Muhlenberg College

Risk Protocols for Programs Involving Children
(rev. 24.20.15)

These represent minimum requirements for programs involving children within the Muhlenberg
environment. “Children” refers to individuals under the age of eighteen (18) not
enrolled as full-time Muhlenberg Students. The Protocols are organized into the following
sections:

I. Recommended Practices for A//Programs - (page 2)
II. Special Considerations - (page 3)

This section addresses programs involving Athletic Facilities, Laboratories, Art Studios,
Theatre and Scene Shops, Computing Labs, Trexler Library, or Hazardous Areas.

III. Shorter duration and/or Low Frequency Programs - (page 4)

This section addresses any program that is less than six (6) hours and occurs less than three
(3) times per semester or summer.

IV. College Sponsored Programs

Programs developed, managed or organized by Muhlenberg staff or students fall under this
category. Programs developed, managed or organized in conjunction with community
partners also fit within this category. These programs shall undergo a review by a member of
President’s Staff and the Treasurer’s Office (Risk Management) in order to be considered
College-sponsored.

A. Longer duration programs not involving overnight stays - (page 5)

B. Longer duration programs involving overnight stays - (page 6)

V. Third Party Independently Managed/Organized Programs

This section addresses instances in which a third party is simply making use of the College’s
facilities for its independently managed program(s). The College has no vested interest in
organizing, managing, sponsoring or participating in such programs.

A. Longer duration programs not involving overnight stays - (page 9)

B. Longer duration programs involving overnight stays - (page 10)
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I. Recommended Practices for All Programs.
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Program directors are encouraged to create a full schedule of activities to avoid
down time.

Provide identification (ID tags, t-shirts, etc.) for program participants.

Provide and review Key Indicators of Child Sexual Abuse! with staff and volunteers
including the list of contact numbers for reporting potential abuse incidents.

Check pertinent facilities to make sure there are not any unsafe conditions such as
easy access to hazardous areas, blocked exits, etc.

Review emergency procedures and contact information with all Staff members.
Ensure that all Staff understand appropriate child contact.
Employ at least a few Staff certified in First Aid and CPR.

Make sure Staff know the locations of all defibrillators, fire extinguishers and
emergency exits.

Parents or legal guardians of children participating in programs should be reminded
of the fact that their child may inadvertently be exposed to adult topics and activities
that pervade the College environment.

Alcohol is not permitted at any event/program where children are the focus.

Program should establish and communicate appropriate behaviors, permissible
activities and spatial boundaries with program participants.

Staff must account for children when utilizing bathrooms and ensure that no children
are left alone with adults or with other children of a significantly greater age.

Transportation - College Trip and Vehicle Transportation Policies must be followed:

o Programs should include the establishment of a safe and orderly location for
direct transfer of child between parent and staff. Programs should include
clear instructions for when and where children are to be dropped-off and
picked-up.

o Children are not to be transported in College owned, rented or hired 12-15
passenger vans as per PA law.

o Third party transportation companies utilized as part of College programs
must provide the College with a Certificate of Insurance naming the College

1 Document can be obtained from the Treasurer’s Office
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as an additional insured. Certificate of Insurance should be reviewed by
Treasurer’s Office prior to hire.

I1. Special Considerations.

1. Parents should complete a Medical and Release Form? for programs which involve

children participating in the following activities:

Athletics

Overnight residence

Meals

Physical Theatre/Dance activities

Laboratory and Art studio activities

Any other activity for which parents should disclose their children’s medical
conditions and/or history.
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. Athletic Facilities

a. Two adults must be present if any child or children are making use of the Life
Sports Center locker room(s).

b. The pool area may only be accessed when a certified lifeguard is on duty.

. Technology labs

a. Staff should be cognizant of the fact that computing labs may not employ the
same level “parental” controls and restrictions children experience at their home.

Laboratories, Art studios, and Theatre scene and costume shops

a. Programs involving activities in these areas require the presence of an adult
familiar with and responsible for the safety protocols specific to these particular
areas.

. Computing labs

a. Staff need to be familiar with the Electronic Communication Policy which governs
the use of all College owned and leased technology.

