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University policies
Definition: Youth programs

Any program or camp held on university premises that offers recreational, athletic, religious, or
educational activities to minors, or one that is sponsored or organized by the University, whether
on or off campus. This excludes programs for university-enrolled students under the age of 18.

Youth protection policy

The University of Texas at Arlington is committed to maintaining a supportive and safe
educational environment, one which seeks to enhance the well-being of all members of its
community. This commitment reflects the University's adherence to its mission, to its various
policies supporting its mission, and to relevant state and federal laws. Within that commitment,
the University places importance on creating a secure environment for children. To that end, the
University has a youth protection policy and procedures.

Individuals, including University faculty, staff, students, volunteers, and representatives as well
as third-party vendors and their employees, representatives, or volunteers that contract for use of
university facilities, with responsibilities that involve interaction with children, must carefully
review and abide by university youth protection policy requirements. See the Handbook of
Operating Procedures for full details: https://go.uta.edu/EIPO12

Supervision/counselor requirement

All youth programs shall follow the minimum staff-to-camper ratios below, based on the
American Camp Association (ACA) guidelines.

Camper age Nm;:::fefr of Overnight campers|Day-only campers
4-5 years 1 N/A 6 campers
6-8 years 1 6 campers 8 campers
9-14 years |1 8 campers 10 campers
15-17 years |1 10 campers 12 campers



https://go.uta.edu/EIPO12

Camper age

Number of

staff Overnight campers|Day-only campers

Counselor qualifications: Counselors must be 18 years or older, pass a criminal
background check, complete UTA Child Protection Training, and be employees of the
camp. For overnight groups, counselors must stay overnight with participants.

Overnight housing age: Participants must be at least 8 years old at the start of the camp
to stay as unaccompanied minors.

Supervision standard: All participants under 18 must be always supervised by a camp
counselor, including during “free time.”

Minimum age for employment: All youth program employees/volunteers including
counselors must comply with the Minimum Age Requirement for Employment Policy,
HR-E-PO-12:
https://policy.uta.edu/doctract/documentportal/08D9671588E9CO829F6AS5151 1E8783A9
The University shall not hire minors less than 16 years of age. Minors between 16 and 18
years old will be hired only with the special approval of the Chief Human Resources
Officer.

Code of conduct

All youth programs should have a code of conduct policy. The following is a guideline to assist
youth program directors in developing a comprehensive discipline policy; adjustments should be
made so the policy is suitable for each individual youth program. Discipline policies for
overnight youth programs will differ from those in day youth programs; however, all the
following should be addressed.

Prohibition: Corporal punishment is prohibited.

Respect: No participant shall be subjected to crude or severe punishment, humiliation or
verbal abuse.

Basic needs: No participant shall be denied food or shelter as a form of punishment.

Methods: The policy must contain the youth program’s methods of discipline, including
behaviors that would warrant a participant being sent home.

Staff training: Inappropriate disciplinary techniques shall be discussed with, and
avoided by, staff, volunteers and/or interns.

Incident records: A record should be kept of participant misbehavior, noting date, time
and participant/staff involved in the incident.

Parent notification: Notification of parents/guardians in case of consistent problems
with the participant.

Minors in laboratories and similar facilities

UT Arlington is committed to introducing minors to interesting and challenging scientific,
scholarly, or artistic pursuits at a young age. These experiences should be handled in ways that
will promote the safety of the minors and that will not impair the normal functions of the
University.


https://policy.uta.edu/doctract/documentportal/08D9671588E9C0829F6A51511E8783A9

o Policy reference (2025): UT Arlington’s Minors in Laboratories or Similar Facilities
Policy (CO-LS-PO-01, 2025) governs the presence of minors in labs. Persons under age
10 are prohibited from entering laboratories. Covered minors (ages 10—18) may only
participate in approved laboratory tours or activities with proper consent forms and
supervision.

o Required forms:

All Minors in a laboratory form must be completed in the Youth Program Software
online.

o Consent for Minor in a Laboratory — Tours
o Minors in a Lab Covered Activities
o Laboratory Tour for Minors Notification Form

e Process alignment: Required forms for this policy are completed through the Youth
Program Software. Once completed, the application will automatically route to the
Environmental Health and Safety Office. No paper copies of these forms should be
maintained.

