THE NATIONAL CATHOLIC RISK RETENTION GROUP INC. .
% VIRTUS @ W@ Diocese of Pensacola-Tallahassee
School Employee or Volunteer

Registration Instructions

Please register for online training within VIRTUS FIRST-TIME REGISTRANT
Online.

ESPANOL: ACCESO O INSCRIPCION

Click on this link to access the VIRTUS Registration
page:

Begin the registration process.
https://www.virtusonline.org/virtus/reg 2.cfm?theme=0&

0rg=37827 View a list of sessions.
. . Please select your Archdiocese/Diocese/Religious Organization from the list below:
Or, Go to http://www.virtusonline.org [~ Select your organization ——— = ] [Select |

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.

Create a User ID and Password you can easily
remember. The password must be any 8 or more

Ch aracters. THE NATIONAL CATHOLIC RISK RETENTION GROUP, INC.

This is necessary for all participants. This establishes ?VIRTUS@W

your account with the VIRTUS program. If your

If you aiready have a VIRTUS Account, you may reset your password or recover your user ID here: RECOVER ACCOUNT

preferred User ID is already taken, please choose N e e e e
another ID. We suggest the use of email addresses as THE CATHOLIC DIOCESE
usernames. ¥ PENSACOLA-TALLAHASSEE

Click Continue to proceed.

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
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THE NATIONAL CATHOLIC RISK RETENTION GROUE INC.,

; Diocese of Pensacola-Tallahassee
% VIRTUS @W@ | School Employee or Volunteer

Registration Instructions

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 [~ Please select- v |
Legal FirstName: [ )"
Legal Middle Name: [ |
legallastName: [ |
Nickname: [ |
Suﬁx\ Please select if applicable - v\
Email: | | * [ Ne email |
Home Address: | i
Home Address Cont'd: | |

City: | i

State: [— Select — w*

ZIP/Postal Code: |

Daytime Phone: |

ext[ |
Evening Phone: \
Drvers License /|,
OtheriD: " —

State of Issue: [ Select — ~|*

| Continue |

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)

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

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

Example: Volunteer

Please check all roles that apply.
Example: Educator — Athletic Coach

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

Click Continue to proceed.

Please select the primary location where you work or volunteer.

o [Biessod Sacrament Parh v

nnnnnn

BEFORE SELECTING EDUCATOR

Employee
Paid employ

orking in a parish. Pald employees working n a school that is NOT an educator.

Independent Contractor

This includes CYSL, summer camp and VBS paid employses.

Thisincludes CYSL. summer camp and VBS programs and

‘school or church property when chicien MAY or MAY NOT be

Athletic Coach
Before Care/After Care Employee
Catechist

VPKIPre-School
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THE NATIONAL CATHOLIC RISK RETENTION GROUP INC. .
E VIRTUS @ W@ Diocese of Pensacola-Tallahassee
School Employee or Volunteer

Registration Instructions

Please select Yes if you have any additional locations TVIRTUS Ouline
or click No to continue.

You have chosen following locations and roles:
St. Paul Catholic School
« Amietic Coach
+ Volunteer ¥

Are you associated with any other locations?

Yos. No

Will you be driving on behalf of the Diocese of Pensacola-Tallahassee?
Yes
~No

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

Yes
U No

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

Yes
No

Answer the questions and check the declaration box. Do you manage or supervise employees or volunteers on behalf o the diocese in
any capacity?

Type in your name and the date and click Continue. Yes

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*: (mm/dd/yyyy)

Continue

Please review and acknowledge you have read the Diocese of Pensacola-Tallahassee
fO||OWIng dOCU ment Pledge to Promote a Safe Environment

>

e —_ + 1 of 2 ee Q e
> Diocese of Pensacola-Tallahassee Pledge

TO proceed, please Conﬁrm by CliCking on the Pledge to Promote a Safe Environment in the
checkbox to acknowledge ‘I pledge to follow these Whole Community af U Faithto)
guidelines in my relationships with all persons with

Diocese of Pensacola-Tallahassee serving in a professional role, | am committed to being a person of

whom | have contact in my ministry, especia”y minors 200 moral haracter. | am conscious of the unique authrity and esponsibiiy that 1 had due to the

trust placed in me by way of service to minors, vulnerable adults and all members of the church

and/or vulnerable adults.” and enter your full name and

y ‘which | may be working with minors, vulnerable adults and other members of the church. The pledge
tod ay S d ate supports the Diocesan policy outlined in the “Code of Conduct for Church Personnel and Volunteers”.

. This effort is also supported by the Diocese of Pensacola-Tallahassee Employee Manual. | declare that |
have read the following.
Based on the following | pledge to:

Treat everyone with respect, loyalty, patience, integrity, courtesy, dignity, and consideration,
regardless of the circumstances of the encounter.
. . Assume the full burden of responsibility for setting and maintaining clear and appropriate
C I i Ck on CO ntl nue physical and emotional boundaries with minors, vulnerable adults and other members of the
. church.
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
marinuilation

~

w

Problems viewing PDF? Download

() 1pledge to follow these guidelines in my
relationships with all persons with whom | have
contact in my ministry, especially minors and/or
vulnerable adults.

