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VOLUNTEER REGISTRATION AND SCREENING INFORMATION

Special Olympics Wisconsin (SOWI) would not exist today without the time, energy, commitment and caring of our
10,100 volunteers. SOWI relies on volunteers at all levels of the movement to ensure that every athlete is offered a
safe and quality sports training and competition experience. Although SOWI cannot guarantee the safety of all
participants in all circumstances, we recognize our responsibility to take all reasonable steps to ensure a safe
environment for all. As a result, after considerable research and planning, Special Olympics International (SOI) has
developed and implemented a volunteer screening policy which is mandatory for all U.S. Programs. The policy is
based on, and in compliance with, SOI’s volunteer screening policy.

In order to be considered for participation as a volunteer for SOWI, all volunteers must register as either Class A or
Class B volunteers, according to their level of involvement listed below. Volunteering, like employment, with
SOWTI, is an “at will” relationship.

CLASS A VOLUNTEER REGISTRATION AND SCREENING POLICY AND PROCEDURES

Class A Volunteer Classifications
e Volunteers who have regular, close physical contact with athletes

Volunteers in a position of authority or supervision with athletes

Volunteers in a position of trust with athletes

Volunteers who have an above-average level of authority or involvement with SOWI

Volunteers who handle cash or other assets of SOWI in amounts equal to or greater than $15,000

Class A volunteers, adults and minors, include, but are not limited to, the following roles with SOWI:

Agency Managers and Co-Managers

Coaches, including ALPs Athletes as Coaches

Chaperones

Unified Partners

ALPs Mentors

Drivers of athletes (as requested on behalf of SOWI)

Those who have administrative and/or fiscal authority who act on behalf of SOWI
Committee Members—State and Regional level, including ALPs
Management Team Members (Games/Region/Agency)

Board Members

Staff

Class A Volunteer Eligibility
1) Adult Volunteer Eligibility

a)
b)
c)

d)

€)

Individuals must be age 18 and over

Individuals must complete Protective Behaviors training

Individuals have submitted an adult Class A Volunteer Registration form and have been screened and
approved by SOWI

Adult volunteers may drive on behalf of SOWI provided they are not restricted based on the results of the
background screening

Adult volunteers may handle cash or other assets of SOWI in amounts equal or greater than $15,000
provided they are not restricted based on the results of the background screening

2) Minor Volunteer Eligibility

a)
b)

c)

d)
€)

Individuals eight through 17 years of age are eligible to volunteer for certain SOWI positions

Individuals must complete Protective Behaviors training

Individuals have submitted a minor Class A Volunteer Registration form and have been screened and
approved by SOWI

All minors will be automatically restricted from driving on behalf of SOWI

Minors will not be restricted from financial duties because the screening method used would not be able to
determine whether or not a minor has a criminal record in regards to financial issues. Each Agency or
SOWI event would need to make a decision whether or not to use minors for financial duties.

Chaperones at State competitions or overnight events must be 16 years of age or older
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g) The age eligibility requirements listed below indicate the least restrictive requirements mandated by SOWI.
Individual Agencies or SOWI-sponsored events can adjust these to be more restrictive to reflect the needs
of the Agency or event.

e Agesi14-17
o No parent or guardian need accompany the minor, but supervision by adult Class A volunteers
must be present
e Ages8-13
o Must be accompanied by parent or guardian to closely supervise the minor at the practice or event
e No one under age eight is eligible to be a Class A volunteer

Class A Volunteer Registration Overview

To be considered for participation as a Class A volunteer, prospective volunteers must submit a signed, completed
and truthful SOWI Class A Volunteer Registration Form. Failure to do so may result in the rejection of the
registration form or termination from the program.

The decision of SOWI with regards to any volunteer’s registration form and their suitability for volunteering rests
with the sole and absolute discretion of SOWI. In exercising that discretion, SOWI shall be guided by its mission
statement and the VVolunteer Policy and Procedures.

Management of the Class A volunteer registration and background screening is performed by the VVolunteer Records
Manager at the The Headquarters office office. Registration forms are available from the Regional office or The
The Headquarters office office. The samples included in this section of the handbook cannot be used for
duplication.

Class A Volunteer Registration Process

1) All volunteers must be registered, screened and granted official volunteer status by SOWI prior to their
involvement. Once screened and accepted, Class A volunteers will be re-screened every three years. Re-
registration is not required for subsequent screening, but volunteers are required to complete the online
Protective Behaviors training every three years and update SOWI on any information on the form that has
changed.

2) For new volunteer applicants, the Adult or Minor Class A Volunteer Registration form is to be filled out
completely and an original SOWI form must be used. Copies or faxes will not be accepted. For the Adult form
all areas printed in red are required. For the Minor form all fields are required. Any Class A Registration form
without the required information will be returned to the prospective volunteer. No copies or tracking is done on
returned or incomplete forms. New applicants must complete the online Protective Behaviors training at the
time of submitting the Class A Volunteer Registration form (note: forms will only be held for 90 days without
confirmation of Protective Behaviors completion). VVolunteers must use the exact same full name and current
address when completing the Protective Behaviors training as they do when completing the Class A Volunteer
Registration form so that records can be matched.

3) Itis highly encouraged that all Class A volunteers view the General Orientation DVD. Agency managers may
show the General Orientation and submit a General Orientation Registration Form to The Headquarters office
or Class A volunteers can view the General Orientation independently online at
www.specialolympicswisconsin.org.

4) Volunteer registration forms will be processed within approximately two weeks of arrival and the volunteer
applicant will be notified of their volunteer status via a letter from SOWI.

a) Volunteer applicants who are approved for full involvement will receive an approval letter and a
registration card.

b) Volunteer applicants who meet the criteria for limited involvement (approved but with restrictions) will
receive an approval letter with one or more of the following restriction codes listed on their registration
card:

1. No transporting athletes or volunteers (this automatically appears for minor’s and athlete volunteers)
2. No financial duties

3. No direct contact with athletes

4. No chaperoning (this automatically appears for athlete volunteers and volunteers under the age of 16)

c) Volunteer applicants whose criminal background check discloses one of the disqualifier offenses will be
sent a letter of denial. The Regional office and Agency manager will be sent a letter informing them of the
volunteer applicants’ denial status. Refer to Class A Volunteer Background Screening section for more
information.

