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Instructions on how to Login

If you previously attended a VIRTUS session, please do not create a new account; you MUST log in using your existing
account. Go to www.virtus.org. Please see the guide below that should assist you in accessing your VIRTUS account:

A PROGRAM AND SERVICE OF

THE NATIONAL CATHOLIC RISK RETENTI
Jdo ®
TVIRTUS
) ‘
a0

Home AboutUs  Services / Progra Your parish or school should have provided your
user ID along with a temporary password. If you

LOGIN FOR EXISTING ACCOUNTS know your user ID and password, enter it here.

Username:
If you do not remember your user ID and/or

password, click this link and see “password

Passwortd: reset” and “username recovery” below.

Need login information?

FIRST-TIME REGISTRANT

PASSWORD RESET

If you have forgotten your passwerd, but know the username or email address associated with this account, please enter it below.
Username or email address
WS04 Access assistance by clicking “Need login Information?” If you
remember your user ID, enter it here. Or enter the email address
that you used when you set up your VIRTUS account.

USERNAME RECOVERY

If you have forgotten the usemame and email address associated with your account, please complete the form below to attempt to retrieve your
usemame.

First name If you do not remember your user ID or email address, trying using this
Last name form. If this still does not work, please contact your parish or school
City safe environment coordinator. Do not click “First-Time Registrant”
Zip code as this will prompt you to create a new, and duplicated,

GO

If the steps above do not give you access to your account, please contact your local
safe environment coordinator. Do not click “First-Time Registrant” as this will
prompt you to create a new, and duplicated, account that will take weeks to fix.
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“Reporting Suspected Child Abuse” Training

1 Toolbox | My Diccese
If you have not previously completed the “Reporting Toolbox
Suspected Child Abuse” training module, you will be
prompted to complete upon your log-in. Please click the
link for “Training” or “Online Training.”
Shorthand

What is VIRTUS®?

VIRTUS Oniine

Protecting Children
USCCB Current Resources
USCCB Resource Booklet

Update My Account
Contact My Coordinator

Training Report

Toolbox

Online Training Modules

2

Click on the link for “St. Paul-Minn:
Reporting Suspected Child Abuse 2015.”
This should open a new window on your

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

St. Paul-Minn: Reporting Suspected Child Abuse 2015
Assigned: 03/07/2018
Due: 03/21/2018

& Vulnerable Adults Training Module
Assigned: 01/26/2018

computer. You may need to allow pop- Froecs G Due: 021092018
Cument Resources
ups for the VIRTUS website and refresh. Bl

Updale My Account D reson
Contact My Coordinator Due date approaching

Training Report (9 posigned

St. Paul-Minn: Reporting Suspected Child Abuse 2015
3 Lesson 1: Who must report?
The training iS d|\/|ded into 5 IeSSOnS. YOU W||| be According to Archdicessan policy, who must make 3 report if there is reasen to belisve that a mincr or vulnsrable dult is being or has been abused o neglectsd?
. . Clergy
asked content questions. For each question, select o e
the answer you view as correct. Then click “Submit o S
Answer.”
Submet Answer
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4

You will then see a screen that says “Thank you.

St. Paul-Minn: Reporting Suspected Child Abuse 2015

Lesson 1: Who must report?

We have recorded your answer...” Please click on
the Continue button at the bottom of the screen.

Thank you.

er When you click the continue button

vill be tzkento a

s of sereens that willprovide importan

o the question you just answered

isfing the screens, you vill iave the opporturity to ans estion again and to change your answe, ify
il then recetve 2 detailed explanation for the

[

hange s neces ou have answered the question cormectly

you

5

Next, you will click through several screens of
content that pertain to reporting suspected abuse.
Please read each screen, and then click the “Next”
button. When you reach the last screen of content,
there will be a “Continue” button.

6

After reviewing the content, you will be asked to
review the question and answer from the
beginning of the lesson. Please select the answer
that you view as correct having read the content.
An incorrect answer will require you to resubmit
an answer until you correctly answer the question.

7

When you answer correctly, you will proceed to a
screen that says “Correct!” in green font. Then
select “Continue” at the bottom to proceed to the
next lesson of the training.