Concealed carry and weapons on campus

UT Arlington is committed to providing a safe and secure learning, working, and living
environment. The University prohibits the use, possession, display or storage of any firearms,
other lethal or non-lethal weapons, simulated weapons, explosives, or fireworks on the
University campus. Individuals who observe a violation of this policy are required to report the
incident immediately to UT Arlington’s Police Department so that it can be documented and
properly investigated. Emergency: (817) 272-3003. Non-emergency: (817) 272-3381. Full
policy:

https://policy.uta.edu/doctract/documentportal/08 D885965FFA465C300FD2C9269060C3 .

Pursuant to Subchapter H, Chapter 411 of the Texas Government Code, individuals licensed by
the state to carry a concealed handgun (License Holder) may carry a concealed handgun in
approved areas on the University Campus.

Areas of UT Arlington where carrying a concealed handgun is prohibited include the following
exclusion zones:

e Counseling and health services: Counseling and Psychological Services (Ransom Hall),
Student Health Services Building, second floor of the Maverick Activity Center (MAC),
and the UTA School of Social Work Center for Addiction and Recovery in Dallas.

e Childcare: Transforming Lives Child Development Center.

e Sports venues: College Park Center, Maverick Stadium, Allan Saxe Field, Clay Gould
Ballpark.

e Testing: Testing Services Office in University Hall.
e Recreation: Maverick Activities Center (MAC), Physical Education Building (PEB).

e Summer camps housing: University-owned residence halls when being used for
summer camps.

o Disciplinary/grievance areas: Designated hearing locations.


https://policy.uta.edu/doctract/documentportal/08D885965FFA465C300FD2C9269060C3

e Leased spaces: Centennial Court Apartments, Follett Bookstore, College Park District
venues, as determined by the lessee.

e Polling places: When located on university premises, restricted during Election Day and
early voting.

e Presidential determinations: Locations/time periods designated by the University
President due to unique safety threats.

o Public safety: Charles R. Wade Building; UTA Police Department.
Title IX

Title IX of the Education Amendments of 1972 is a federal law that prohibits sex discrimination
in education. It reads: “No person in the United States shall, on the basis of sex, be excluded
from participation in, be denied the benefits of, or be subjected to discrimination under any
education program or activity receiving Federal financial assistance.”

UT Arlington is committed to maintaining a learning environment free from discrimination
based on gender, including inappropriate conduct of a sexual nature. Sexual harassment
(including sexual violence, stalking, domestic violence and/or dating violence) and sexual
misconduct in any form are prohibited and will not be tolerated. Any individuals who engage in
such conduct will be subject to disciplinary action.

e Reporting: Complaints against a UTA student, visitor, staff or faculty member for sexual
harassment, sex discrimination, or sexual assault should be made to the Title IX office via
titleix(@uta.edu or online at www.uta.edu/titleix

Deputy coordinators:
o Title IX Senior Investigator: Hannah Love amber.love@uta.edu 817-272-2142

o Faculty: Minerva Cordero, Vice Provost for Faculty Affairs; University
Administration Building, 701 Nedderman Drive, Suite 300; Phone: 817-272-5062
or 817-272-2103; Email: cordero@uta.edu

o Students: Dean of Students; Phone: 817-272-7862; Email: dos@uta.edu

o Athletics: Deborah Garcia, Executive Senior Associate Athletic Director; College
Park Center, 601 Spaniolo Dr.; Phone: 8§17-272-7170; Email: ranee@uta.edu

The Clery Act

Originally known as the Campus Security Act, the Jeanne Clery Disclosure of Campus Security
Policy and Campus Crime Statistics Act (20 USC § 1092(f)) requires colleges and universities to
disclose information about crime on and around their campuses. The law applies to most
institutions of higher education and is enforced by the U.S. Department of Education.

Colleges and universities must:
e Annual Security Report: Publish annually.
e Public crime log: Maintain and publish.

o Disclose crime statistics: Incidents on campus, adjacent public areas, and certain non-
campus facilities.

o Timely warnings: Issue for serious or ongoing threats.
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Emergency response policy: Develop, notify, and test.
Fire safety reporting: Compile and report.

Missing students: Enact policies and procedures.

Youth program directors are considered Campus Security Authorities (CSA) with significant
responsibility for student and campus activities.