5) When registered minor volunteers reach the age of 18, SOWI will notify the volunteer by sending them an
Adult Class A Registration form and alerting the Agency manager that an Adult Class A Volunteer Registration
form needs to be completed. They will be required to re-register by completing this form and mailing it into
The Headquarters office within 60 days.
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6) Volunteers providing a professional service requiring licensing and/or certification are required to submit a
copy of their license and/or certification to SOWI. This includes, but is not limited to, medical personnel, life
guards and volunteer bus drivers.

Class A Volunteer Registration at Competitions
1) Regional, District, and Sectional Competitions

a) Agencies are advised to have all of the coach/chaperone delegates at the Regional, District, and Sectional
competitions be registered Class A volunteers. While this is not a required standard for Agencies, this is
recommended as it is in the best interest of all of the athletes and volunteers.

2) State Level Competitions

a) All coach/chaperone delegates for a State level competition must be a registered Class A volunteer in order
for that Agency to compete in that competition. Agencies listing non-registered coach/chaperone delegates
will have their registration materials denied and will not be allowed to compete (no un-named chaperones
can be listed on the event registration). At the event, the head of delegation/head coach must go to
Tournament Central and have their photo ID checked or they must be visually identified by a SOWI staff
member or a designated key volunteer.

b) It is the responsibility of the Agency’s head delegate to ensure compliance at the Games/Tournament. The
Agency’s head delegate will sign off on their Agency’s State Games registration materials.

c) The Agency head of delegation/head coach will need to submit a form provided by The Headquarters office
when they register at Tournament Central certifying that all coaches and chaperones attending the State
competition are Class A registered and that he/she has viewed photo ID’s or visually verified each coach
and chaperone. If a registered Class A volunteer is unable to attend an event, the substitute needs to be a
Class A volunteer.

Class A Volunteer Privacy Policy

SOWI realizes that our current and prospective volunteers are concerned with the possibility of identity theft. As
part of SOWTI’s volunteer screening policy, we strive to keep all sensitive information obtained from the volunteer
registration process confidential and secure.

The following guidelines are followed to ensure that prospective and registered volunteers’ confidential information

is secure:

e We encourage Class A volunteers to mail their forms in envelopes marked confidential. The forms are
processed by an individual authorized to review and input the information into our volunteer database.

¢ In the volunteer database, the social security number field can only be viewed by a limited number of paid staff
members.

e Class A Volunteer Registration forms are kept in a locked file cabinet.

e Information entered to do a background check, including social security number, is entered via SOWI’s
approved vendor’s (Intellicorp) secure website. A limited number of SOWI staff have authorization to perform
these background checks.

e Social security number or birth date information will not appear on any report used either internally or sent to
an Agency manager.
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Class A Volunteer Background Screening

Background screening is conducted as part of the Class A volunteer registration process for new volunteers and on
an ongoing basis for currently registered Class A volunteers. The screening process differs depending on whether
the prospective or current volunteer is an adult (age 18 or over) or a minor (age eight to 17).

1)

2)

Class A Adult Volunteer Screening
a) Criminal Background Record Check
e SOI’s Volunteer Screening Policy requires SOWI to perform criminal background checks on all new
and currently registered adult Class A volunteers. SOWI is required to use an SOIl-approved national
vendor who uses a national database that includes the sex offender registry for each state in which the
sex offender registry is available. SOWI has selected the national vendor Intellicorp.
b) Motor Vehicle Record Check
e If the prospective volunteer enters “yes” to either of the questions regarding their driving record on the
Adult Class A Volunteer Registration form, or if SOWI receives information through the background
check process that the applicant may have motor vehicle-related convictions, then SOWI will conduct
a motor vehicle record check for prospective adult volunteers. Likewise, if during the periodic
criminal background record checks for currently registered volunteers, SOWI receives information of
motor vehicle-related convictions, SOWI will conduct a motor vehicle record check.
c) Photo ID Check
e The prospective volunteer must either send in a photo copy of a picture identification (drivers license
or state issued ID, passport, military ID or student ID) with their Adult Class A Volunteer Registration
form or they must have an Agency manager or SOWI staff view their photo ID and sign off on the
form.
Class A Minor Volunteer Screening
a) Background Record Check
e Since SOWI is not able to obtain minor criminal records, a minor must have two non-related
references sign and complete the reference information on the Minor Class A Volunteer Registration
form. One reference must be from the applicant’s school or a civil organization.
b) Motor Vehicle Record Check
e A motor vehicle check is not performed for a minor since SOWI does not allow minors to drive on
behalf of SOWI.
c) Photo ID Check
e For minors, photo ID checks are required only to the extent they are available. If available, the
prospective volunteer must either send in a photo copy of a picture identification (drivers license or
state issued ID, passport, or student ID) with their Minor Class A Volunteer Registration form or they
must have an Agency manager or SOWI staff view their photo ID and sign off on the form.

Results of Criminal Background Record Check
Automatic Disqualifiers — Criminal

If the criminal background record check discloses a conviction for any of the offenses listed below, the prospective
or current volunteer will be automatically disqualified from participation as a volunteer for SOWI in any capacity
and shall not have any right of appeal:

Child abuse

Sexual abuse of a minor/adult

Causing a child’s death

Neglect of a child/individual for whom the potential volunteer had/has responsibility
Kidnapping

Murder

Manslaughter

Felony assault

Arson

Criminal sexual conduct

Volunteer Policies— AMH 2011 - 2012
Page 4



Potential Disqualifiers - Criminal

If the criminal background record check discloses a conviction for any of the offenses listed below, SOWI may deny
the prospective or current volunteer from participation as a volunteer for SOWI in any capacity. The volunteer does
have a right to appeal in writing to the SOWI appeals committee.

e Adverse judgment for damages for civil penalty involving sexual or physical abuse of a minor