8
After proceeding through the 5 lessons, you will see a
screen: “Thank you for completing the ‘Reporting
Suspected Child Abuse’ Module. Click here to close this
window.” Please click the link to close the window.

July 2018
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CONTINUE >

St. Paul-Minn: Reperting Suspected Child Abuse 2015
Lesson 1: Who must report?
REPORTING ABUSE

g or volunteening in a pansh or Catholic sthoel who knows or has reason to befieve that 2 miner is being 2bused or neglected must report the abuse or neglect fo proper civil authorities within 24 hours of

suspected abuse of neglect

NEXT >
I
aul-Minn: Reporing Suspecie Use 2015

Lasson 1: Who must report?

Plea

According to Archdioc ssan polic

3t. Paul-Minn: Reporting Suspected Child Abuse 2015

Lesson 1: Who must report?

CORRECT!

Clergy. Volunteers and Employees within the Archdiocese of St. Paul & Minneapolis must make a report if there is a reasol

CONTINUE >

Thank you for completing the "Reporting Suspected Child Abuse” Module
CLICK HERE TO CLOSE THIS WINDOW
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Keeping the Promise Alive Retraining

Toolbox | My Diocese

Toolbox

Teaching Touching Safety
Guide

Acronyms and Other Intermnet
Shorthand

Wwhat is VIRTUS®?
VIRTUS Oniine
Protecting Children

Click on the Toolbox tab of your account. The

USCCB Curment Resources

. . P . USCCE Resource Booklet
click on the link for “Training” or “Online

-,
Training.” You may have to allow pop-ups from

Contact My Coordinator

Training Report

VIRTUS.

oolbox | My Diocese

2

Click on the link for Keeping the Promise Alive. o —— Online Training Modules
This should open a new window. You may need
to allow for pop-ups from VIRTUS. R o (e

uide
H St. Paul-Minn: Reporting Suspected Child Abuse 2015

Acronyms and Other Intemet Assigned: 03/07/2018
Due: 03/21/2018

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

Keeping the Promise Alive 3.0
Assigned: 07/03/2018
Due: 07/17/2018

[Shorthand
|

3 Keeping the Promise Alive 3.0

Lesson 1

A new window should appear. You will first be

asked a question. Give your best guess as t0 the . s as rothepiess 1o prevent chic sesusl buse when e wark ogether

correct answer Then you WI” CliCk ”Submit B) © The material leaned to foster safer environments for children and young people cannot be applied to other types of papulations, such as vulnerable adults.
” . ) . ! ) . ) O ltis mostimportant to select just one of the § sieps and follow it closely, since relying on one step and doing it well protects the most amount of children.

answer.” A five-minute video will appear. After

completing the video, you will be asked to

confirm or change your answer.

‘Which of the following statements is accurate?

) © Child sexual abuse does not affect all demographics: it orly affects persons from lower socioeconomic groups

4

You will complete five training sections. After
successfully completing the online retraining,
you should see the screen shown below.

Thank you for completing the Keeping the Promise Alive 3.0 Module. You may close this fraining window, and now have the ability to print a training cerfficate. If you have any questions about fulfiing the requirements within your
organization, please communicate with your local or diocesan coordinator.

CLICK HERE TO CLOSE THIS WINDOW
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Completing the Vulnerable Adult
Retraining Module.

Follow steps 1 — 5 to ensure completion of the Vulnerable Adult Retraining Module.

Toolbox | My Diocese

1 Guidh
Click on the Toolbox tab on your account. Then cli e

. “w .. ” “ . .. ” What is VIRTUS®?
link for “Training” or “Online Training.

VIRTUS Oniine
Protecting Children

e =

USCCE Cumment Resources
USCCB Resource Booklet

Update My Account
Contact My Coordinator

Training Report

Toolbox

Online Training Modules
To begin your online training, please click the title of your assigned training:
Teaching Touching Safety
2 FE () St Paul-Minn: Reporting Suspected Child Abuse 2015

. . Acronyms and Ofher Intemet Assigned: 03/07/2018
Click on the link for “Vulnerable Adults Shorthand Dus: 0372112018
Training Module.” This should open a o \ius‘sni;z:mg;g;gannw Module
new window on your computer. You Prateciing Chidren Due: 0210912018

USCCB Current Resources
USCCB Resource Booklet

Updale My Account st te
Contact My Coordinator Due date aporoaching

Training Repori (L) #ssigned

may need to allow pop-ups for the
VIRTUS website and refresh.
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A new window should appear to give you the screen above. After
reading the instructions, click the blue link “Click here to Start.”