CSA reporting requirement: Immediately report the following offenses to the UT
Arlington Police Department:

o Murder/Manslaughter

o Sex Offenses

o Robbery

o Aggravated Assault

o Burglary

o Motor Vehicle Theft

o Domestic Violence

o Dating Violence

o Stalking

o Weapons Violations

o Drug Abuse Violations

o Liquor Law Violations

o Arson

o Hate Crimes
Information to collect: Where, when, and what happened.

Reporting method: Call UTA PD non-emergency at (817) 272-3381 or emergency at
(817) 272-3003; or submit the CSA Incident Report online. Report even if the victim
declines police involvement, so incidents can be classified and recorded properly.

Compliance: Undue delay can result in significant fines.

Training: Employees, volunteers, and interns should be trained to report all incidents of
crimes to the youth program director, who will follow up according to Clery
requirements.

More information: http://police.uta.edu/publicinfo/clery/

Cash/check/credit card handling

UTA requires UTA Sponsored Programs to use the Youth Program Software for all aspects of
youth program management, including participant registrations. The Youth Program Software
requires payment via credit card before a parent can finalize the youth program registration for
their child. The registration proceeds are deposited directly into the appropriate Youth Program
Cost Center daily. There is a per participant registration fee for each program. This fee goes
toward the maintenance and cost of the Youth Program Software and the annual credit card fees.


http://police.uta.edu/publicinfo/clery/

Walk-in registrations: Must register via the Youth Program Software; payment is accepted
online via credit card only.

e No cash/checks collected: Youth Program Directors should not collect cash or checks. If
a circumstance requires acceptance of a personal or school district check, contact the
Youth Program Compliance Coordinator for instructions.

Office of media relations

UT Arlington’s Office of Media Relations will facilitate all communication with external and
student media inquiries or statements related to summer youth programs. Refer all media
questions to Media Relations for an official university comment at (817) 272-2761. Website:
https://www.uta.edu/news/contact/

o Urgent health/safety situations: Contact UTA Police Department non-emergency at
(817) 272-3381 or emergency at (817) 272-3003.

Records retention

The records retention period for youth programs is specified by the Office of Legal Affairs.
UTA’s records retention schedule: https://www.uta.edu/legalaffairs/public-information-
records/retention-schedule.php

e System of record: The information and documents maintained in the Youth Program
Software should not be maintained elsewhere.

o Sensitive data: Social Security numbers will be collected from summer youth program
employees for employment-related purposes.

e Medical information: Should not be maintained after the conclusion of the youth
program.
Before the start of youth programs: Planning, organizing and
coordinating

Youth Program Software

UTA’s Youth Program Software Management System is required for all UTA-sponsored youth
programs for the Request to Host Application; participant registration (including completion of
required youth program forms and payment); daily check-in/check-out of program participants;
uploading all required youth program documents; and related operations. Contact
youthprograms@uta.edu or (817) 272-4254 with questions and for access.

o Single Sign-On: The Youth Program Software is compatible with Single Sign On.
Annual summer youth program approval process

Youth program directors must submit a Request to Host Application in the Youth Program
Software for EACH youth program they plan to host. The Request to Host Application can be
found at https://apps.ideal-logic.com/utarlingtonys

e Electronic approvals: Program Director, Department Chair/Director, appropriate Dean
or Vice President, Director of University Center Operations, and Youth Program
Compliance Coordinator.


https://www.uta.edu/news/contact/
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e Advertising and reservations: The Request to Host Application must be fully approved
before any housing and dining reservations can be made and the youth program can be
advertised. Contact the Youth Program Compliance Coordinator for status questions.

o Timeline: Request to Host Applications must be fully approved by January 31 each year
for the upcoming summer season. Exceptions may be considered by the Youth Program
Compliance Coordinator on a case-by-case basis depending on availability.

Annual summer youth program director meetings

Summer youth program directors must attend mandatory meetings to receive and review
comprehensive information needed for planning and operating youth programs. Meetings
communicate policies, procedures or materials for all youth program directors and are typically
held in March/April.

e Coordination: Youth programs from previous years will be contacted by email. New
youth programs or those who missed these meetings must contact the Youth Program
Compliance Coordinator at (817) 272-4254 to arrange an individual meeting.

