
Program Name

Class A Volunteer Registration

How to Guide



Contact Information 

State Headquarters

2310 Crossroads Drive, Suite 1000

Madison, WI 53718

(608) 222-1324

Regional Offices

Appleton

Madison

Mequon

Racine

Stevens Point

Follow Us!
Facebook.com/SpecialOlympicsWisconsin
Twitter.com/SOWisconsin
Instagram.com/SOWisconsin
Flickr.com/SpecialOlympicsWisconsin
YouTube.com/SOWisconsin

“I’m very happy to accomplish all the things I 
want to do in life. As a Global Messenger, 
I want to tell the athletes “you have a voice 
and you can use that voice to be heard.”

- Athlete and Global Messenger, Zachary Reetz 
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Protective Behaviors

• To begin the training, click on “open the Special Olympics Learning 

Portal”
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Protective Behaviors

• If you have already created an account, log in with your email and password (skip 

ahead)

• If you have not yet created an account, click “don’t have an account? Create one”
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Protective Behaviors

• Enter all of your information

• Learning Area = Protective Behaviors

• Click Submit
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Protective Behaviors

• Click “done” and log in to the email 

address you previously entered

• Once logged in to your email, find 

the email sent from Special 

Olympics and click “Activate Special 

Olympics Account”
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Protective Behaviors

• Create your password and choose a security image

• Click on the SO Learning Portal
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Protective Behaviors

• Click “Play”

• Click the play symbol
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Protective Behaviors

• A new box should appear with the 

training. Click “Begin Training”

• Click ‘next’ as you go through and 

complete the training
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Protective Behaviors

• Complete the pre-quiz and click 

‘submit’ in the bottom corner. Repeat 

for all questions.

• Click ‘submit’ upon completing the 

final quiz
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Protective Behaviors

• Once you click submit, the results are sent to the SOWI State office. You will 

receive a confirmation email and you will also be able to click and download a 

certificate
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Protective Behaviors

Q. How do I know my quiz was submitted

A. You will receive a confirmation email and a certificate

Q. What do I need to do now?

A. We recommend you print the certificates for your records, but the results will 

be sent directly to the State Office

Q. When do I need to complete the training again?

A. The training must be completed every three years

Q. What if I share an email with someone who needs to complete the training? 

A. If the user shares an email and both need to take the training, a new email 

must be used. Only 1 profile per login
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Class A Application

• To begin, click on “Submit the Class A Volunteer Application online”
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Class A Application

• The Class A Application is broken into 5 sections. Section One is General 

Information including name, address, birthdate, etc. Please complete all 

required fields

15



Class A Application

• Section Two is related to your Special Olympics Involvement. This 

section will ask for the Agency Number that you will be volunteering for. 

If you do not know, please contact your local Athletic Director
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Class A Application
• Section Three references the screening information. Here, you will need 

to upload a photo ID. Please note: candid photos and selfies are not an 

acceptable form of a photo ID. To upload your photo ID, you can utilize 

one of the following ways:

- Scan the ID and upload the pdf.

- Take a picture of ID and upload the image

- Upload any image (it’s a required field) and email or mail in a 

photocopy of the idea.
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Class A Application

• If you are having difficulty, or unable to upload your photo ID, please 

email your photo ID to ClassA@specialolympicswisconsin.org

• Proceed to answer the remainder of the questions.
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Class A Application

• The last section, Section 

Four, discusses the 

volunteer agreement and 

requires you to agree to 

the terms and conditions 

as well as the Special 

Olympics Wisconsin Code 

of Conduct. 
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Class A Application

• After agreeing, you must include an electronic signature.
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Class A Application

• When finished agreeing to the code of conduct and including your 

electronic signature, you must read the Equal Opportunity Disclosure. 

After doing so, select that you have read the disclosure, and click Submit 

to complete your Class A Volunteer Application
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Background Check

• Special Olympics Incorporated 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 Special Olympics, Inc. 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. 

• Class A volunteers ages 18+ are required to complete the 

background check every three years

• This is an online component through Sterling Volunteers
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Background Check

• To begin, click on “Complete an order for a background check through 

Sterling Volunteers”
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Background Check

• If you have already created an account, click “Click here to login”

• If you have not yet created an account, begin filling out the fields below:

24



Background Check

• After logging in or registering for an account, you will begin the 

Background Check. 
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Background Check

• Step One of the Background Check will require your personal 

information (name,, SSN, birthdate, etc). After filling in the fields, click 

Continue
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Background Check

• Step Two will be asking questions related to your address including 

address lines and how long you have lived there. Please click on the box 

underneath “How long have you lived at this address?” to open the 

calendar and select a date. When finished, click Continue
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Background Check

• Step Three will be the 

acknowledgement and 

disclosure. Please click all 

the checkboxes and type 

in your first and last 

name, exactly how you 

input them on Step 1. 

When finished, please 

click Continue
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Background Check

• The last page, Step 4 will confirm that your information is correct. If so, 

please click the associated check box. If the information is not correct, 

please click “Go Back & Edit”.
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Background Check

• You will also see a page that 

asks for a donation to help 

cover the cost of the 

background check. Please 

note, the background check 

is free for the volunteer. 

The donation is optional. 

Please select whether or not 

you would like to cover the 

cost of the background check 

and whether or not you 

would like to sign up for Fast-

Pass. When finished, click 

Submit Order
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Background Check

• Once you click submit, the results are reviewed by Sterling Volunteers 

then sent to the SOWI State office. You will receive a confirmation page 

that shows that you have completed the background check
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Background Check

Q. How do I know my background check was submitted?

A. You will receive a confirmation email

Q. What do I need to do now?

A. We recommend you print the certificates for your records, but the 

results will be sent directly to the State Office

Q. When do I need to complete the background check again?

A. The background check must be completed every three years

Q. What if I share an email with someone who needs to complete the 

training? 

A. If the user shares an email and both need to take the training, a new 

email must be used. Only 1 profile per login
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