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Registering a Youth Program and Completing Compliance Requirements in Ideal-Logic 

VCU Protection of Minors Office 

 

Go to https://apps.ideal-logic.com/vcuyouth 

 

 

 

To register a program, click on “Minor Program Registration Form.” Only the Program Supervisor should 

register a program.  

 

 

 

 

 

 

 

 

https://apps.ideal-logic.com/vcuyouth
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The first questions are screening questions.  

 

Are participants matriculated VCU students? The answer is usually “No” or “Mixture.” If the answer was 

“Yes,” you would not need to complete the registration as the Safety and Protection of Minors policy does 

not apply to matriculated students.  

 

Choose the exception, if applicable. Click on the hyperlinked “exceptions” to read definitions in the policy.  

Key points: 

- VCU employees are never Chaperones 

- Guests of Matriculated Students are known by the student personally and are typically a one-on-one 

visit. A student or student organization hosting an open event does not meet this exception. 

 

All programs, exceptions or non-exceptions, will click “Next” to answer general questions. 

 

Programs that are not exceptions will have additional requirements as described in later pages.  

https://vcu.public.doctract.com/doctract/documentportal/08DA32A740D321D24ECA61F4585C1C2D
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If this program has been registered previously, you can “Copy From Previous Program.” The previous 

program must have been sponsored by the same department. The copy will bring over the previous 

program’s documents and information- the documents and the information must be reviewed to ensure 

accuracy with the current program.  
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Date and Time 
 

The program may be registered to last for up to a year. Programs receive a “Reminder of Previous Youth 

Program Session Last Year” automatic email approximately ten months after the program start date. If your 

actual program lasts longer than one year (ex: research study), you should re-register the program for the 

coming year once you receive the reminder email. 

 

Programs may be registered as single day, multiple days, or recurring. Program Supervisors should make 

every effort to choose dates that the program will actually occur; however, sometimes those dates are not 

known at the time of registration. If that is the case, you may choose all possible dates. For some programs, 

this could mean choosing every (week)day.   

 

Once the registration has been submitted, you cannot edit the program date. If the date needs to be 

changed, email youth@vcu.edu with the correction. 

 

The Youth Program Directory is online on the Protection of Minors site. Choosing to add your program to 

the directory will copy the program name, date, description, program website, and Program Supervisor’s 

email from the registration.  

 

mailto:youth@vcu.edu
https://equity.vcu.edu/protection-of-minors/youth-programs/
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Non-University Program only  

 

 

 

If the program is run by a non-VCU organization, it is required to have a Facilities Use Agreement and 

Certificate of Insurance, regardless of exception. You do not need to upload the FUA and COI at the moment 

of registration, but they must be uploaded before the program begins, with enough time for them to be 

reviewed by VCU Real Estate and Operational Risk, and any necessary changes made.  

 

Registered Student Organizations are not required to provide a Facilities Use Agreement or Certificate of 

Insurance. 
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Program Supervisors should make every effort to input the correct number and ages of minors in the 

program. Sometimes, this information will not be known ahead of the program or event. In that case, please 

input your best guess. After the program is over, you will receive an automatic “Update Final Number of 

Minors in Attendance” email asking you to update the actual number of minors who were served in the 

program. 
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Both exceptions and non-exceptions require a Program Supervisor and Activity Contact. These are usually 

the same person, unless the Program Supervisor wishes to designate another person as the individual to 

receive questions or emergency contacts.  

 

 

 

 

 

This is the final step for exceptions- you should then click “Next” and “Submit Registration.” You will 

receive a confirmation email within fifteen minutes of submission. There are no further compliance 

requirements for exceptions.  
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Non-exceptions 

 

Non-exceptions will see additional questions. 
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Background Checks 

 

 

 

If your department/third-party organization has a Sterling Volunteers account that is a subaccount under the 

main VCU account, please choose “We have an account with Sterling Volunteers.” You can also choose this 

option if you don’t have a package, but would like each volunteer to pay for their background check 

themselves. 
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If you chose, “We have an account with Sterling Volunteers,” you will then scroll down a bit to 

“Background Check Package” and select the package that you have permission to use. If your sponsoring 

department does not have a package, the only package option will be “VCU Parent Account- Level 2 

Advanced- Volunteer Pays All.” By choosing this package, each volunteer/staff member will be asked to pay 

$13 by credit or debit card while initiating their background check through Sterling Volunteers. This option 

is typically not used unless the Program Supervisor has clearly communicated to staff/volunteers that they 

will need to pay for their own background check. 