Liability insurance

Summer youth program/conference insurance is required and must be obtained through the UT
System Office of Risk Management at least seven (7) business days prior to the start date of your
youth program using https://apps.utsystem.edu/ormcamps/camplist to complete the insurance
application. The Youth Program Compliance Coordinator provides a list of all youth programs
and conferences scheduled for the summer to the Vice President for Administration and Campus
Operations. The Vice President for Administration and Campus Operations and University
Compliance Services will send out a memorandum (mid-April) detailing current-year
instructions.

Transportation to off-campus sites

The UT System Camp Liability Insurance Program does not cover hired and non-University-
owned vehicles with auto liability protection; however, it does provide medical protection.
Existing auto liability coverage will cover incidents if the summer youth program uses the
University’s motor pool vans or any other University vehicle. See
https://www.uta.edu/policy/hop/5-303

e No personal vehicles: The summer youth program director and employees are not
allowed to use personal or non-approved vehicles to transport youth program participants
under any circumstances.

o Charter bus contracts: The University has contracted with specific companies for
charter bus service; use of these contracts is mandatory unless Procurement Services
approves otherwise. Details: https://www.uta.edu/business-affairs/procurement/Campus-
Wide-Contracts/mandatory-use-campus-wide-agreements.php

o UTA PATS charter service: https://www.uta.edu/pats/transportation/charter-
ashuttle.php

Billing and deposit

Initial interest meetings occur in the fall and the beginning of spring semester. Contracting
occurs in late spring through summer and includes the initial camp bill, covering total bedspaces,
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any linens, and other facilities reserved. Contracting can only occur if the Request to Host
Application is submitted and fully approved prior to the contract date. To ensure proper payment,
the Youth Program Cost Center must be listed on the Facility Use Agreement.

o Final bill: Issued after camp departure and will include any additional bedspaces, linens,
facilities and/or damages not assessed in the initial bill.

e IDT: The Guest Services Office will initiate an Interdepartmental Transfer (IDT) in UT
Share to complete billing. Guest Services will not bill individual participants; this is the
responsibility of each camp.

Facility reservations

A Summer Camp/Conference Housing Reservation Request (Form 7-3) should be completed to
reserve overnight housing, linens, parking, and other on-campus facilities including the
University Center, Maverick Activities Center, classrooms, meeting spaces, etc.

e Form link: https://arl.forms.uta.edu/view.php?id=195354

o Coordination: The Housing and Residence Life Office coordinates with appropriate
facility directors to schedule events in housing, recreation, academic, and meeting
facilities for external groups. Reservation times and fees will be confirmed with the youth
program director prior to contracting. Facility Use Agreements are typically sent after the
Spring Youth Program Director meetings and must be signed and returned to finalize
reservations.

o Facility policies: Each facility has specific policies and procedures. An addendum is
included with your contract for each facility utilized. Ensure all policies and procedures
are followed.

Housing facilities

Housing will be available from the first week of June through the first week of August. There is
limited availability for late May and mid-August; please contact the Housing and Residence Life
for more information. More than one camp may be assigned to a floor, wing, or hall. Community
space will be available to all participants on a first-come, first-serve basis; reservations for
exclusive use should be requested through the Housing and Residence Life. Facilities
Management attempts to schedule maintenance projects when camps are not in the residence
halls; however, this is not always possible. Housing and Residence Life reserves the right to
change room or hall assignments.

Cancellation charges

Timeline Charge
61 days or more prior to No charge for cancellation for all or a portion of bedspaces, any
camp arrival date linens and other facilities reserved.
60-8 days prior to camp 75% guaranteed for bedspaces and any linens and other facilities
arrival date reserved.
7 days prior to camp arrival |100% guaranteed for bedspaces and any linens and other facilities
date and later reserved.




Check-in/check-out dates and times
e Check-in: After 3:00 p.m. on the camp arrival date.
e Check-out: By 10:00 a.m. on the camp departure date.

o Exceptions: Other times may be arranged prior to the camp arrival date and must be
approved by Guest Services. Failure to abide by these times will result in additional
charges.

o Impact on other camps: If late departure prevents the proper cleaning for or check-in of
another camp, the camp causing any delays is responsible for all costs associated with
other arrangements including, but not limited to, cleaning, housing, dining, and
transportation for the other camp.

e Occupancy: Bedspaces will be considered occupied unless keys/cards issued have been
returned upon checkout, or keys/cards have been determined as lost or damaged.

