THE NATIONAL CATHOLIC RISK RETENTION GROUF, INC.

¥ VIRTUS Online:

Diocese of Pensacola-Tallahassee
Volunteer

Registration Instructions

Please register for online training within VIRTUS Online.

Click on this link to access the VIRTUS Registration page:

https://www.virtusonline.org/virtus/reg 2.cfm?them

e=0&org=37827

Or, Go to http://www.virtusonline.org

On the left side of the screen, click on First-Time Registrant to
begin registration. To proceed, click on Begin the registration
process. Select the name of your organization Pensacola-
Tallahassee (Diocese) (from the pull-down menu, by clicking the
downward arrow and highlighting your organization). Once your
organization is highlighted, click Select.

FIRST-TIME REGISTRANT

ESPANOL: ACCESO O INSCRIPCION

Begin the registration process.

View a list of sessions

Please select your Archdiocese/Diocese/Religious Organization from the list below:
|—Select your organization ——— - \/H Select ‘

Create a User ID and Password you can easily remember.

This is necessary for all participants. This establishes your account
with the VIRTUS program. If your preferred User ID is already
taken, please choose another ID. We suggest the use of emalil
addresses as usernames.

Click Continue to proceed.

If you already have a VIRTUS Account, you may reset your password or recover your user ID here: RECOVER ACCOUNT
or you may contact the Helpdesk at helpdesk@yvirtus.org or 888-847-8870.

,%\ THE CATHOLIC DIOCESE
THE CATHOLIC DIOCESE
%’ PENSACOLA-TALLAHASSEE

Please create a user id and password that you will use to access your account

od d

Create a User ID
Create a Password

Continue

Provide all the information requested on the screen.

Several fields are required, including: First & Last Name, Email
Address, Home Address, City, State, Zip, Phone Number, Date of
Birth, and any Aliases.

(Note: Do not click the back button or your registration will be lost.)

Click Continue to proceed.

If you do not have an email address, consider obtaining a free email account at
mail.yahoo.com, or any other free service. This is necessary for your Safe Environment
Coordinator to communicate with you. If you cannot obtain an email address, enter:
noaddress@virtus.org.

Please provide the information requested below

DO NOT CLICK THE BACK BUTTON OR YOUR REGISTRATION WILL BE LOST

Please enter your name as it appears on your driver's license, passport or other government-issued ID, and
‘we need your full, legal name.

Salutation
Legal FirstName: [ ]*
Legal MiddleName: [ |
LegallastName: [ |*
R —
sus

Email: | | * [ No email |

Home Address: | J*
Home Address Contd: | ]
Gity: | J*
Stste [Sokd=————]"
ZIP/Postal Code: |
DaytmePhone: [ |
N —
EveningPhone: [ ]
Dateof@ith [ [Ek
Driver's License / \:Iw
Other ID:
State of lssue .

Select the primary location where you work or volunteer by clicking
the downward arrow and highlighting the location.

Click Continue to proceed.

Please select the primary location where you work or volunteer.

Location: Blessed Sacrament Parish v]

This information last revised January 2024.

Page 1 of 6



https://www.virtusonline.org/virtus/reg_2.cfm?theme=0&org=37827
https://www.virtusonline.org/virtus/reg_2.cfm?theme=0&org=37827
http://www.virtusonline.org/

THE NATIONAL CATHOLIC RISK RETENTION GROUF, INC.

i VIRTUS @W Diocese of Pens\;atglilr?;:rllahassee

Registration Instructions

Your selected location(s) are displayed on the screen.

Please solect the primary location where you wark or velunteer,

svor. [Besand Saanen P v

Select the role(s) that you serve within the diocese. (Use e
descriptions supplied, to help determine appropriate role(s) to s
select.) e

Deacan
Orshind Akl i,

BEFORE SELECTING EDUCATOR

Please check all roles that apply. o

Employee
i amplogbes Working in 8 PR, P slorbes working in @ achool hal is NOT an sckecator,

You can also enter your Title or Position of Service at the bottom of BO—
the screen. :

Click Continue to proceed.

Athletic Caach

Belore CarelAlier Care Empleyen

catscnist

VPKPre-Schaal

Please select Yes if you have any additional locations or click No to You have chosen following locations and roles:

ntinue.
continue Blessed Sacrament Parish

= Volunteer ¥

Are you associated with any other locations?

Yes No

Answer the queStlonS and check the declaration box. Type In‘your Will you be driving on behalf of the Diocese of Pensacola-Tallahassee?

name and the date and click Continue. Yes
~No

Will you be driving children/students on behalf of the Diocese of Pensacola-
Tallahassee?

Yes
~No

Will be handling money or credit cards on behalf of Diocese of Pensacola-
Tallahassee?