Please provide an electronic acknowledgement to confirm you have received
the document above.

Full Name (fist, middie, and (John D, Srmith)
last)*:
Today's Date*: (mmy/dd/yyyy)

Continue
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THE NATIONAL CATHOLIC RISK RETENTION GROUE INC.,

¥ VIRTUS Onlivie

Diocese of Pensacola-Tallahassee
School Employee or Volunteer

Registration Instructions

Please review and acknowledge you have read the
following document:

> Diocese of Pensacola-Tallahassee Code of
Conduct

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 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.

Diocese of Pensacola-Tallahassee

Code of Conduct

- + 1 of 15 *e* @

- o o

=
o
v A4
v

Code of Conduct for Church Personnel and Volunteers
Promulgated by
The Most Reverend William A. Wack CSC

As particular law relating to the

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, mmdl?;:{;ﬂ (John D. Smith)

Today's Date*: (mm/ddlyyyy)

Continue

»

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

> Diocese of Pensacola — Motor Vehicle Report
Form

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

Click on Continue.

Diocese of Pensacola-Tallahassee

Motor Vehicle Report Form

Please email a copy of driver's license and page to org

Please provide an electronic acknowledgement to confirm you will follow the.
instructions above.
Full Name (first, m\ddha:‘r;g (ohn O. Sith)

Today's Date* (mm/ddlyyyy)
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THE NATIONAL CATHOLIC RISK RETENTION GROUE INC.,

¥ VIRTUS Onlivie

Diocese of Pensacola-Tallahassee
School Employee or Volunteer

Registration Instructions

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

> Diocese of Pensacola — FCRA Disclosure and
Authorization

Please download the document, complete it and forward
to HR@ptdiocese.org for processing.

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

ALL school employees and volunteers must sign
this Clearinghouse Privacy Policy. Please review and
acknowledge that you have read the following
document:

> Clearinghouse Privacy Policy Agreement and
Statement

To proceed, please Confirm by
1. clicking on the checkbox to acknowledge

“I hereby represent that | have read and
understand this document.”

2. Enter your full name and today’s date (use the
“I"” in between the dates). Ex: 06/03/2025

Click on Continue.

Diocese of Pensacola-Tallahassee

FCRA Disclosure and Authorization

.

Download

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

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

Full Name (first, middle, and

last)*: (John D. Smith)

Today's Date*: (mm/dd/yyyy)

Continue

ill
|
4
o
P
£

& copy of the privacy poiicies from the Florida Department of
deral Bureau of Investiaton, which describs the exchangs of
rd resuits wil bacame part of the Care Provder Background

1 undsrstand and agree that | wil read and comply with the guidelines contsined in the privacy
-

palicies

Employes/Contractor Name {Printed)

Problems viewing PDF? Downioad

| nereny represent tat | nave read ang
uncerstana tis document

Please provide an electronic acknowiedgement to confirm you have recelved
the document above.

Full Name (first, m

{onn D. Smim)

Today's Date* | (mmadcvyy)

NEXT STEP Instructions for the NEW
Clearinghouse background check process.

Step 1 Contact the school that you work or volunteer
with and they will provide a time at the school to initiate
the Clearinghouse background check application.

Step 2 Click “Continue to Training”

NEXT STEP:

Please contact the school you are affiliated with for employment or
volunteer purposes o if you are a contractor or vendor.
They will assist you in scheduling a background check through the
Florida Clearinghouse.

Your position is not verified until a cleared and approved
background check is completed.

The school will notify you when this process is completed.
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THE NATIONAL CATHOLIC RISK RETENTION GROUE INC.,

¥ VIRTUS Online

Diocese of Pensacola-Tallahassee
School Employee or Volunteer

Registration Instructions

the “Current Training” box.

To complete your online training, click on the blue link in

Current Training

You have 1 online module assigned

=

Required Documents Contacts

Your primary contact

P

Your documents are current

Safe Environment Conrdinator

My Info Reporting Abuse Resources
@ —
Your primary location Click here for reporting options Fieldprint Instructions

Dincese of Pensacola- Tallahasses - Administration

Your primary role
Volinteer

Training module(s) presented.

certificate(s).

Please click on the green circle to begin the Online

Note: Once your account is activated by the Diocese,
you can log back into your account and access the

Online Training Modules

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

Anti-Harassment Training 2.0
Assigned: 01/31/2024
Due: 02/14/2024

Protecting God's Children Online Awareness Session 4.0

Assigned:  01/31/2024
Due: 02/14/2024

OR

Online Training Modules

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

Anti-Harassment Training 2.0
Assigned: 01/31/2024
Due: 02/14/2024

Bloodborne Pathogens (2020)

Assigned: 01/31/2024
Due: 02/14/2024

Protecting God's Children Online Awareness Session 4.0

Assigned:  01/31/2024
Due: 02/14/2024

Administrator Mark Lee at leem@ptdiocese.org

Help Desk at 888-847-8870.

If you have additional questions about VIRTUS Online
training, please contact your local safe environment
administrator at your parish or school or your Diocesan

For trouble logging in, you can contact your Diocesan
Administrator Mark Lee 850-435-3570 or the VIRTUS

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

TVIRTUSOnline
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