Room assignments

e Submission: Room assignments must be made and turned into Housing and Residence
Life by the youth program director or a designated person on the floor plan provided by
Housing and Residence Life, typically provided 2—4 weeks prior to arrival on campus.

e Max occupancy: The maximum occupancy of a room and/or suite must be reached prior
to assignments in additional rooms and/or suites. Exceptions include if no additional
persons are available to occupy the space or if gender and/or age breakdown prevents
reaching maximum occupancy.

o Shared housing: Housing and Residence Life cannot guarantee single-gender or age-
specific housing. Camp groups may share a residence hall or portion of a residence hall
with another camp.

e Roster management: The roster of participants must be updated after check-in to assist
staff with lockouts, equipment checkout, and emergency responses.

Key/card charges

o Maetal keys: $80 charge for each metal key not returned to the hall office during official
camp check-out.

e Access cards: $10 charge for each access card damaged and/or not returned during
official check-out.

e Key holders: $5 charge for each key holder damaged and/or not returned during official
check-out.

Additional policies

e Residence hall policies: Additional residence hall policies are included later in this
document for reference.

Participants & guests with disabilities

Most buildings on campus are accessible for those with physical disabilities, with a few
exceptions. If special housing accommodations are needed, arrangements must be made with the
Guest Services Office at the time of contracting, as space is limited in the residence halls.



Indicate requests for accessible housing on the Summer Camp/Conference Housing Reservation
Request (Form 7-3).

Dining

Requesting dining https://arl.forms.uta.edu/view.php?id=195889

University Dining Services can work with you for various dietary needs:

o Diabetic diets: Food service menus are generally broad enough to accommodate most
diabetic diets.

e Maeatless options: Meatless entrees are included in the daily menu; vegetables, fruits,
salads, and other non-meat items are served every day.

e Special accommodations: Dining Services can work with most special dietary needs.
Notify Dining Services prior to arrival if you have specific dietary concerns.

Dates

o Seasonal availability: The Connection Café¢ is typically open for full service during UT
Arlington’s summer session aligned with the first week of June through the first week of
August housing period. Camps held outside these dates should work directly with Dining
Services to arrange meals (options may include catering or Connection Café service with
limited menu).

e Closures: Dining Services may observe University holiday closures; confirm dates with
Dining Services. Meal rates provided upon request.

Dining contract

Dining Services will contact the youth program director directly, typically in late March/early
April, to make arrangements for summer dining needs.

o External groups: 75% of the initial meal bill must be received twenty-one (21) days
prior to camp arrival. The entire balance must be paid in full seven (7) days prior to camp
arrival at the University. Final number of diners due to Dining Services no later than
seven (7) days prior to the youth program’s first meal.

o UTA groups: Payment through a UT Share Cost Center.
Maverick Café policies and procedures

e Meal times: To avoid overcrowding, each camp will have a specific mealtime. Dining
Services will make every effort to assign times based on preferences. Groups must exit
the cafeteria after eating to ensure space for the next camp.

e Attire: Appropriate clothing and closed-toe shoes required; cleats are not permitted.

e Property: Utensils, flatware, cups, bowls, trays, etc., should not be removed without
permission from Dining Services staff.

Parking

UTA Parking provides information to share with participants regarding parking.


https://arl.forms.uta.edu/view.php?id=195889

Validation required: All participant and guest vehicles parked on campus during your
camp must have a valid parking validation or they will receive a parking citation.
Vehicles that park in non-summer camp lots will receive a ticket.

Coordination timeline: Submit additional parking lot needs at least seven (7) days prior
to camp check-in for arrangements to be made. Notify parking@uta.edu once check-in,
check-out, and special activity dates/times are finalized so staff can support participants
and consider impacts from other events.

Parking validations

Parking validations are obtained through the Honk Mobile parking app. UTA provides a
discounted rate when participants use “UTACAMPS” as a promo code at checkout.

Drivers pay: Participants validate and pay (if necessary) in the app. Using UTACAMPS
discounts the daily rate. https://www.uta.edu/pats/parking/

Director pays: The youth program director may request a 100% discount promo code for
participants; actual validations used will be invoiced and must be paid within 14 days of
camp ending. Email parking@uta.edu to request a summer camp complimentary promo
code.