. Trexler Library

a. Supervisors/chaperones should ensure that participants are given instruction as
to the acceptable behaviors associated with each level and/or area of the Library.

Hazardous Areas

2 Document can be obtained from the Treasurer’s Office
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a. Certain areas of the campus may be considered “off-limits” due to the presence
of hazards associated with materials, equipment and/or activities. (e.g.
construction areas)

III. Short Duration — Low Frequency Programs

Defined as programs that are less than six (6) hours in a given day, and do not occur
more than twice in a given semester, with the same participants. These programs may
be planned and managed in collaboration with community partners.

(1) Programs need to be reviewed/approved at the departmental level. Programs
need not undergo review by President’s Staff member and Treasurer’s Office to
be considered College-sponsored unless the program involves higher risks than
that of a general academic program.

(2) Staff (adult supervisors, chaperones and volunteers)

(a) Staff includes, but is not limited to, adults participating in the program as
coaches, counselors, directors, leaders or chaperones. Staff may be College
employees, Muhlenberg students or representatives from third party
partners.

(b) All Staff must have undergone the following background checks within the
last three (3) years before being eligible to participate in programs involving
children. The Human Resources Office can run these checks for Muhlenberg
employees, students, and volunteers.

a) Child Abuse History Clearance (U.S. citizens only)

b) State Criminal Background Check (U.S. citizens only)
c) Federal Criminal History Record (U.S. citizens only)
d) Global Background check (non-U.S. citizens)

(3) Parental Consent Forms only need to be utilized if the participants did not have
to complete a “field trip form” with their third party group.

(4) Program/activity must involve at least one Staff person per sixteen (16) children
at all times. A different ratio may be appropriate depending upon the activities
and age(s) of participants.

(5) Campus Safety shall be informed of the location of the activities and the number
of participants. This may be accomplished by simply having the basic event
information added to the R25 system.
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IV. College Sponsored Programs

A. Longer Duration Programs on or off campus not involving overnight
stays.

1. General elements

a. Parents or legal guardians of participating children should complete and
sign a Parental Consent Form?.

b. See Special Considerations section for Medical and Release Form*
requirements.

c. A roster of participants and an itinerary shall be provided to Campus
Safety.

d. Staff (adult supervisors, chaperones and volunteers)

i. Staff includes, but is not limited to, adults participating in the
program as coaches, counselors, directors, leaders or chaperones.
Staff may be College employees, Muhlenberg students or
representatives from third party partners.

ii.  All Staff should have undergone the following background checks
within the last three (3) years before being eligible to participate in
programs involving children. The Human Resources Office can run
these checks for Muhlenberg employees, students, and volunteers.

e) Child Abuse History Clearance (U.S. citizens only)

f)  State Criminal Background Check (U.S. citizens only)
g) Federal Criminal History Record (U.S. citizens only)
h) Global Background check (non-U.S. citizens)

iii. Staff should be familiar with emergency exits and reporting areas in
the event of a building evacuation.

e. Program/activity should involve at least one Staff person per ten (10)
children at all times. A different ratio may be appropriate depending
upon the activities and age(s) of participants.

i. A minimum of two adult Staff should be present with children during
all programming times, including check-in and check-out times.

3 Document can be obtained from the Treasurer’s Office
4 Document can be obtained from the Treasurer’s Office
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ii. Staff is not to have any direct or electronic contact with participating
children other than contacts necessary and limited to the program.

2. Off-Campus

a. College faculty, staff and/or students with a desire to participate in such a
program should gather information regarding the program and the
associated safety aspects. Information can be gathered using the
Program Questionnaire® form. The information should then be forwarded
to the appropriate member of President’s Staff and the Treasurer’s Office
for review.

b. Programs only need to be reviewed once in a given fiscal year.

c. Programs reviewed and approved in prior fiscal year need not undergo a
full review. Accordingly, a College employee or student should simply
request information regarding any changes in programming, etc.