Theft of funds

Fraud

Larceny or other financial crime

Prostitution-related crime

Controlled substance crime

Being a subject of any court order involving any sexual abuse or physical abuse of a minor that restricts contact
with a minor

Automatic Disqualifiers — Driving (for offenses occurring within a specific time frame)

If the criminal background record check or motor vehicle record check discloses a conviction for driving under the
influence of alcohol or drugs, driving while intoxicated, driving while impaired by alcohol or drugs or comparable
offenses within the seven years immediately preceding the record check, the prospective or current volunteer shall
automatically be disqualified from driving on behalf of SOWI and shall have no rights of appeal until seven years
has passed since the last conviction (as listed above) has appeared on their record. At such a time, it will be the
responsibility of the volunteer to initiate a request to have the restriction removed. The request must be sent to The
Headquarters office in writing. At the time of receipt, SOWI will perform a new motor vehicle record check to
ensure that the restriction can be lifted. The volunteer will receive a letter with the status of the restriction, and if the
restriction has been removed, a new SOWI volunteer card.

Potential Disqualifiers — Driving (for offenses occurring within a specific time frame)

If the criminal background record check or motor vehicle record check discloses convictions for three or more
moving violations within the three years immediately preceding the record check, or if the volunteer has a
probationary license, the prospective or current volunteer shall automatically be disqualified from driving on behalf
of SOWI and shall have no rights of appeal until a time when they have less than three moving violation convictions
in three years appearing on their record. At such a time, it will be the responsibility of the volunteer to initiate a
request to have the restriction removed. The request must be sent to The Headquarters office in writing. At the time
of receipt, SOWI will perform a new motor vehicle record check to ensure that the restriction can be lifted. The
volunteer will receive a letter with the status of the restriction, and if the restriction has been removed, a new SOWI
volunteer card.

Volunteer Denial Appeals Process

Prospective volunteers denied involvement with SOWI will be notified via a letter of denial. SOWI will attempt to
expedite notification as quickly as possible; however, the review process can be lengthy. A separate letter will be
sent to the Agency manager and the Regional office informing them of the applicant’s status. Reason for denial
will not be listed on either letter. Should the applicant wish to verify or contest the information on which the denial
decision was made, they may contact Intellicorp per the instructions in the denial letter.

If a prospective volunteer was denied participation based on a criminal offense which is categorized as an Automatic

Disqualifier, there can be no appeal. If a prospective volunteer was denied participation based on a criminal offense

which is categorized as a Potential Disqualifier then the applicant must submit the appeal in writing with the

following information:

e Description of the offense and circumstances surrounding it;

e Sentence delivered and served, if any;

e  Statement about why the prospective volunteer should be allowed to be a volunteer for SOWI; and

e Name, address and telephone number of two character references who are not related to the prospective
volunteer and how the references know them.

The Application Review committee will render a decision and notify the prospective volunteer in writing within 30
days of receiving the appeal request.
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CLASS A ADULT VOLUNTEER REGISTRATION FORM SAMPLE

SPECIAL OLYMPICS WISCONSIN

ADULT

CLASS A VOLUNTEER REGISTRATION FORM
(This form 15 for zpplicants age 18 or older)

FIELDS IM EED ARE FEQUIRED, the form will not be processed if left blank. Please use ink and print one letter in each space.

Section One — General Information

Name: |__| ]
LAST FIRET INIT.
Mailing Address:

NUMEEE. STREET APT
Ciev: || | State: Zip:

Home Phone: || | |- - || Alternate Phone: ||
E-Mal: || | [ | [ | I [ | I | [ | [ | |

Employer:| | | | [ [ | | [ [ | I | [ | | [ [ LT ]

Male O Female

Birth Date: | I o I O | (This form is for applicants age 150

Social Security Number: || | |- - s information is kept confidential )

Driver’s License Number +: -| | |Seate: ||

* Diniver's License Mumber is required in arder to Aove on Yehalf off 5 | 1A Vlafk, fonp will be restficted Tom driving on bekalf of SOWL.

O Single O Mamied Former Name: |

Spouse is a registered volunteer: [1Ves

Emergency Contact: |_ | | |

Phone: |_ | N | L I | |

Section Two — Special Olvmpics Involvement
Please check all that apply:

O Ihave completed the online Protective Behaviors Training at www specialolympicswisconsin org on

O Special Olympics Athlete
O Veolnteer {Coach/Chaperone/ Agency Manager/Agency Volunteer Y oung Athletes Program (YAP)} — Complete Agency
Number/ YAP Site below:
Agency Number: |__ |- |_| YAP Number: |__ |- |
O Committee Member/Staff Board of Directors — Flease check below which Area vou volunteer with (visit

www.specialolympicswisconsin.org for a map to locate vour area):

O Program/State Office O North Central Area 2 [ Indianhead Area 3 O Fox Valley Area 4
O Northeastern Area 5 O South Central Area § O Southeastern Area 7 O Greater Milwaukee Area 8

Year you began volwmteer service for Special Olympics Wisconsin: __ || (e=ample 2001)

Do you wish to participate in the Special Olympics Wisconsin Years of Service Award Program? YES O NOO

Volunteer Policies— AMH 2011 — 2012
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Updated: 0772810

Section Three — Screening Information
Photo identification verification:

I have attached a photocopy of my photo ID (State drver's license or state 1ssued ID, passport, student ID, military ID),
I have had an Agency Manager or SOWI staff venfy myv identity (Agency Manager or SOWT staff must sign below):

)

Agency Manager or SOWI Staff Signature Date Agency Manager or S0WT Staff Printed Name

All five questions below must be answered truthfully or you will automatically be disqualified:

YES NO
1. Do wom use Lo mal drmnmsT oottt et e e e oo s eo e eoene s e s e s e e am s s eame e s .0 O
2. Have vou ever been convicted of 2 crmminal offemseT oo s .a O
3. Have vou ever been charged with neglect, abuse, assault, sexual assault or cnnmes mveolving violence or threat of violence? O
4. Has your driver’s license ever been suspended or revoked im any stateT .0 O
5. Have vou been convicted of, or plead zmlty to, three or more moving viclations within the past three years? ... .a O