Parking options in Honk Mobile:

Quick pick-up/drop-off: If the driver remains in the vehicle, no validation required.

Short pick-up/drop-off: If the driver exits the vehicle, claim the 1-Hour Free Parking
validation in the app.

Day parking: Participants/parents with a virtual permit can park in Summer Camps &
Conferences approved lots at a discounted daily rate using “UTACAMPS.”

Overnight parking: Multi-day permits (e.g., 2-day) are available with discounted rates
using “UTACAMPS.”

Extended parking: Multi-day options (2—5 days) are available with “UTACAMPS”
discounts.

Summer Camps & Conference approved lots Arlington Hall & Vandergriff Hall: Lot
38 (north of Arlington Hall)

Lipscomb Hall: Lot LCS (west section)

Kalpana Chawla (KC) Hall: Lot CS (south of KC Hall)

West Hall: Lot WC (north of West Hall)

P.E. Building: Lot 30 (on Greek Row behind the P.E. Building)

Fine Arts: West Campus Garage — Lot PW (just south of UTA Blvd on Nedderman Dr.)

Additional areas of campus can be reserved for summer camp parking. Submit a Special Event
Parking Form for each camp event:

Form: https://www.uta.edu/pats/parking/special-event-request-form.php (indicate
“summer camp/conference”). PATS will contact the director listed on the form. Rates for
non-approved lots may have additional charges.



https://www.uta.edu/pats/parking/
https://www.uta.edu/pats/parking/special-event-request-form.php

Event spikes: If planning an event with an influx of guests (awards/game/concert),
submit the Special Event Parking Form for each event.

Regulations: Follow current parking regulations:
https://www.uta.edu/pats/parking/parkingregulations.php .

Emergency action plans

All UT Arlington day and overnight camps shall have their emergency plan written in the Youth
Program Software, including arrangements for transporting individuals from the camp to
emergency facilities.

Plan customization: Each building is unique; include characteristics, egress, directions
for leaving facilities, designated meeting areas, use of communication systems, and
emergency response numbers. Provide copies to all staff and train them on
implementation.

Response items for all emergencies

Egress: Identify all means of egress.

Assembly: Designate an area for campers and staff to gather in an emergency, far enough
from buildings to not impede responders.

Accountability: At the designated area, assigned staff should conduct roll call to ensure
everyone is accounted for.

Helpful definitions

Emergency Information Hotline: 1-(866) 258-4913

Emergency telephones: More than 200 outdoor assistance call boxes around campus
with blue lights; press the call button to connect directly with UTA PD and pinpoint
location.

MavAlert: Rapid notification system for emergencies via voice, text, and email; enroll
(guests) at www.uta.edu/mavalert-guest..

Office of Emergency Management: Resource for developing written emergency
response plans. Phone: (817) 272-0119.

Outdoor warning siren/public address: Directs people outside to go indoors and access
local media; used for real-time instructions.

UTA Police Department: Emergency: (817) 272-3003 (x2-3003 from campus phones).
Non-emergency: (817) 272-3381 (x23381 from campus phones).

UTA website: www.uta.edu (optimized for emergency information).

Emergency situations

Outdoor warning siren (severe weather):
o Go inside; monitor weather alert radio, TV, or local media.

o Residence halls are locked 24/7; access is limited to assigned hall residents. Seek
shelter in accessible academic/classroom buildings (typically open 7:00 a.m.—
10:00 p.m.).


https://www.uta.edu/pats/parking/parkingregulations.php

o Tornado guidance: Go to basements or interior hallways on the lowest floor;
avoid glass and wide-span roofs. If no structure is nearby, lie flat in a
ditch/depression, cover your head, and remain until authorities give the all-clear
(sirens off does not mean danger has passed).

Lightning siren:
o Go inside quickly; do not shelter in sheds, pavilions, tents, or covered porches.
o Exit water immediately; move to safe shelter.

o Ifunable to get inside, crouch low with head near knees and hands covering head.
Do not lie flat.

o Avoid trees, metal objects, tallest structures, standing water, and open areas.
Extreme heat:

o Plan hydration and rest breaks for outdoor activities.

o Advise increased fluid intake.
Flash floods:

o Evacuate low-lying areas; go to higher ground.

o Avoid streams, low spots, canyons, dry riverbeds.

o Do not walk through flowing water beyond ankle depth.

o Do not drive through flooded areas.
Utility failure:

o Call Facilities Management Service Call Center: (817) 272-2000. If in residence
halls, call the hall office.

o Provide name, phone, building, floor/area, room number.

o Remain in place; await instructions from staff/responders/MavAlert.
Evacuation:

o Leave by nearest exit; go to a safe area away from responders.

o Do not reenter until emergency personnel give all-clear (alarm end does not equal
all-clear).