B. Longer Duration Programs involving overnight stays.

1. Parents or legal guardians of participating children should complete and sign
a Parental Consent Form®,

2. See Special Considerations section for Medical and Release Form’
requirements.

3. Aroster of participants and an itinerary shall be provided to Campus Safety.
4. Staff (adult supervisors, chaperones and volunteers)

a. Staff includes, but is not limited to, adults participating in the program as
coaches, counselors, directors, leaders or chaperones. Staff may be
College employees, Muhlenberg students or representatives from third
party partners.

b. All Staff must have undergone the following background checks within
the last three (3) years before being eligible to participate in programs
involving children. The Human Resources Office can run these checks for
Muhlenberg employees, students, and volunteers.

i.  Child Abuse History Clearance (U.S. citizens only)
ii.  State Criminal Background Check (U.S. citizens only)
iii.  Federal Criminal History Record (U.S. citizens only)

> Document can be obtained from the Treasurer’s Office
6 Document can be obtained from the Treasurer’s Office
7 Document can be obtained from the Treasurer’s Office
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iv.  Global background check for non-U.S. citizens

c¢. Staff should be familiar with emergency exits and reporting areas in the
event of a building evacuation.

5. Program/activity should involve at least one Staff person per ten (10) children
at all times. A different ratio may be appropriate depending upon the
activities and age(s) of participants.

a. A minimum of two adult Staff must be present with children during all
programming times, including check-in and check-out times.

b. Staff is not to have any direct or electronic contact with participating
children other than contacts necessary and limited to the program.

6. Off-Campus

a. College faculty, staff and/or students with a desire to participate in such a
program should gather information regarding the program and the
associated safety aspects. Information can be gathered using the
Program Questionnaire® form. The information should then be forwarded
to the appropriate member of President’s Staff and the Treasurer’s Office
for review.

7. Spaces and Places
a. College-Owned Housing

i. Residential Services and Campus Safety offices should review plans
for any programs involving overnight stays in order to ensure that
adequate safety and security measures are employed. Such plans
should be reviewed and approved prior to any requests for facilities
reservations.

ii. Programs involving overnight stays by participants under the age of
14 should include a curfew/lights-out time. Designated supervisors
and/or chaperones should conduct a roll call or bed check at time of
such curfew/lights-out or at a designated evening time for camps
exclusively involving children age 14 and older. Hourly hall checks
are recommended between lights-out and 3 a.m.

iii.  Staff should be familiar with emergency exits and reporting areas in
the event of a building evacuation. These items should be reviewed
with all overnight guests.

8 Document can be obtained from the Treasurer’s Office
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iv. Staff must contact Campus Safety immediately if any child is
unaccounted for at roll call.

v. Staff must account for children when utilizing bathrooms and
showers and ensure that no children are left alone with adults or
with other children of a significantly greater age.

b. Sleeping

Female Staff should conduct the bed checks for female participant
rooms and male Staff are to check male participant rooms.

Children age eight (8) and under should sleep on the bottom bunk of
bunk beds.
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V. Third Pa Independently Managed/Organized Programs

A. Longer Duration Programs not involving overnight stays

1.

Third parties must first complete a Conference and Event Services Application®.
The Application requires third parties to describe the safety and wellness
protocols that will be utilized throughout their program. College representatives
will review the Application to ensure that acceptable safety measures are part of
the proposed program.

(i) Program/activity should involve at least one Staff person per ten (10)
children at all times. A different ratio may be appropriate depending
upon the activities and age(s) of participants.

(if) A minimum of two adult Staff should be present with children during all
programming times, including check-in and check-out times.

(iii) Third parties should develop and follow a detailed program itinerary.

Third parties conducting programs involving children on College property must
provide a Certificate of Insurance naming the College as an additional insured.
Certificate must show evidence of general liability and sexual molestation
coverage. The College reserves the right to evaluate the limits and carriers
presented on such Certificates and may require third parties to increase limits or
add coverage(s) depending upon the nature of the proposed program/activities.

Third party must provide written assurance that all adults participating in
program are in compliance with PA Act 153 and have accordingly passed the
following background checks:

(i) Child Abuse History Clearance (U.S. citizens only)
(ii) State Criminal Background Check (U.S. citizens only)
(iii) Federal Criminal History Record (U.S. citizens only)
(iv) Global Background check for non-U.S. citizens

Campus Safety shall be informed of the location of the activities and the number
of participants. This may be accomplished by simply having the basic event
information added to the R25 system.