Yes
No

Do you manage or supervise employees or volunteers on behalf of the diocese in
any capacity?

JYes
No
/1 declare that the statements on this form are true and correct
Full Name (first, middle, and last)*: \ (John D. Smith)
Today's Date*: | (mmvddryyyy)
Continue
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THE NATIONAL CATHOLIC RISK RETENTION GROUF, INC.

¥ VIRTUS Online:

Diocese of Pensacola-Tallahassee

Volunteer
Registration Instructions

Please review and acknowledge you have read the following
document:

Diocese of Pensacola-Tallahassee

Pledge to Promote a Safe Environment

= — 4+ || 1| etz e Q =
> Diocese of Pensacola-Tallahassee Pledge
To proceed, please Confirm by clicking on the checkbox to
acknowledge “| pledge to follow these guidelines in my relationships - .
ith all persons with whom | have contact in my ministry, especiall Fienign o rosote:s Safs EWOIME Inthe
WI_ allp B y Y, p y Whole Community of the Faithful
minors and/or vulnerable adults.” and enter your full name and
tod ay' s date. As a member of the church, as clergy, an employee, volunteer, vendor or independent contractor of the
Diocese of I serving in a le, | 10 being a person of
good moral character. | am conscious of the unique authority and responsibility that | hold due to the
trust placed in me by way of service to minors, vulnerable adults and all members of the church
. . ::::‘::;Zed to uphold the following Pledge to Promote a Safe Environment which covers activities in
Click on Continue. opots s R e 5 i o Gonb o Onnch ool sV
This effort is pported by the Diocese of Employee Manual. | declare that |
have read the following.
Based on the following | pledge to:
1. Treat everyone with respect, loyalty, patience, integrity, courtesy, dignity, and consideration,
regardless of the circumstances of the encounter.
2. Assume the full burden of for setting and g clear and t
physical and emotional boundaries with minors, vulnerable adults and other members of the
3. Be proactive in identifying minors and/or vulnerable adults who may be at risk of unhealthy
relationships and to assist them in developing their sense of self-worth and avoiding emotional v
Problems viewing PDF? Download
1 pledge to follow these guidelines in my
relationships with all persons with whom | have
contact in my ministry, especially minors andfor
vulnerable adults.
Please provide an electronic acknowledgement to confirm you have received
the document above.
Full Name (first, rmdd‘i,:(r;vd (John D. Smith)
Today's Date* (mm/dd/yyyy)
Continue
Please review and acknowledge you have read the following
document: Diocese of Pensacola-Tallahassee
Code of Conduct
> Diocese of Pensacola-Tallahassee Code of Conduct - - 4 5 [ Q -
B 0
To proceed, please Confirm by clicking on the checkbox to
acknowledge “I acknowledge | have read and agree to follow the
Diocese of Pensacola-Tallahassee's Code of Conduct for Priest and A
Deacons or the Code of Conduct for Church Personnel whichever !
pertains to my position within the Church” and enter your full name '
and today’s date.
Click on Continue.
Code of Conduct for Church Personnel and Volunteers
Promulgated by
The Most Reverend William A, Wack CSC
As particular law relating to the v
>

Problems viewing PDF? Download

1 acknowledge | have read and agree to follow the
Diocese of Pensacola-Tallahassee’s Code of
Conduct for Priest and Deacons or the Code of
Conduct for Church Personnel whichever pertains
to my position within the Church

Please provide an electronic acknowledgement to confirm you have received
the document above.
Full Name (first, middle, and

last)* (John D. Smith)

Today's Date* (mm/ddiyyyy)

Continue
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THE NATIONAL CATHOLIC RISK RETENTION GROUF, INC.

i VIRTUS @W Diocese of Pens\?glilr?tg:r”ahassee

Registration Instructions

If presented with this screen, please review and acknowledge you
have read the following document:

Diocese of Pensacola-Tallahassee

Motor Vehicle Report Form

Please email a copy of driver's license and insurance declaration page to HR@ptdiocese.org

> Diocese of Pensacola — Motor Vehicle Report Form T A PRAESERG Sol Vot

have provided is correct and accurate to the best of my knowledge
and abilty. | understand that in order to provide transportation for
any diocesan, school. youth group or parish related activites, |
must be at least 21 years of age and possess a valid drivers
licanse, vehicla registration and required insurance coverage. |
must be at least 25 years of age to drive with students/children in

To proceed, please Confirm by clicking on the checkbox to
acknowledge and enter your full name and today’s date.

minors, 12
accordingty w

's evaluation before being abie to drive for
vent. The reports may be procured by the diocese of its
insurance company representative(s). and may include personal

information obtained from state motor vehicle departments, my
driving record, an assessment of my insurability for the insurance

Click on Continue.