VETcome 10 the VUINerable AAUTS Training mMoaule. A mumiaimensional program, this online moaLle TSt J00KS &t varied 0etinitions, CONText and realty of vuInerable aau abi
[Then, five steps and best-practice actions are presented to help caring adults know proper behavior to prevent abuse and respond appropriately if aware of a problem

[This module is constructed around 5 multiple-choice questions that provide hands-on material to apply and reinforce certain principles from the program. After you select an

answer to the first question, you will be prompted to review an overview of the relevant issues addressed in the question. Then, you will see the same question, again, and be
prompted to either accept your original answer, or to change your answer based on the information provided.

JEach wrong answer will provide additional background information designed to help you select the correct answer. Now, let's begin with the first question.

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

TVIRTUS Oslivee

Vulnerable Adults Training Module

CLICK HERE TO START

4

The training is set-up to have you answer a question (example pictured below), watch a brief video (approximately 5 minutes
each), confirm your answer to the initial question, then review the content. You can only continue with the training when you
answer the question correctly. There are 5 sections of question/answers then video. The retraining should take between 35 — 40
minutes. If you need to exit out of the retraining module, you will be able to resume where you left off.

Vulnerable Adults Training Module

Lesson 1

You belong to an organization that often sends volunteers to spend time with vulnerable adults. Esther is an adult with a mild cognitive impairment who resides within her own
apartment in an assisted adult living facility. Esther has admitted how hard it is for her to meet people and make friends, and she rarely leaves her apartment or visits others_
Esther still has some control over her limited finances, but you begin to notice that she no longer has some of the nice furnishings in her apartment and doesn't wear any of her|
expensive jewelry anymore. She mentions that another volunteer from your organization, Jeremy, has started coming over to check on her every day. Esther mentioned how
thankful she is for this volunteer, because even though he's not supposed to, he's been nice enough to take over Esther's checkbook and start paying her bills—including some
additional unlisted expenses that have come up within the facility that Esther wasn't originally aware of. You are surprised that Jeremy assists with Esther's finances because
it's against the rules—and you're also not aware of any increased facility expenses. When you ask Esther if she thinks the volunteer might be taking financial advantage of her,

i
she becomes defensive and asks you not to speak poorly of her new friend. Esther begs you to keep this information confidential and not to say anything at all to cause
problems. Do you need to communicate your concerns to anyone else?

“es, but not yet. As a fellow volunteer, since you don't have all of the details, it would be best to wait and see if you can catch the volunteer performing the behavier This way you can catch the person

A) v ¥ ¥ P g Yy P
“red handed” and can report it
Yes_ It is extremely important that you communicate your concems to an appropriate contact persen in the crganization. and report any suspicions of abuse you have to the proper authorities

B) y impy Y ¥ pprop! p g P y pi ¥ prop

<) Mo. Since you don't see any bruises or physical signs of abuse, there's nothing that's concemning herel Esther has made a new friend, and you shouldn't do anything to jecpardize her relationships
especially since you know she has a hard time making friends. Esther isn't a child and can distribute her income as she pleases.

D)

No. Esther has asked for confidentiality and as a velunteer, you are obligated te honor her request regardless of the circumstances

Submit Answer

5

After successfully answering the 5 questions, you will see a screen that says “Thank you for completing the Vulnerable Adults
Training Module.” You do not need to provide certification that you completed the retraining module. Simply click the blue link
“Click here to close this window.” This will take you back to the main VIRTUS page. Your training is now complete!

? SmartTrain.com II - Google Chrome - o —p— . E-E

& https://www.virtusonline.org/smarttrain2/popup/Mo

0d rt.cfm?st?
Thank you for completing the Vulnerable Adults Training Module.

Please ensure that you completely close this window upon completion. Then, a certificate of training completion will be available for you in your online account

The VIRTUS Programs would like to give a special thank you to the Diocese of Palm Beach and the Diccese of Toledo for their willingness to share material and insight to assist in the construction of this module.