Staff should be familiar with emergency exits and reporting areas in the event of
a building evacuation.

College staff will orient third party Staff with on-campus safety aspects relevant
to the program. Said safety aspects will include the locations of emergency

9 Application can be accessed via the College website or at Seeger’s Union.
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exits, defibrillators, fire extinguishers and alarms as well as emergency contact
information.

Third parties are to be given a copy of the Risk Protocols for Programs Involving
Children. Third parties should provide written acknowledgement of receipt of the
Protocols

Third parties should be encouraged to review protocols for College
Managed/Organized Programs contained in this document.

B. Longer duration programs involving overnight stays

1.
2.

A roster of participants and an itinerary shall be provided to Campus Safety.

Staff should be familiar with emergency exits and reporting areas in the event of
a building evacuation.

Program/activity should involve at least one Staff person per ten (10) children at
all times. A different ratio may be appropriate depending upon the activities and
age(s) of participants.

A minimum of two adult Staff must be present with children during all
programming times, including check-in and check-out times.

Third parties must first complete a Conference and Event Services Application?®.
The Application requires third parties to describe the safety and wellness
protocols that will be utilized throughout their program. College representatives
will review the Application to ensure that acceptable safety measures are part of
the proposed program.

Third parties conducting programs involving children on College property must
provide a Certificate of Insurance naming the College as an additional insured.
Certificate must show evidence of general liability and sexual molestation
coverage. The College reserves the right to evaluate the limits and carriers
presented on such Certificates and may require third parties to increase limits or
add coverage(s) depending upon the nature of the proposed program/activities.

Third party must provide written assurance that all adults participating in
program are in compliance with PA Act 153 and have accordingly passed the
following background checks:

i.  Child Abuse History Clearance (U.S. citizens only)

ii. State Criminal Background Check (U.S. citizens only)
iii. Federal Criminal History Record (U.S. citizens only)
iv. Global Background check for non-U.S. citizens

10 Application can be accessed via the College website or at Seeger’s Union.
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10.

11

12.

13.

Third parties should develop and follow a detailed program itinerary.

Program/activity should involve at least one Staff person per ten (10) children at
all times. A different ratio may be appropriate depending upon the activities and
age(s) of participants.

(a) A minimum of two adult Staff must be present with children during all
programming times, including check-in and check-out times.

College staff will orient third party Staff with on-campus safety aspects relevant
to the program. Said safety aspects will include the locations of emergency
exits, defibrillators, fire extinguishers and alarms as well as emergency contact
information.

. Third parties are to be given a copy of the Risk Protocols for Programs Involving

Children. Third parties should provide written acknowledgement of receipt of the
Protocols

Third parties should be encouraged to review protocols for College
Managed/Organized Programs contained in this document.

Spaces and Places - College-Owned Housing

(a) Residential Services and Campus Safety offices should review plans for any
programs involving overnight stays in order to ensure that adequate safety
and security measures are employed. Such plans should be reviewed and
approved prior to any requests for facilities reservations.

(b) Programs involving overnight stays by participants under the age of 14
should include a curfew/lights-out time. Designated supervisors and/or
chaperones should conduct a roll call or bed check at time of such
curfew/lights-out or at a designated evening time for camps exclusively
involving children age 14 and older. Hourly hall checks are recommended
between lights-out and 3 a.m.

(c) Staff should be familiar with emergency exits and reporting areas in the
event of a building evacuation. These items should be reviewed with all
overnight guests.

(d) Staff must contact Campus Safety immediately if any child is unaccounted for
at roll call.

(e) Staff should account for children when utilizing bathrooms and showers and
ensure that no children are left alone with adults or with other children of a
significantly greater age.
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(f) Sleeping

(i) Female Staff should conduct the bed checks for female participant rooms
and male Staff are to check male participant rooms.

(i) Children age eight (8) and under should sleep on the bottom bunk of
bunk beds.
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