Fire evacuation:
o Activate the nearest pull station if alarm is not sounding.

o Evacuate via nearest exit; call 911 or UTA PD (817) 272-3003; or use emergency
telephones.

o Do not reenter until emergency personnel give all-clear.
Active shooter (lockdown):

o If outside your building: Go to a lockable room; lights off; windows/doors
secured; stay out of sight; silence phones; call 911 or UTA PD (817) 272-3003;
remain until instructed otherwise.

o Ifin your building: Move to a lockable room or exit if safe.



o If'the shooter enters your room: Call 911 (leave line open if you cannot speak);
barricade; prepare to defend; disrupt attack; move to safer place if shooter leaves;
contact 911/UTA PD immediately.

Shelter-in-place (hazardous conditions):

o Stop activities; stay indoors; close and lock windows/doors/openings; monitor
announcements, radio, TV, or MavAlert.

Missing person:

o Report to police: 911 or UTA PD (817) 272-3003. Provide name/age, last known
location, description, and any helpful information.

o Continue response until police arrive; consolidate participants for headcount;
clear swimming areas if applicable; assign supervision; search surrounding areas;
check attendance records and contact parents/guardians if necessary.

Summer camp employees & volunteers

Employees, volunteers, and interns are vital to each summer camp’s success. The University has
camp-specific employment procedures outlined below.

Youth Program Employee/Volunteer Listing

Select summer camp employees, volunteers, UTA Employee, UTA Student Employee according
to UT Arlington’s hiring guidelines. Complete the Youth Program Employee/Volunteer Listing
(https://www.uta.edu/compliance) and which is located in the Youth Program Software. This

should be completed no later than ten (10) business days prior to the start date of your youth
program.

Inclusion: All individuals performing any service for your youth program must be
included.

Completeness: All fields must be completed; no alternate format is accepted.

Early submission: You may submit before the deadline if most staff are selected to
allow time for processing.

Additions: Additional staff may be submitted for new employees/volunteers/interns, as
long as each is submitted no later than ten (10) business days prior to the program start.
Only add new personnel on each additional form.

Criminal background check

All individuals must have an annual Criminal Background Check (determined by the
University’s fiscal year) to work or volunteer at a UTA youth program.

Completion timing: The Criminal Background Check must be successfully completed
prior to the start date of the youth program for the employee, intern, or volunteer.

All roles: This includes faculty, staff, volunteers and students who have current UTA
appointments.

Initiation and status: Submission of the Youth Program Employee/Volunteer Listing
initiates CBC verification or processing for all camp staff, interns, and volunteers through


https://www.uta.edu/compliance

the Youth Program Software. Individuals are updated in the system once they are marked
with a green check mark clear/completed.

CBC notifications: Those requiring a CBC will receive an email from cbc@uta.edu
with steps. Check spam/junk if not received.

Status updates: The staff member who submitted the listing will receive an email with
completion status for each employee.

UTS Child Protection Training

In accordance with Texas Administrative Code, Title 25, Part 1, Chapter 265, Subchapter N,
Campus Program for Minors, designated individuals (employees, independent contractors,
volunteers; whether or not they have a UTA financial system appointment) shall complete the
UTA Child Protection Training and examination.

Applicability: Training is required for all UTA youth programs regardless of duration.

Timeline: Training must be completed within five (5) days of hire and prior to the start
date of the youth program (for current faculty and staff, generally the first day they start
interacting with youth).

Enrollment links (2025-2026):
o UTA employees: https://uta.instructure.com/enroll/LRHA3W

o Non-UTA employees:
https://uta.catalog.instructure.com/browse/employees/training/courses/uta-child-
protection-training-2025-2026

Email matching: The email used for training enrollment must match the email provided
in the Youth Program Employee/Volunteer Listing.