CLICK HERE TO CLOSE THIS WINDOW
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Code of Conduct Training and Signing

1

If you have not previously completed the Code
of Conduct, please click into the Code of

Online Training Modules

Conduct. If you have already completed this
Code of Conduct and training, proceed to page
4. Select your primary role, and then click
“Continue” at the bottom of the page.

2

Watch the 22-minute video on Code of Conduct
Training. Once you are done watching the video,
click “Continue” at the bottom of the screen.

3

Read the appropriate Code of Conduct for your
role. Then click “Continue” at the bottom of the

page.

4

Answer the 6 questions that pertain to the Code
of Conduct and training.

5

After answering the 6 questions, click “Continue” at
the bottom of the screen. You will then have a
chance to review the answers. Once done, click
“Continue” at the bottom of the page.

6

Then sign and date acknowledgement of the Code of
Conduct. Click the gray box to “Acknowledge Code of
Conduct” to complete the Code of Conduct. You should
be taken back to your Toolbox. Proceed to the next
page of this guide.

July 2018 Guide for Clergy, Employees, and Volunteers
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Code of Conduct
Keeping the Promise Alive (3 Keeping the Promise Alive
¥ Assigned: 0210312017

Instructor-led Training
Teaching Touching Safety
Guide

Acronyms and Other Internet
Shorthand

What Tus®z
VIRTUS Oniine

Past due
Due date spproaching

Assigned

Step 1: Watch the Video

ARCHDIOCESE
> OF
SAINT PAUL &

Y MINNEAPOLIS
4

United in Faith, Hope and Love

Step 2: Read the Code of Conduct

ARCHDIOCESE
or
SAINT PAUL &
MINNEAPOLIS

and Love

CODE OF CONDUCT FOR CHURCH PERSONNEL

Step 3: Answer the Questions
The Codes of Conduct are designed to:

A) Protect the most vulnerable among us
B) Protect the adults and youth who serve cur crganizaticns

C)Aand B

D) none of the above
lioaoalilobibe.Codos arslos
Key el for in-person i i include:

A) Avoid being alone with a minor

B) Ensure that physical contact is public. appropriate and nen-sexual (PAN)

C) Safeguard that twe or more adults travel in a vehicle when transporting miner(s)
D) All of the above

Continue

Archdiocese of St. Paul & Minneapolis
Code of Conduct

Page 8



ARCHDIOCESE
OF

SAINT PAUL &
MINNEAPOLIS

OFFICE FOR THE PROTECTION OF CHILDREN AND YOUTH

Before completing anything else in your account, please go to “Update my Account” at
the bottom of your Toolbox (see the left side of this page for reference, the link is at the
bottom). Make sure that the contact information is correct. Also ensure role and locations
are correct. Your primary location should be your primary place of employment or
volunteering. This is not necessarily your place of worship. The primary location will
Toolbox | My Diocese receive the background check results. Follow steps 1 — 3 noting that they are not in order
from top to bottom of this page.

2

Link to access the background check/recheck. Please update your
location under “Update my Account” prior to submitting a
background check (pages 10 — 11 of this guide).

Background Check

Teachiing Touching Safety
Guide

Acronyms and Other Inlermet
Shorthand

VWihatis VIRTUS®?
VIRTUS Online
Protecfing Children
USCCB Cument Resources 1
USCCR Resource Booklet . ) .
Please make sure to update your account information prior to
submitting a background check. The primary location should
Update My Account - . -
be your primary place of employment or volunteering. This is

. not necessarily your place of worship. The primary location will
Contact My Coordinator

receive the background check results.

Training Repor

July 2018 Guide for Clergy, Employees, and Volunteers Page 9
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ONCE YOU ACCESS THE BACKGROUND CHECK:

Missing User Data
You are required to have the following information associated with your user record. Confirm your prima ry p|ace of employment
Primary Location (Please select your primary

Please review this information and make any necessary corrections.
location of Smplofmant o velomenr [ m or volunteering. Also, confirm your primary

responsibilities. This lecation will pay for and
receive the results of your background check. ) H
o address of residence.
City:
State: | MN - Minnesota

Zip
Continue

Have you ever had a background check conducted by the Archdiocese of St. Paul & Minneapolis,
or a Catholic school or parish within the Archdiocese?