Section Four — Volunteer Agreement and Release

PLEASE READ CARFFULLY BEFORE SIGNING:
I hereby understand and’or confirm the following:

® The informaton provided above may be venfied by SOWI at itz sola : pefnission is given to SOWI to conduct a

check of eninunal andor drrver’s license records, and to_paalfe mg cermng the applicant’s smitzbility o be a

o I releasze SOWI from any and all ability whi

¢ [ acknowledge that I will be usinz facilifies bt ofy pw | ajpd E phatf herebv release, discharge and mdemmefy
SOWTI from all hability for mpf o Ly

¢ In the course of voluntesring/fo fidenfial information and I agree to keep said mformation in the
strictest confidence;

¢ [ zrant SOWI pernussion to r likeness, volce and words in television, radio, film or m any form to promote activities of
SOWT;
¢ [ amresponsible for informing S0OWI of any changes to the information contained on this application;

¢ [ have read and understand the Coach/Volunteer Code of Conduct prninted on the back page of this form.
I affirm that I am age 13 or over and I have read and understand this application and the information provided is true and complete.

Signature: Dhate:

Guardian®s Signature: Drate:
(for adults who are not their own guardian)

EETURN FOEM TO: Velunteer Begistration TR OFFICE USE ONLY

Spedial Olympic: Wisconsin O Approved
2310 Crossroads Dinive Ste 1000 O Mo Eastrictions
Madizon WI $3718-7600 O Esstriction 1 — Mo driving oo bahalf of S0WL
O Esstriction 2 - Mo Snaxcial dutes for SOWL
FOR QUESTIONS CONTACT: (608)222-1324 S Bt A
(300) 552-1324 O Diisapprowed )
Cam: Initials:

Special Olympics Wisconsin 1s an equal opportumity volunfeer crganization and will not diseriminate on the basis of race, color, religion,
gender, o1 national ongn. Gender 15 requested solely for the puwrpose of conducting driver’s license and criminal records checks. Sinet
confidentabity 15 maintained with all mformation given

Created by the Joseph P. Kennedy Jr. Foundation. Authorized and Accrediied by Specials Olympics, Inc., for the Benefit of Persons with Cogniive Disakdites.
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CLASS A MINOR VOLUNTEER REGISTRATION FORM SAMPLE

SPECIAL OLYMPICS WISCONSIN
MINOR

CLASS AVOLUNTEER REGISTRATION FORM
(This form is for applicants ages & to 17)
ALL FIELDS ARE REQUIRED, the form will not be processad if any are left blank. Please use ink and print one letter in each space.

Section One — General Information

Sy T N Y N ) I

Mailing 3::1.1. BE" TJ.q—I— ] —LﬁFlm— ] _Tirl_ EFREEEEEEEE _|__| I__PL

City: || ]| State: ||| Zip |__|_|__|

Home Phone: |__ - _|_ NN

EMait ||| e e e e e

Birth Date: |- H__ ||| {this form is for applicants ages 8 to 17) Gender: g [ Female

Emergency Contact: || [ | | | | || |1 ||| 1 EEEEEEEEEN

Phome:|_ || F_ L L H LI Re]nn-:-us]up/jé L_/% RN EE
D

Section Two — Special Olvmpics Involv e t

W

it at www. specialolvinpicswisconsin org on

Agency Number: | |-

O Special Olympics Athlete

O Ihave completed the online Proteci

Vear applicant bagan volunteer serviceNfer Spectal Olhympics Wisconsin: _|_|__|

Dwpes applicant wish to participate in the Special Olympics Wisconsin Years of Service Award Program? TES O NOO

Section Three — Screening Information

Flease provide o personal'professional references who are at least 18 years of age and are not the applicant’s relative or guardisn. One
reference must be from the applicant’s school, church or a civic group.

To be completed by Applicant’s References: By sigming below, I confirm the following:

1. Tam at least 18 years of age and am not 3 legal guardian or relative of applicant;
2. 1 am notaware of amy reason that applicant should not be permitted to vohintesr on behalf of Special Olympics; and
3. Idonot possess any information that would canse me to believe applicant would pose any undue nisk to Special Olympics athlates or
others who participate in Special Olympics
Beference Mumber One Information Reference Number Two Information
Feference Mumber Cne Signature Drate Feference Mumber Two Signature Diata
Feference Mumber One Printed MName Feference Mumber Two Printed MName
Eelationship to Applicant (how you know applicans) Eelationship to Applicant (how you know applicant)
Organization Tnstimation Mame and Phone MNuomber OrzanizatonInstitution Mame and Phone Humber
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Section Three — Screening Information (continned)

Photo idenfification verification: (for minors, photo ID checks are only required to the extent available)
O Applicant does not have a photo ID,
OR O A photocopy of applicant’s photo ID is attached (5tate drivers license or state issued ID, smdent IT), passport),
OR O An Agency Managsr or 50WI staff member has verified applicant’s identity (Agency \_auager or S0WT staff mmst sign below):

Agancy Manager or S0OWI Staff Signamre Drate Agency Manager or S0WT Staff Printed Name
Al four questions below mmst be answered truthfully as they apply to the minor applicant: NO
1. Do you use illegal dmgs? ... O
2. Have you ever been cu:u'u:bed ofa cru:r_mal u]’j&me O
3. Hawe yon ever been charged with neglect, abuse, as:aulL =e1:1.1.°_l ass.auJ oF Crimes mmln:lg 'rml.e O
4. Has your driver’s license ever been suspended or revoked in amy state? O
Section Four — Volunteer Agreement and Release D
PLEASE READ CAREFULLY EEFORE SIGNING-
I hereby understand and‘or confirm the Allow
# The information provided abovg difcretion, and permission is given to SOWT to make inguiry
of others conceming applicants| suitAGINGY ming applicants volunteer service with SOTWWT,
« Ireleaze SOWT from any and az @ result of the volunteer screening process;
#» I acknowledgze that applicant willhbe app]icanr_-. own risk and L O WY oW behaL hereby release, discharge and

# Inthe course of volunteering fg SOPAT, app]]cant :ua} be dl.lalmg v.'::h c-:-n.ﬁd.&nna] mfm‘:uatu:t a:v:l applicant agress to keep said
information in the sirictest confidence;

#  The relstionship beraeen S0WT and voluntesrs is an “at will” armangement, and that it may be terminated at any dme without cause
by either the volunteer or S0WT;

# I zranmt 50WT permission to use applicants likeness, voice and words in television, radio, film or in any form to promote actvities of
SOWT;

» I am responsible for informing S0OWT of any changes to the information contzined on this application;

# I have reviewed the CoachVolunteer Code of Conduct with minor applicant

I affirm that I have read and understand this application and the information provided is true and complete.

