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New Volunteer

Do They Have Contact 

with Cash, Checks, or 

Other Nagotiables or do 

they Drive as Part of their 

Volunteering

Does the New 

Volunteer already 

have a Virtus Profile?

Instruct the New Employee or 

Volunteer to Go Through New 

User Registration in Virtus

Contact the Safe 

Environment Office to 

Have Their Profile 

Transfered

Activate Their Profile 

and/or Update their 

Roles and Continuing 

Training Status

Correct Continuing 

Training Status: Not 

Required to Complete 

Continuing Training 

Ensure the User has a 

Background Check  From the 

Last three years.  Print 

Background Check From Trak-

1 for Employee or Volunteer 

File

Is the Users Profile 

Already Set at Your 

Location?

Complete 

Background Check 

Before the Beginning 

of Service

Print Background Check 

From Trak-1 for Employee or 

Volunteer File

Ongoing 

Requirements Every 

Three years: 

Background Check 

Renewal

No SEP Required

Do They Have Contact 

With Minors or 

Vulnerable Adults?

Complete Policy Sign 

Off Within Three Days 

of the Date of 

Hire/Beginning of 

Service

Complete 

Background Check 

Before the Date of 

Hire/Beginning of 

Service

Does the New 

Employee or 

Volunteer already 

have a Virtus Profile?

Contact the Safe 

Environment Office to 

Have Their Profile 

Transfered

Ensure That the 

Profile is Active and 

has the Correct 

Continuing Training 

Status

Ensure the User has a 

Background Check  From the 

Last three years.  Print 

Background Check From Trak-

1 for Employee or Volunteer 

File

Ongoing 

Requirements Every 

Three years: 

Background Check 

Renewal and New 

Online Training

Correct Continuing 

Training Status: 

Required to Complete 

Continuing Training 

Using Online Module

Is the Users Profile 

Already Set at Your 

Location?

Instruct the New 

Employee or 

Volunteer to Go 

Through New User 

Registration in Virtus

Required to Complete 

All Components of 

SEP

Ongoing 

Requirements Every 

Three years: 

Background Check 

Renewal and New 

Online Training

Print Background 

Check From Trak-1 

for Employee or 

Volunteer File

Complete Live 

Training Within 90 

Days of the Date of 

Hire/Beginning of 

Service

New Employee

 New Employee of 

Volunteer SEP 

Requirements 

Workflow

No

Yes

No Yes No Yes

No
YesNo

No Yes

Print Background 

Check From Trak-1 

for Employee or 

Volunteer File

Yes


