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Decision-Tree
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Volunteers

Do They Have Contact
With Minors or

)}

Employees

Required to Complete
All Components of

Vulnerable Adults?

Do They Have Contact
with Cash, Checks, or
Other Nagotiables or do
they Drive as Part of their

Volunteering

No SEP
required

NU_LYES
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Does Volunteer
already have a

Virtus profile?

_Lyes

—

Instruct the Volunteer
to create a Virtus
profile. Click here for
instructions.

.

Complete
background Con_tact
check before the Safe Environment
beginning of office to add your
service location
Ongoing

Requirements Every
Three years:
Background Check
Renewal

l

Thank you!
Please contact SEP
office with questions!
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Is the Users Profile

Already Set at Your
Location?

No—LYes

1

Update profile
as needed, especially
email address &
contact info

|

Complete background
check before the
beginning of service
and update every 3 yr
while in active service

|

Safe Environment
Program

206-382-4285
sep@seattlearch.org

Background Check
Before the Date of
Hire/Beginning of

SEP

Does Volunteer
or Employee
already have a
Virtus profile?

Instruct the Volunteer
or Employee to
create a Virtus

profile. Click here for

downloadable
instructions.

Is the Users Profile
Already Set at Your

Location?

L 4

v

Complete Complete Policy Sign
Off Within Three Days
of the Date of

Hire/Beginning of

v

Complete training
(initial or refresher,
whichever is due)
within 30 days of date
of hire.

)

Update profile as
needed, especially
email address &
contact info

Contact Safe
Environment office to
add your location.

Service Service
All active
Volunteers

and Employees
must update
BGC and training
every 3 yr

l

Thank you!
Contact SEP office with

questions!

Verify training status
and assign training
module as indicated.
Training must be
current w/in past 3 yr

!

Verify background
check status. BGC
must be current w/in
past 3 yr. Contact
Safe Environment
office if you find error
in profile.

|

Verify Documents
signed. One-time
requirement.

All active Volunteers
and Employees must
update BGC & training
every 3 yr
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