Parent/Guardisn Signature:; Diate:
r Applicant Signanire; Diate:
RETURN FORM TO: Vohmieer Regisoation FOR QUESTIONS CONTACT: FOFR OFFICE USE ONLY
Special Olympics Wisconsin (608) 222-1324 ] N
1310 Crosstoads Dr 5t=1000  (300) 552134 Higpred M Disapgrvad
Madison, WT 53718-7600 Data: Tnitials

Spo-u_ Ohymapics Wisconain is an egml oppertunity wolumtesr orgazmization and will not discriminate on the basis of ace, color, mligion, gender, or national crigin. Gender
s Tequasted sclaby for the purposs of the scresning process. Strict conSdentiality is maintined with all infermation given.

Cresied by e Joseph P. Kznredy Jr. Foundsfon. Authorized snd Accredied by Specials Olympics, Inc., for the Benefi of Percns with Cognifive Disabiiies

Updated: 07/28/10
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CLASS B VOLUNTEER REGISTRATION AND SCREENING POLICY AND PROCEDURES

Class B Volunteer Classification
e Volunteers who have only limited contact with athletes
¢ Volunteers who have contact with athletes accompanied by registered Class A volunteers

Class B volunteers, adults and minors include, but are not limited to, the following roles with SOWI:
e Day of Event volunteers

e Healthy Athletes volunteers

e Volunteers who drive on behalf of SOWI but do not transport athletes

Class B Volunteer Eligibility
1) Class B Adult Volunteers Eligibility
a) Individuals must be age 18 or over
b) Individuals have provided the registration information required by the Class B adult volunteer registration
policy
2) Class B Minor Volunteers Eligibility
a) Individuals age 8 through 17 years of age are eligible to volunteer for SOWI for certain positions
b) Individuals have provided the registration information required by the Class B minor volunteer registration
policy
c) The age eligibility requirements listed below indicate the least restrictive mandated by SOWI. Individual
Agencies or SOWI-sponsored events can adjust the requirements to be more restrictive to reflect the needs
of the Agency or event.
o Agesl4-17
o No parent or guardian need accompany the minor, but supervision by adult Class A volunteers or
staff must be present
e Ages8-13
o Youth groups must be accompanied by adult supervision with a minimum of one adult chaperone
for every four volunteers.
o Individual minor must be accompanied by a parent or guardian who will be closely supervising the
minor at the event.
e No one under age 8 is eligible to be a Class B volunteer

Class B Volunteer Registration Overview

Class B volunteers will be managed at the level in the organization with which they participate. Therefore, if an
Agency hosts an event utilizing volunteers other than their registered Class A volunteers they must follow the Class
B volunteer policies and procedures. A template of the Class B volunteer registration form that can be used at
Agency events is available from the Regional office or The Headquarters office.

Information on Class B volunteers will be managed at the level in the organization with which they participate;
State, Region or Agency. Registration forms are to be kept on file for three years from the date of involvement.

Class B Registration Process

1) Adult Registration Process
a) May pre-register prior to, or the same day of the event
b) The following registration information must be obtained:

e Lastname

First name

Initial

Address type

Organization name

Mailing address

City

State

Zip code

Home phone

Business phone

Cell phone
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Email
Date of birth
Club/group affiliation
Job name
Job location
e Jobdate
c) Photo ID or visual verification is required of all adult Class B volunteers. For individuals registering on the
day of the event, they must either show a photo ID (drivers license or state issued ID, passport, military 1D
or student ID) or must be able to be visually identified by a SOWI staff member or designated key
volunteer.
2) Minor Volunteer Registration Process
a) May pre-register prior to, or the same day, of the event provided they have submitted a Class B Volunteer
Individual form with their parent or guardian’s signature.
b) The following registration information must be obtained:
e Lastname
First name
Initial
Address type
Organization name
Mailing address
City
State
Zip code
Home phone
Business phone
Cell phone
Email
Date of birth
Club/group affiliation
Job name
Job location
e Job date
c) Photo ID or visual verification is required of minor Class B volunteers only to the extent available.
d) Youth groups may not register on a group registration form since a parent or guardian signature is needed.

VOLUNTEER ROSTERS

SOWI distributes a Class A volunteer roster, which is a listing of registered Class A volunteers, to the Agencies and
Regional offices for volunteer management and updating. The rosters are sent five times a year.

Agency managers are requested to review the roster each time it is received and return it with the appropriate
updates. As part of this review, we ask that you identify volunteers that have not participated with your Agency in
the last 12-18 months and who are not likely to return as volunteers. SOWI will mark them as inactive in our
volunteer database and they will no longer appear on your roster. If these volunteers should return to your Agency
they can be re-activated (after making sure they are up-to-date with screening requirements) so they appear on your
roster again. By identifying inactive volunteers SOWI saves postage costs and money by reducing the number of
volunteers that need to be screened.

