanResources & Minors on Campus Coordinator
o RichardSpancake,rspancake@abac.edu, 4890
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