 

After choosing the package and submitting the registration, program staff will receive an initiation email 

from Sterling Volunteers 24 hours later. Program staff should click the link in their initiation email and 

follow the instructions to order their check. After the check has been completed, it will automatically 

transfer to and clear in the Ideal-Logic system. If a staff member initiates a check through another way 

(usually their own Sterling Volunteers account website- please avoid doing this), the check will not 

automatically clear in Ideal-Logic. Contact youth@vcu.edu with questions. 

 

 

 

 

 

mailto:youth@vcu.edu


 

 

 
 

912  W. Grace St., 2nd floor 

Richmond, VA 23284 

804-828-1524 

youth@vcu.edu 

equity.vcu.edu 

 

 

 

 

 

 

 

If you do not have a VCU subaccount with Sterling Volunteers but want to create one, choose the option 

“We need to create an account with Sterling Volunteers,” and follow the instructions. 

The process to create a Sterling Volunteers subaccount can take several weeks; do not choose this option if 

your program will begin soon. 

 

 

 

 

 

 



 

 

 
 

912  W. Grace St., 2nd floor 

Richmond, VA 23284 

804-828-1524 

youth@vcu.edu 

equity.vcu.edu 

 

 

 

If your program staff have completed checks through a different platform, choose that option. The Program 

Supervisor must email youth@vcu.edu with the bulleted information in order for the check to be entered 

manually.  

If the program staff has received their background check through HireRight in the VCU employment process 

within the prior two years, all that is needed is their name- the clearance date will be confirmed by HR.  

 

Program staff will receive an email one hour after submission of the registration with a list of their 

compliance requirements and how to complete them. Individuals who do not have a background check in 

the system that was cleared within the prior 24 months will receive the notification below. 

 

 

 

If you are not using Sterling Volunteers, please make sure to communicate with your program staff that 

they will not be receiving an email from Sterling Volunteers, and how they should either complete a check 

or communicate the needed information for a manual entry. 

mailto:youth@vcu.edu
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Documentation 

 

 

 

 

Non-exceptions must provide parents/guardians with a Parent/Guardian Consent Form and Communication 

and Notification Plan. Example plans can be found on the Protection of Minors website. 

Programs may combine both into one document if they wish, and upload the same document under both 

headings. 

 

You do not need to upload the documents at the moment of registration, but they must be uploaded before 

the program begins. Medical forms are not required by the Protection of Minors Office.  

 

 

 

https://equity.vcu.edu/protection-of-minors/resources/
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Ratios 

 

 

If the program is overnight, you will see both daytime and overnight columns for the Minor:Staff ratios. 

These ratios are set by the American Camp Association and are encouraged, but not required, by the 

Protection of Minors Office. You must enter a number in each box, even if the number is zero. 
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Staff/Volunteers 

 

 

Non-exceptions must add every program staff member, including those who are not VCU employees. Each 

staff member must have a tier- see the Safety and Protection of Minors policy or resources for more 

information about each tier.  

 

You can edit each staff member’s start date to indicate a staff member started later than the overall 

program start date, or mark a staff member as inactive, if they finished their work with minors before the 

overall program end date. This is useful if the program runs for an extended period of time, but a specific 

individual is only working with minors for a small portion of that time. Staff members must only be 

compliant for the time that they are working with minors, as indicated by their start and/or inactive date, not 

necessarily the entire program length. 

 

A staff member should only be removed if they did not work with minors at all during the program. 

 

 

After adding staff members, click “Next” and “Submit Registration.” You will receive a confirmation email 

within fifteen minutes of submission. Program staff will receive an email one hour after submission of the 

registration with a list of their compliance requirements and how to complete them. 

 

https://vcu.public.doctract.com/doctract/documentportal/08DA32A740D321D24ECA61F4585C1C2D
https://equity.vcu.edu/protection-of-minors/resources/
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When a program staff member logs into https://apps.ideal-logic.com/vcuyouth, they will see a red bar with 

required actions. Clicking on the “Begin Training” or “Continue” links will bring them to any needed 

training. Completed trainings are automatically added to their profile and marked as compliant in the 

system- staff members do not need to screenshot or email their completion.  

 

  

 

The Program Supervisor and Activity Contact can see the program dashboard, which lists all program staff 

and their compliance requirements. The Program Supervisor can go to the “documents” tab to upload 

required documents after the registration has been submitted.  

https://apps.ideal-logic.com/vcuyouth