If you are uncertain whether you have completed a background check, please contact your parish or Catholic school Safe Environment Coordinator before proceeding.
® yes no
If you answered "Yes" above, please indicate the location where you had a background check (by selecting that location from the dropdown list provided):

- Please select - v

‘You must contact staff at the new location where you will be serving to complete a form for shari®§a background check report dated not more than three years ago

Click Continue to proceed.
Continue
If you need to complete a recheck, answer yes. It you
need to complete an initial check, or are going from
being a volunteer to an employee, please answer no.

Use this box only if you have completed a
background check within the previous 3 years.

Select your role. If you are a trustee, Parish Council, Finance Council, or
other volunteer leader, please indicate “Church Personnel” so you will

Are you clergy, church personnel or a volunteer?

priest deacon  '® church personnel volunteer
receive correct Code in next step.
As clergy, employee andlor volunteer, have you been told that you will drive on behalf of the parish/Catholic scho_. .. ., _ . _____
part of your responsibilities? If unsure, please contact your supervisor o site coordinator Say|ng yes will prompt a DMV check. If you drive on behalf
s 0 < of the parish/school, you will need to indicate “yes.” If you

are not sure, please contact your parish or Catholic school.

As clergy, employee, andlor volunteer, have you been directed to handle $250 or more as a part of your responsibilities?

Saying yes will prompt a credit check. Please only indicate yes if you
o O — actually handle > $250 or more as part of your job or volunteer
responsibility. $250 in money includes cash, checks, currency, and
coin. You will later be able to print a PDF “Summary of Your Rights
under the Fair Credit Reporting Act” to retain for your records.

Click Continue to proceed.

Continue

Please only indicate yes to the questions above if you will be directly responsible
for driving or handling > $250 on behalf of your parish or Catholic School.

Archdiocese of St. Paul & Minneapolis

S f Rights Under the Fair Credit R rting Act . .
Hmmany I Tneer he TR ERal Renerihg e Please print or save a copy of the “Summary of Rights
As church personnel andfor voluntesr, please print and complete this form and provide to your employer or supervisor.
or the parish or school Safe Environment Coordinator where you will be serving . . . ”
Under the Fair Credit Reporting Act.” Acknowledge
}Q that you have downloaded and read the Rights.

Summary of Rights Under the Fair Credit Reporting Act

| have downloaded and read the Summary of Rights Under the Fair Credit Reporting Act
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Archdiocese of St. Paul & Minn&apﬂliﬁ Read and consent to the background check at the bottom of
this screen. Please note that a “soft credit report” (one that
Consumer Report/investigative Consumer Report does not affect your credit score) will only be conducted if
Disclosure and Release of Information Authorization you indicated “yes” to handling > $250 earlier in process.

Archdiocese of St. Paul & Minneapolis  , .er the Misconduct Questions.

If you answer “yes” to any questions, provide a brief

Misconduct Questions description, continue with the process, and then contact
your local Safe Environment Coordinator. Clergy or
Answers to all questions are required. Archdiocese Central Staff should contact Director of

Ministerial Standards and Safe Environment.
Please answer YES or NO to the following questions:

Click the “Begin McDowell Agency Background Check”
Begin McDowell Agency Background Check where you will then be directed to enter your Social

Security Number.

THE MCDOWELL AGENCY, INC

The following information will be used only by the Background Screener.

Please enter the following information:
Social Security Number 111-11-1111

Submit

Enter your Social Security Number (SSN) and hit “Submit.” If you have an SSN, it is
required to run the background check. If you do not have a SSN, enter 111-11-
1111 then select submit. The page takes a moment to load. You will then be
directed to the main VIRTUS page. The background check process is now complete.

Your participation in the Enhanced Essential 3 will make our local Church a safe environment for all. Thank you for doing all that you can to
protect God’s children, particularly the most vulnerable among us! If you require the background check results to be sent to another parish
or Catholic school, please complete the form Background Check Report Sharing Pre-Service Applicant Release through your parish or
Catholic school. Contact your local parish or Catholic School Safe Environment Coordinator with any questions that you may encounter.
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