Class A Volunteer Roster Updating Guidelines
Please use the following guidelines when marking updates. We ask that you write your updates neatly in the
appropriate columns using a pen with RED ink.
1) NAME column

a) Volunteer Name — Write ‘delete’ next to any volunteer that is no longer with your Agency

b) Reg. ID' — Volunteer Registration ID generated by the volunteer database

c) Cls A - Volunteer class designation

d) Reg. Date’ — Date the volunteer was entered into the database (entry began in 1993)

e) Restriction Code? — To update this field, the volunteer must submit a request in writing

e No Restrictions — VVolunteer has no restrictions
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2)

3)

4)

Restriction 1 — No transporting athletes or volunteers on behalf of SOWI

Restriction 2 — No driving on behalf of SOWI

No contact with SOWI athletes

No chaperoning duties
Other SOWI Affiliations — Various roles such as Agency manager, parent, committee member, etc.

Pref. Address & Phone column

a) Address

b) Date Last Changed" — Date the volunteer’s record was last updated on our database

c) Info Source — Source of information updates such as the Class A Volunteer Registration form, the Class A
volunteer roster, etc.

d) Phone Numbers (home, business, fax)

e) Email Address

YRS of Service column

a) Yrs of Service Date — Year volunteer began volunteering for SOWI. This date is provided by the volunteer
or Agency manager and will be used to determine Years of Service awards. Please enter exact date or year
(for example “1999”), not the number of years. If the volunteer does not want to participate in the Years of
Service Award program, enter “decline” by their name.

Training/Certification column — Lists if the volunteer has viewed the General Orientation DVD video session

and any certified training schools. Requests to update missing General Orientation information can be made by

the Agency manager if a date and the name of the person who gave the session is provided. Do not mark
updates for missing sports certifications as you will need to contact the sports department at SOWI The

Headquarters office. (This information cannot be updated unless the volunteer sends in a completed Application

for Sports Training Certification form.)

a) Date: Date General Orientation session or certified training school was attended

b) Training/Certification: Lists General Orientation or certified training school attended (Skills indication is
the training category assigned by Special Olympics Inc.)

c) Expires: Date the sports certification expires which is three years from the date the sports certification
application was received at The Headquarters office. There is no expiration date for the General
Orientation DVD. Attending additional certified training schools will update the expiration dates on
existing unexpired sports certifications.

! Updates cannot be made to this field
% Requested updates to this field must be verified by a SOWI staff member

Athlete Volunteer Roster

Athlete Leadership Programs (ALPSs) train athletes to serve in meaningful leadership roles in addition to that of
competitor. As a result, SOWI now has dozens of athletes who also serve as volunteers for our program. However,
there are differences in how SOWI processes their information and manages their service compared to other
volunteers.

1)

Athletes are registered in the SOWI Games Management System (GMS) and all volunteers are registered in the
Blackbaud database system.

Of all the ALPs athlete volunteers, only athlete coaches and athletes who serve on Regional and State
committees will be screened because of their direct contact with athletes and because they are in a position of
authority and trust of other athletes. Athlete coaches cannot serve as chaperones at State competitions.

At this time, ALPs athletes are not included in the years of service awards. However, the Mike Schulte ALPs
Athlete of the Year was created to honor ALPs athletes for their leadership rather than sports achievements.
Athlete volunteers cannot drive on behalf of SOWI.
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COACH/VOLUNTEER CODE OF CONDUCT PHILOSOPHY AND PROCEDURES

Special Olympics was created and developed by the Joseph P. Kennedy, Jr. Foundation to give individuals with
cognitive disabilities wide-ranging opportunities for sports training and athletic competition. As in any sports
program, participants need and deserve quality training, fair competition and adequate preparation and supervision.

The growth and increased recognition, awareness and support of Special Olympics deems it necessary for SOWI to
protect the quality and integrity of the program. The Code of Conduct is an established standard guiding the
behavior of all SOWI coaches/volunteers.

A coach’s/volunteer’s verbal and physical behavior should reflect a positive and constructive attitude toward Special
Olympics competition and toward those volunteers, coaches, officials and event coordinators whose time and efforts
provide that competitive opportunity. This attitude reflects the confidence that decisions of the Games/Competition
Committee and sports officials are made with the best interests of a fair competitive experience in mind and are in
keeping with the goals/philosophies of Special Olympics.

Special Olympics coaches’ behavior serves as a positive example for their athletes and indicates a concern that the
fairest and most positive competitive experience is equally available for every Special Olympics athlete in the
competition. A coach accepts responsibility for the behavior of his/her athletes, family members and spectators both
in and out of the competitive arena while attending a Special Olympics event. The coach is recognized as the sole
representative in dealing with the sports officials.

Special Olympics Wisconsin Coach and Volunteer Code of Conduct

SOWI prides itself in sponsoring high quality sports training and competitions for people with cognitive disabilities.
The primary purpose of this Code of Conduct is to establish a high standard of coach/volunteer behavior that will
ensure the safety and well being of all athletes involved in training and competition. All coaches/volunteers are
expected to abide by the code of conduct and standards of behavior as established by SOWI. Coaches and
volunteers should be reminded that volunteering for SOWI is a privilege, not a right, and that the Agency manager
has the authority to make immediate accommaodations until final decisions can be made.

By agreeing to abide by the SOWI Code of Conduct, each coach/volunteer agrees to adhere to the following

coach/volunteer behavior:

e Uphold the philosophy, principles and policies of SOI and SOWI.

e Behave in a manner consistent with SOWI’s core values of mutual respect, positive attitude, accountability,
teamwork and dedication.