Information and reports, as well as additional reports about me from
time-to-time as deemed appropriate, to evaluate my insurability or
for other permissible purposes.

Please provide an electronic acknowledgement to confirm you will follow the
instructions above.

Full Name (first. middle, and TR ey o

(mmvddlyyyy)

Continue

If presented with this screen, please review and acknowledge you
have read the following document:

Diocese of Pensacola-Tallahassee

FCRA Disclosure and Authorization

> Diocese of Pensacola — FCRA Disclosure and
Authorization &
[SPDES

Please download, complete and forward to hr@ptdiocese.org. Download

Please download, complete and forward to
hr@ptdiocese.org

To proceed, please Confirm by clicking on the checkbox to
acknowledge and enter your full name and today’s date.

Please provide an electronic acknowledgement to confirm you will download,
complete and forward to hr@ptdiocese.org.

Full Name (first, middle, and (John D. Smith)

last)*
Click on Continue. Todera et fremieyy)
Continue
Please review and acknowledge you have read the following
document: Diocese of Pensacola-Tallahassee

VECHS Waiver Agreement and Statement

ill
|
+

1 | of1 == Q

VECHS WAIVER AGREEMENT AND STATEMENT
Florida Department of law Enforcement
H H H Volunteer & Employee Criminal History System (VECHS)
To proceed, please Confirm by clicking on the checkbox to Sor o iy Record Chacks undar it ol sns CHUd PFotition A4 of 1585
as amended, and Section 943.0542,

acknowledge “I hereby represent that | have read, and understand Florida statutes
this document.” and enter your full name and today’s date.

> Diocese of Pensacola-Tallahassee VECHS Waiver
Agreement and Statement

Thiis form must be completed and signed by every current or prospective employee, volunteer,
and contractorivendor, for whom criminal history records are requested by a qualified entity under
these laws.

I hereby authorize the Diocese of Pensacola-Talahassee to submit a set of my fingerprints
and this form to the Florida Department of Law Enforcement for the purpose of accessing and

Click on Continue feviewtng Florca and natonai riminal hskory fecorcs that may pertain o me

| understand that | would be able to receive any national criminal history record that may
pertain to me directly from the FBI, pursuant 1o 28 CFR Sections 16.30- 16.34, and that | could then
freely disclose any such information to whomever | chose. By signing this Waiver Agreement, it is my
intent to authorize the dissemination of any national criminal history record that may pertain to me to
the Qualified Entty with which | am or am seeking to bs employed or to serve as a volunteer,
pursuant to the National Child Protection Act of 1993, as amended, and Section 943.0542, Florida
Statutes.

| understand that, until the criminal history background check is completed, you may choose to
deny me unsupervised access to children, the elderly, or individuals with disabilties. | further

understand that, upon request, you will provide me a copy of the criminal history background report, if v
anw vt rcaivm o me and that | am anfitiad tn challenn the

Problems viewing PDF?

nd ramnistaness af any

By electronically signing this document you hereby
acknowledge that you have read and agree to the
FDLE Vechs Walver Agreement and Statement.

Itis understood that the electronic signature appearing on this agreement is
the same as a handwritten signature for the purpose of validity,
enforceability, and admissibility.
Full Name (first, middle, and

ast)" (John D. Smith)

Today's Date’ (mmidyyyy)

Continue
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THE NATIONAL CATHOLIC RISK RETENTION GROUF, INC.

EVIRTUS @M Diocese of Pens\;amglzlr?;:rllahassee

Registration Instructions

Live Scan Instructions with the needed Fingerprint Codes by
Category. Click on Step 1 to review the instructions in more detail Live sean insiructions:
and click on Step 2 to schedule an appointment with Fieldprint.

B osr 1 prooes your hisiory screering backgroun creck
Yo RO 10 o SN AR 1310 SENGSLE S0 BEGIITENE. PAYTIER STANGSM NS Wik B FOSUESIE. WTLCSORS, MSEa, S, 1 NS achIES S o orine
Sep 1 This i open in 2 new 3]

Stop 2: Click he link te bogin

Category Fisldprint Codw

Parisn Vomsear
Avolniner serves n 3 valey cf posins WUt pa i semuneraion of sy ki

FPDiozeseFarkenel

Pacten Emplapse:

rployee witks dosese or FPDiocesFiEny

‘School eluntse

AV Serves W7 3 Schk 13 Yy Cf Wy WA S ESUnRation o ey K FPOloceePemsacnisSchEmp

‘Sonool Empiopee:

A roareazs

e Gath: Schocs, Lo, 5

machirs, princpus | FPOiOces P aSC b

Pastera| Cantar Evgsyos:
Wcths i he Paslora Cenler Brovking sendces a he Diccese.