Content: Training covers warning signs of sexual abuse and child molestation.

Violations: Employees who violate this policy are subject to disciplinary action, up to
and including termination/dismissal. Non-employee designees may have University-
granted privileges revoked or suspended. The Texas Department of State Health Services
may impose civil penalties and/or injunctive relief for violations.

DSHS campus program form (as applicable): For programs that meet state
requirements, submit the Department of State Health Services Campus Program for
Minors Information Form (http://www.dshs.texas.gov/cpm/forms.shtm) within five (5)
days of program start. The Youth Program Compliance Coordinator will advise if
required. Provide a copy to University Compliance Services.

Steps for verifying Campus Program for Minors certificates

1.
2.
3.

Approved training list: http://www.dshs.texas.gov/cpm/training.shtm

Download list: Use the Approved Training and Examination PDF.

Verify details: Confirm the course approval number matches an active approval; confirm
course completion date is within the two (2) year validity window.

Questions: Contact Youth Program Compliance Coordinator at youthprograms@uta.edu
or (817) 272-4254.
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Camp employee hiring paperwork and volunteers’ paperwork
procedures

New employees

Newly hired camp employees and rehired camp employees with a break in employment longer
than one year must complete new employee paperwork.

On-campus process:

1. 1-9 appointment: Schedule at
https://outlook.office365.com/owa/calendar/New EmpPpwkInfo@bookings.uta.edu/booki
ngs/s/zZEDMhHSUcEe sbluWEAr7A2 (confirmation email includes details).

2. 1-9 Section 1: Complete at
https://secure.i9.talx.com/Forml9/Section1/LoginCaptcha.ascx?Employer=18567

3. Acceptable documents: See https://www.uscis.gov/i-9-central/form-i-9-acceptable-
documents (original, unexpired).

4. Attend appointment: Bring documents; receive information on other required forms.
5. Receipt: Return completion receipt to the youth program director or department admin.
Remote process (outside DFW or unavailable during business hours):

1. Request forms: Email hrdocs@uta.edu

2. Paper I-9 Section 1: Complete.

3. Verifier: Locate a public notary or representative from another UT System school for
document verification.

4. Verification meeting: Bring [-9 documentation and identification; acceptable forms at
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents

5. Section 2: Notary/representative completes and signs.
6. Other forms: Complete additional new employee forms that do not require a notary.

7. Mail packet: Send to the Office of Human Resources at least one week before camp
start.

8. Confirmation: Employee receives an email verifying receipt.

Volunteers
Refer to Human Resources Procedure HR-E-PR-17 for complete details.

1. Notice of Voluntary Service Form: Complete with youth program director/admin;
obtain Department Chair and Dean signatures.

2. Identification copies: Collect copies of IDs (same types used for 1-9 paperwork).

3. Status notifications: Youth Program Director/Admin receives notifications in the Youth
Program Software regarding CBC, volunteers, and Child Protection Training. Include
necessary forms in one email to volunteer@uta.edu .

4. Approval: Human Resources emails supervisor an approval.


https://secure.i9.talx.com/FormI9/Section1/LoginCaptcha.ascx?Employer=18567
https://www.uscis.gov/i-9-central/form-i-9-acceptable-
mailto:hrdocs@uta.edu
https://www.uscis.gov/i-9-central/form-i-9-acceptable-documents
mailto:volunteer@uta.edu

o High school volunteers: Any volunteer aged 16 or 17 also needs HR-E-F7 High School
Student Position Information and Application Form submitted with the Volunteer form.

o Timelines: Volunteer notices are typically approved weekly—submit forms without
delay.
Summer camp positions

o Legacy casual positions (pre-2021): Verify: zero incumbents; created with job code
10985 (Casual Camp Assistant); hours reflect 0% FTE.

o Funding source: If changes needed, submit a Position Funding Change eForm in UT
Share (processed by Budgets).

Create a new “Casual Camp Assistant” position
e UT Share: eForms tile — Add a New Value — New Position Request.
e Job code: 10985 (Non-exempt Casual); FTE: 0% (zero hours).
o Justification: “This is a Summer Camp Assistant Pooled Position.”
e Procedure: Check “Create Only — (No Posting).”
e Position number: View in the eForm after completion.
Assignment processing
o New/Returning Employees to UTA:

o New hires: UT Share — eForms — