ARCHDIOCESE OF CHICAGO '%

Office for the Protection of Children & Youth

VIRTUS REGISTRATION PROCESS FOR NEW REGISTRANTS
CREATING AN ACCOUNT

Please click on the following link to open this hyperlink:

virtusonline.org/virtus/reg_2.cfm?theme=0&o0rg=18958 sl
User ID:

Or, click the green box labeled FIRST-TIME REGISTRANT or | |

ESPANOL: ACCESSO O INSCRIPCION on the right side of the Password:

screen to begin registration. | - [signin

Need login information?

FIRST-TIME REGISTRANT

ESPANOL: ACCESO O INSCRIPCION

Create your own User ID and Password that you 1oy s Vet
can easily remember.

This is necessary for all accounts. This
establishes your account with the VIRTUS
System.

If your preferred User ID is already taken, please
choose another ID. We suggest the use of email
addresses as usernames.

Click Continue to proceed.

Provide all the information requested on the P et b et et vl

DO NOT CLICK THE BACK BUTTON OR YOUR REGIS TRATION WILL Bl LOST

screen. Plsase anter your name as it appears on your drivar's license, passport or other government-issued ID, and we need your full, legal name.

Several fields are required, such as: First, middle
and last name (please use full, legal name), email
address, home address, city, state, ZIP, phone
number, date of birth, and any additional names.

Note: Do not click the back button or your
registration will be lost.

Click Continue to proceed.

If you do not have an email address, consider obtaining a free email account at mail.yahoo.
com, or any other free service. This is necessary for your Safe Environment Coordinator to
communicate with you.
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Select the PRIMARY location with which you are
associated by clicking the downward arrow and
highlighting the location.

Note:

Please be mindful when choosing your location to be certain you choose whether you serve within a

parish or school.

Next select all the role(s) that you perform at
this location.

Note: Catechists should not select “Educator”
asarole, as it will trigger fingerprinting
requirement.

Note: Third-party contractors should select the
“Non-Employee/Non-Volunteer/Contractor”
role.

Note: Only employees of Chicago Public Schools
who are providing title services in Catholic
Schools should select the CPS role.

Please enter the title or function within your
location.

Click Continue to proceed.

Please select ai least one primary 1ode you perform at this location

Ccanaigate for orgination
All seminarians nd candsdates for the permanent disconate. This role is saly for MEN

Chicago Public Scheols
This role is for Chicago Titke serv: tholic Schools:

Deacen

A daacon is an ordsined membar of the clergy. Chocae s role f you have been ordsined & permansnt descon and serve 83 8 descon st pansh

BEFORE SELECTING EDUCATOR

Rinad e descrpton baiow.
DO NOT seiect Edcator i s 0 bt el Bhe Gescighcn

Hyeu et 10 your paneh o schos

Educator

Cathoix; schoo! saianed lechers, prinopals, and infenm pancipals. This rode i NOT for Catechists o Pansh Religran Educator staff (they shovld use the volunfeer

role or énpioywe role).

Employes
Wk for.a panish, school or agency of the archeiocese, is paid 6r RCerves & stpend

Minister to Vulnerable Adults
SPRED volunteers

‘serve with particpants who are chronologically 18 or above, Minisier of Care, elc andior ministenng fo n
foluntoor.

Danshes, agenGes o SChoois: If thi is your only role, please do nof seloct ¥

Non Employee/Non VoluntseriContractor
Ghoose this apbon only  you ar not wodking of vol al Ce iafed,

g or voluntearing with & ol ¢ or Pasioral
‘agency that requires the traming anly (e.g., Catholic Charities, Misericorda, Mercy Home, Thid-Party Contractors etc )

Priest

who has faculbes in Chicago

Student Teacher
For al studant feachers serving in any Archaiooess of Chicago schoots.

Volunteer

‘or department. but with an

A voluntes: sarves in @ vanely of posibens wittout pay or semunaration of sny kind. Those who receive & stipend or sny financial compenssbion are considered

amployess

Please select any S0ditional F0les ¥ou Parform a1 his lacation

Catechist
A person who leaches rebgion i a pansh edgOUS eAUGREOR POgram

Coach
A parsan who cosches & leam, Assistant coaches are considered Goaches. Goaches must mast specific guideines whather or nol thay ara pard o voluntoers

DRE/CRE
A cortifed porson in charge of a parich's reiigious oducation program. Whather paid or 2 voluntoar, specifc comphance is roquired,

ut Leader
Adult leaders of Bay Seoufs, Gl Seouts. Indian Guides or b youlh associabens.
Substitute Teacher

“Youth Minister
Diructor of Youth Ministy st a pansh or group of parishes. Thia person must ba working with archdiocesan Office of Youth Ministry

H youhave 3 e please enier Ebelow
50 00 ol Rave a e, please brety descibs whal you do

Tite oe Pasition of Service:
- =

Your chosen location is displayed on the screen, along with the

roles you selected. You may be associated with multiple locations, N s e
for example if you are employed by a school and you volunteer at a Pastor!Centr (Chicago)
. « Volunteer

parish.

Select YES if you are associated with any additional locations. ves Mo

You have chosen following locations and roles:

Are you associated with any other locations?

Otherwise, if your list of locations is complete, select NO.

Archdiocese of Chicago | VIRTUS Registration Process | March 2025

Page2 of 6




Please read all the following three questions
before answering:

Are you employed or applying for an
employment position with an archdiocesan
parish, school or Pastoral Center-related agency
or department?

If employed, do you supervise employees?

Are you emy applying for

position with an parish, school or Pastoral Center-related agency or depariment?
Yes | Mo

Do you inferact with, work with or come info contact with minors wilhin an Archdiocesan parish, schodl or Pastoral Center-related agency or depariment?

Yes | Do

Do you interact with, work with or come into contact with yuinerable adults within

parish or Pastoral C.

Yes | ©Ho

Do you interact with, work with or come into contact with minors within an archdiocesan parish,
school or Pastoral Center-related agency or department?

Do you interact with, work with or come into contact with vulnerable adults within an archdiocesan
parish or Pastoral Center-related agency/department?

Click Continue to proceed.

VOLUNTEER REFERENCE CHECKS

Two references are required for new
volunteers. (Employee references are
checked through HR process.)

As avolunteer, please enter one professional
reference and one personal reference. If you
are not employed, please enter two personal
references.

Click Save to proceed.

Reference 1 of 2 (Professional)
If you are a volunteer and not employed, please provide 2 personal reference instead - 101 3 101al of two personal references.

First

Last

Email

Phone 1 [ |Type: | -~ Seiect - v |
Phone 2 [ | Type:[—Select— v
Address.

Addressz |

city

State

I

Retationship. |

Years Known |

[Swe]

As avolunteer, please enter a personal reference.

Click Save to proceed.

Reference Saved

Reference 2 of 2 (Personal)

R —
e —

Email [

Phone 1 [ | Type: [ Seiect — ]
Phone 2 [ | Type: [ Select - v]
Address ([ ]

Address2 ([ ]

city 1
State 1
[ —
Relafionship [ ]
YearsKnown [ |
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HR EMPLOYEE HANDBOOK

This requirement is only for all employees and those priests who
oversee employees, as part of the Sexual Harassment Prevention

Training requirement.

As an employee or priests who oversee employees, please
review the Employee Handbook and acknowledge:

By my electronic signature below, | acknowledge that on the
date printed below, | was provided a copy of the archdiocesan
employee handbook or electronic access to the archdiocesan
employee handbook available online at hr.archchicago.org. |
understand that | am expected to read the entire handbook.

| further acknowledge that if | am unable to access the handbook
online, | can contact the Human Resources department of the
archdiocese at 312.534.5360 and request a hard copy of the

handbook.

Archdiocese of Chicago, IL

HR Employee Handbook

= w -+ 1 | of32 e @ o

The Employee Handbook contains important information about the archdiocese, and | understand
that I should consult the archdiocesan Human Resources department regarding any questions
not answered in the handbook. Since the information, policies and benefits described herein are
subject to change at any time, | acknowledge that revisions to the handbook may occur, except to
the archdiocese’s policy of employment-at-will. All such changes will generally be communicated
through official notices, and | understand that revised information may supersede, modify or
eliminate existing policies. Furthermore, | understand that this handbook is not a contract of
employment. | have had an opportunity to read the handbook, and | understand that | may ask

my supervisor or any employee of the Human Resources department any questions | might have
concerning the handbook. | accept the terms of the handbook. | also understand that it is my
responsibility to comply with the policies contained in this handbook, and any revisions made to it.
| further agree that if | remain with the archdiocese following any modifications to the handbook, |

thereby accept and agree to such changes.

REQUIRED DOCUMENTS

Please review the following “Required Document” for clergy,
employees and volunteers that serve with minors and respond:

CANTS (Child Abuse & Neglect Tracking System)
To proceed, please Confirm by checking the box:

I will download this form, fill it out and return it to my parish or

school office.

Archdiocese of Chicago, IL

CANTS 689 (Child Abuse & Neglect Tracking System)

)

Click to CANTS 689 (Child Abuse & Neglect Tracking System)

1 will download this form, fill it out and return it
to my parish or school office.

Please do not mail this document to DCFS, but
instead return your completed document to
your local site administrator.

| continue

Please do not mail this document to DCFS, but please return it to your site administrator.

This is an annual requirement which is re-prompted on July 1st every year for all employees and

volunteers who serve with children and/or youth.

Site Administrators are responsible for gathering completed CANTS forms, sending them to DCFS,
and entering the dates that they were completed in each person’s VIRTUS account under the

“Required Documents” tab.
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Please review the following “Required Document” for all clergy, employees and volunteers and

respond:

Archdiocesan Standards of Behavior for Church
Personnel Working with Minors and Vulnerable Adults

(formerly Code of Conduct)

For the purposes of compliance, “Personnel” refers to clergy,

employees and volunteers.

To proceed, please Confirm by checking the box:

“I have downloaded, read, and understand this document”

Please provide an electronic signature to confirm you have read
and agree to this document and enter your full name and today’s —

date.

Click Continue to proceed.

Archdiocese of Chicago, IL.

Standards \g with Minors and

ofs Q = qp oo »

R
arcrotocessor ccaco |

Office for the Protection of Children and Youth
STANDARDS OF BEHAVIOR FOR CHURCH
PERSONNEL WHO WORK WITH MINORS
AND VULNERABLE ADULTS

As of July 2020, the Code of Conduct is an annual requirement for all clergy, employees and

volunteers.

Have you already attended a Protecting God’s Children

awareness session?

If you have not attended a VIRTUS Protecting God’s Children

session, choose NO.

Otherwise, choose YES.

Have you already attended a session?

If you chose NO during the previous step,
please select the online or in-person session to
complete.

If you chose YES during the previous step, you
are post-registering for a past session. You will
be presented with alist of all past instructor-led
VIRTUS sessions conducted in the Archdiocese

Pioase select the 3035100 you wish to aitend

Pratecting God's Chikdren 4.3 with Technalogy Expansion - Chicage

Pratecting God's Chdran 4. with Technology EXpansion (Spanish) - Chiesgo

of Chicago. Choose the session you attended by clicking the downward arrow and highlighting the

session — then click Complete Registration.

BACKGROUND CHECK

Please click the Submit Background Check
button to continue with the submission of your
background check within S2Verify.

Please then click the link: Begin your
background check. (You will submit your
background check in the S2Verify System).

Users must follow all the prompts and links
to enter a background check in the S2Verify
System.

Background Check
You are required to have a background check.
All of your information is prepared and ready to send to s2verify-v2.

Please click the button below when you are ready to submit your information

Submit Background Check |

Background Check

The background check provider has received your Information. Please click the link below to complete the process at thelr secure website

Begin your background check
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Within the S2Verify system, please start the background check

process.

TRAINING

Background Screening

=> 1. Location Confirmation
2. Electronic Consent

3. Background Check Request

START PROCESS

If you selected online training, you will be led to complete the

online training course(s) based on the role chosen.

Current Training

|

You have 3 online modules assigned

You will be presented with one or more of the
following online training modules (see image).

CHECKING YOUR COMPLIANCE

Online Training Modules

To begin your online training, please click the title of your assigned training:

\/ Protecting God's Children 4.0 with Technology Expansion - Chicago
Assigned:  0/27/2025
ue: 04/10/2025

Recognizing And Reporting Child Abuse: Training For Mandated Reporters
Assigned:  03/17/2025

. Vulnerable Adults 2.0 with Shelter Expansion
Assigned:  03/27/2025
Due: 04/10/2025

If one of the category boxes on your Home page
appears red, you must complete the missing
item(s). When the missing items are complete,
the category box will turn green.

If abox appears in red within the Home tab,
please click to take action or update as needed.

COMPLETING REGISTRATION

Rierd Dot

Thank you for completing the registration process!
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