FPiozeseFaskralEms

Catholic Charises Emplapsa: N
Apaid Enployes werking o Cathal: Coarties FPOloceseCaCiast Emp
Catholic Charies Veiursser T
rkeerservice n 3 vty of poskins fo Calfoc Charties. ToeseCali s/l
Clorgy and Ralighous: [ ——
Piieca | Deacons | eminarins | Cansscrated Reslgous Crses (pab or ungakd) i

Step 1 provides instructions on completing your background check

. R . .J" THE CATHO l“./l(i DIOCESE

through Live Scan. This will open a new tab. §_? PENSACDLA TATLATIASSEE

sy THE OFF; AFE ENVIRONMENT
Instructions for Live Scan Fingerprinting

al being screened will be asked input their personal and demographic information.
tion requested on the scheduling site is the information required by the FDLE/FBI in order to process the

ting; Florida: VECHS

ftment with the nearest Fieldprint fingerprinting location listed

sition within the Diocese.

R,

nfirmation number or write the number down and they are to bring it with them to

the place they selec e fingerprinted

«

1f you need to change or cancel an appointment please do so before 48 hours of the appointment time. Not
cancelling or not shawing for the appointment will incur the school with a $15.00 fee.

‘When the Office of Safe Environment (OSE) receives the background check results, the approval will be updated in
the Diocesan Database VIRTUS.

CATEGORY. FIELDPRINT CODE.
 parish Volunteer: |
Avolunteer serves in a variety of positions without pay o remuneration of any kind FPDioceseParishVol
Parish Employee:

An Employee works for a parish of the dlocese: is paid or receives a stipend or any
financial compensation.

School Valunteer:

A volunteer serves with a school in 3 variety of ways without pay or fany
kind

FPDioceseParishEmp

School Employee:

Catholic School teachers, substitute teachers, and staff, including accredited and non.
accredited staf in the Catholic Schools,ie. salaried teachers, principals, administratars,
and non-teaching school staff. Includes CYSL employees.

FPDiocesePensacolaSchEmp

 Contractor or Vendor:
Contracted personal that has access to schodl properties. Ex: speech therapis, food FPDiocesePTVendors
management companies, maintenance companies such as; Plumbers, Electricians, Lawn
senvice.

Pastoral Center € -
Works within the Pastoral Center prowiding services to the Diocese.

FPDiocesePastoralEmp
Catholc Chariies Employee: FPDioceseCathCharityEmp
‘A paid Employee working for Cathlic Charities
| Catholic Charities Volunteer: | FPDioceseCathCharityVol
A volunteer service in a variety of positions for Catholic Charities.
Clergy and Religious: FPDiocesePriestClergy

Priests / Deacons / Seminarians / Consecrated Rebgious Orders (paid or unpaid)

#ou have any issues or questions, you may contact: Felgprnt, INC's customer service team at (800 799-1067
CustomerService S eldgrint.com or dinator: T "

croweli@ptdiocese org

Fev.1/2028

Step 2 to Schedule Appointment to Florida’s Livescan through - .
Fieldprint. Q\)fleldpnnt

Once you complete this process and close the tab, your VIRTUS
account will be accessible to access the online training.

Florida's Largest Livescan
Network

For Individuals
Electronically schedule an appointment at one of our many

conveniently located Livescan sites across the state. Each site is also
photo-enabled.

Schedule Appointment L have already scheduled °
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THE NATIONAL CATHOLIC RISK RETENTION GROUE INC.

%VIRTUS @W Diocese of Pens\;icc):ltl)JIr?t-(;l':rllahassee

Registration Instructions

To complete your online training, click on the link in the “Current
Training” box.

Current Training Required Documents Contacts

You have 1 online module assigned Your documents are current Your primary contact
Safe Emiranment Coardinator
My Info Reporting Abuse Resources
@
A _— 4
Your primary location Click here for reporting options Fieldprint Instructions

Diocese of Pensacola-Tallahassee - Adminisiration

Your primary role
Veluntesr

Please click on the green circle to begin the Online Training
module(s) presented.

Once your account is activated by the Diocese, you can log back
into your account and access the certificate(s).

Online Training Modules

To begin your online training, please click the title of your assigned training:

Protecting God's Children Online Awareness Session 4.0

Assigned 12/18/2023
Due: 01/01/2024

If you have additional questions about VIRTUS Online training,
please contact your local safe environment administrator or your
diocesan administrator.

For trouble logging in, you can contact the VIRTUS Help Desk at
888-847-8870.

A PROGRAM AND SERVICE OF
THE NATIONAL CATHOLIC RISK RETENTION GROUP, INC.

EVIRTUSOnlinee
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