The following coach/volunteer behavior is unacceptable:

e  Profanity or verbal abuse e Possession of harmful weapons*

e Tobacco use in restricted areas e Physical abuse*

e Use of alcohol e Felony or misdemeanors (or any other illegal or

e  Frequent unexcused absences socially unacceptable behavior) which disrupts

e  Exhibition of poor sportsmanship or impedes the participation of athletes or

e Not following the rules of a sport others*

e Not providing adequate athlete supervision e Public forum posts that degrade the organization

e Submission of false or inaccurate competition e Not following the philosophy, principles and
qualification information policies of SOI and SOWI

e Violent or disruptive behavior *These offenses will _result in i_mmed!a_te_ suspension

e  Physical or verbal sexual overtures from any and all Special Olympics activities.

e Any unwelcome physical contact

e Use of illegal drugs or any controlled substance*

Coach/Volunteer Code of Conduct Disciplinary Steps

Should the behavior and/or attitude of any coach or volunteer be contrary to the Coach/Volunteer Code of Conduct,
then the following disciplinary steps may be taken by the Agency manager or a staff member from the Regional
office or The Headquarters office:

1) Verbal warning given to the coach/volunteer with a request to remedy the situation for continued participation
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2) Written warning given to the coach/volunteer with a copy to the Regional office and if a minor, the
parent/guardian or caseworker
3) Personal meeting with the coach/volunteer to review unacceptable behavior and to work out a plan for
improvement
e If the coach/volunteer is under 18, or over 18 and not their own guardian, he/she will be accompanied
by his/her parent/guardian or caseworker. If the coach/volunteer is over 18 and is his/her own
guardian, he/she may choose to have another adult present. The meeting will be documented in
writing and copies distributed to: the coach/volunteer, Regional office, The Headquarters office,
Agency file, parent/guardian or caseworker.
4) Suspension from volunteer service including, but not limited to, practices or competition
e The Regional office must be contacted before an Agency manager suspends a coach/volunteer. The
Regional office will discuss the circumstances and approve the action. The action will be documented
in writing and presented to the coach/volunteer parent/guardian (or caseworker) and a copy will be sent
to The Headquarters office.

Any further action must be referred to the Regional office. The Regional office, Director of Field Services and
Chief Operating Officer will approve any further action to be taken. Further action could be, but is not limited to:

e Suspension for more than one sport season

e Expulsion for one year or more

e  Permanent expulsion

Coach/Volunteer Code of Conduct Disciplinary Appeals Process

A coach/volunteer has the right to appeal a disciplinary action imposed on him/her with the Regional office,
Director of Field Services, or Chief Operating Officer. The coach/volunteer or their representative must submit a
written request for a meeting to appeal the decision within 30 days of being notified of the disciplinary action.
Based on the written appeal request, SOWI will make the decision on whether an appeal meeting is necessary. The
relationship between SOWI and volunteers is an “at will” arrangement and it may be terminated at anytime without
cause by either the volunteer or SOWI.

If deemed necessary, the appeal will be heard by a Code of Conduct appeals committee. A decision to reverse,
amend or affirm a disciplinary action will be submitted in writing to the individual and Agency manager and may
include a plan of action for the coach/volunteer to correct the unacceptable behavior that led to the disciplinary
action. The decision of the appeal committee is final and may not be appealed further.

Coach/Volunteer Grievance Procedure

Specific complaints against a coach or volunteer are to be filed with SOWI at the level of organization in which the
Code of Conduct violation(s) occurred. Code of Conduct violations occurring at the local Agency or
Regional/District event are to be filed with the Regional office. Code of Conduct violations occurring at a Sectional,
State or National event are to be filed with the Vice President of Program Services. All complaints are to be in
writing citing specific behaviors inconsistent with the philosophy of Special Olympics. Name and contact
information of the person making the complaint is also required.

Within two weeks of receiving a written complaint on a coach or volunteer, SOWI will implement the following

process of review:

1) Contact complainant and other persons involved to further discuss the nature of the complaint and confirm all
information

2) Contact the Regional office and send them a copy of the complaint

3) The Regional office will contact the Agency manager, explain the nature of the complaint and ask the Agency
manager to confirm or deny knowledge of the allegation.

4) If the Agency manager confirms the complaint, they will be asked to address the issue with the coach/volunteer
and take disciplinary action if required. Severity of the disciplinary action will be determined by SOWI.

5) If the Agency manager cannot confirm the complaint, SOWI will convene a coach/volunteer review team
consisting of the Regional office, Agency manager, Director of Field Services, and the Chief Operating Officer.
The review team will interview the coach/volunteer named in the complaint. If the nature of the complaint is
confirmed, the review team shall determine the severity of disciplinary action. If the nature of the complaint is
not readily confirmable, then the review team shall interview the complainant and determine if any action is
justified or needed in settling the issue of the complaint.

6) The decision of the review team is final and cannot be appealed.
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VOLUNTEER RECOGNITION

Special Olympics Wisconsin Award and Recognition Program
The Special Olympics Wisconsin Awards & Recognition Program annually recognizes the "best of" in thirteen
award categories.

Award Categories

Male Athlete of the Year

Female Athlete of the Year

Volunteer of the Year

Family of the Year

Coach of the Year

Agency Manager of the Year

Organization of the Year

Media Support of the Year

Mike Schulte Athlete Leadership Programs (ALPs) Athlete of the Year Award (Statewide Award)
Jerry Eilola Memorial Area Management Team Member of the Year (Statewide Award)
Roger Kasper Special Service Award (Statewide Award)

Chairman’s Award (Statewide Award)

Awards of Excellence

Award Guidelines

Recognize achievement at the local, Regional or State level

All nominations must be submitted on the SOWI Award Nomination Form. Contact your Director of Field
Services for a copy of the nomination form.

Only one nomination is allowed per award Form

Nominees can only receive one award per award period

All materials become the property of SOWI for their use in promotion of Special Olympics

Nominations can be submitted to the Regional office or The Headquarters office

Years of Service Awards

The Years of Service (YOS) Award Program recognizes those volunteers who regularly dedicate their time to
SOWI. To participate in the YOS program, volunteers must be registered as a Class A volunteer and SOWI must
have the year they started their volunteer service entered in our volunteer database. The Class A volunteer form
allows volunteers to indicate whether or not they would like to decline participation in the YOS program. Existing
volunteers may request to decline participation in the YOS program by either notifying their Agency manager or by
contacting The Headquarters office in writing.

Volunteers receive awards for every five years of service. Following is the breakdown of years and their
corresponding awards:

5 Year Award - Bronze 5 Year Service Pin

10 Year Award - Silver 10 Year Service Pin & Certificate
15 Year Award - Gold 15 Year Service Pin & Certificate
20 Year Award - Gold 20 Year Service Pin & Plaque

25 Year Award - Gold 25 Year Service Pin & Plaque

30 Year Award - Gold 30 Year Service Pin & Plaque

35 Year Award - Gold 35 Year Service Pin & Plaque

40 Year Award - Gold 40 Year Service Pin & Plaque

Years of Service (YOS) awards will continue to be delivered to the Agencies at the State Conference. Agency
volunteers achieving the 25-40 YOS awards will be invited to the state banquet. If they cannot attend, the Agency
manager will receive the awards for presentation to the winners.
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PoLICY REGARDING VOLUNTEERS AND STAFF DATING ATHLETES

Introduction

Among the Special Olympics movement’s highest priorities is the well-being of, and respect for the dignity of,
Special Olympics athletes*. The purpose of this document is to make clear Special Olympics policy on volunteers*
and staff dating Special Olympics athletes and to protect all participants in the Special Olympics movement,
including athletes, coaches and staff, as well as Special Olympics organizations around the world.

Every Special Olympics Program must take all reasonable steps to ensure that athletes* participating in Special
Olympics do so in an environment that is free from abuse, intimidation, fear, pressure or coercion from any person
in a position of authority, including Special Olympics staff, coaches and other volunteers. At the same time, Special
Olympics respects the right of every Special Olympics athlete to be treated with dignity and to have the same rights
as every other human being.

Policy

Special Olympics prohibits any Special Olympics staff member or volunteer (excluding spouses of athletes and
athletes who are Class B volunteers) from dating or having a sexual relationship with any Special Olympics athlete.
In the event that a Special Olympics organization learns of any dating or sexual relationship, the organization
immediately shall require either: i) that the staff member or volunteer end his or her association with Special
Olympics; or ii) that the association between the staff member or volunteer and Special Olympics will be
terminated.

In the case of a Special Olympics athlete who is also a staff member or volunteer, the Chief Executive Officer of the
organization where the athlete competes must evaluate the circumstances on a case-by-case basis and determine if
an authority relationship exists between the staff/volunteer athlete and the competing athlete. If it is determined that
there is such a relationship, then apply the above policy in the same manner as the policy is applied to non-athlete
staff or volunteers.

Each Special Olympics Headquarters Program should determine whether it is required by its national or local laws
to report certain relationships between Special Olympics staff or volunteers and Special Olympics athletes to the
appropriate authorities under any “mandatory reporting” or other requirements in place for that Program’s
jurisdiction, and comply with those requirements.

Special Olympics respects the right of athletes to have the full range of human relationships available to other
human beings. This policy shall not be interpreted as a limitation on the rights of athletes, but only as a restriction
on Special Olympics staff and volunteers.

Implementation
All Special Olympics organizations (e.g., SOI, Headquarters Programs, and GOCs) shall implement the policy.

*The terms “Special Olympics athlete” and ‘“athlete” refer to persons with cognitive disabilities. The term
“volunteer” includes Unified Partners.

Frequently Asked Questions

1. Why does Special Olympics need an athlete dating policy?
Many, if not most, U.S. Special Olympics Programs prohibit dating between athletes and volunteers or staff. In
2002, Special Olympics and a U.S. Program were sued by an athlete’s family alleging, among other things, that
the Program had been negligent in allowing an athlete and a coach to date. During the course of discovery, it
became clear that, while most U.S. Programs did not allow volunteers or staff to date athletes, there was a need
to formalize that practice as a uniform policy for all U.S. Programs.

2. Who reviewed the athlete dating policy before it was finalized?
SOI’s senior executive management team, all athletes with e-mail addresses who attended an Athlete Congress
or Global Messenger Training in April 2003, all Regional Managing Directors, SOl Board members who are
intellectual disabilities experts, and the Executive Directors of AAMR and The ARC.

Volunteer Policies— AMH 2011 - 2012
Page 17




Do any other organizations have similar policies limiting dating by people with intellectual disabilities or
others?

Yes, policies like ours are common. The ARC and AAMR each have a policy statement that provide
individuals with intellectual disabilities the right to “Protection from sexual harassment as well as from
physical, sexual, and emotional abuse and sexual relationships with paid staff.” Many organizations, such as
youth sports organizations, high schools, colleges, and universities, prohibit relationships between persons in
positions of authority (for example, teachers, professors and coaches) and participants such as young athletes or
students. Since Special Olympics is a volunteer-driven movement, our policy covers volunteers as well as staff.

If an athlete is dating a volunteer or staff person who does not have an intellectual disability, does the
athlete have to stop participating in Special Olympics?

No. The policy requires that the volunteer or staff person dating the athlete must either stop dating the athlete
or end his or her association with Special Olympics. The athlete remains in good standing with Special
Olympics.

Can an athlete who is also a volunteer or staff person date an athlete who is not a volunteer or staff
person?

Yes, under certain circumstances. Although Special Olympics normally treats an athlete acting in a non-athlete
capacity the same as it would treat any other person acting in that capacity, the policy on dating makes an
exception. If an athlete acting in a non-athlete capacity wants to date a participating athlete, the Program’s
CEO (or comparable position) must evaluate the relationship and determine whether an authority relationship
exists between the athlete in the volunteer/staff position and the other athlete. If there is no authority
relationship, the volunteer/staff athlete may date the other athlete.

What if the CEO determines that there is an authority relationship between the athlete in a volunteer or
staff person position and the Special Olympics athlete?

The volunteer/staff athlete would have to stop dating the other athlete or cease serving as a volunteer or staff
member in an authority relationship, either by a change in function or by ceasing to be a volunteer or staff
member.

Can an athlete who is a “day-of” volunteer (also called Class B volunteer) date a participating athlete?
Yes, an athlete who is a day-of volunteer may date a Special Olympics athlete. The policy does not apply to
athletes who are Class B volunteers because it is thought that no authority relationship exists between a person
who only volunteers for the day-of an event and a participating athlete.

Can an athlete who is a staff person or is a volunteer married to another athlete continue to volunteer or
work for Special Olympics?
Yes. The policy makes an exception for athletes who are married.

Can a Unified Partner date an athlete?
No. Under the policy a Unified Partner is treated the same as any other volunteer or staff person who is not a
person with an intellectual disability.
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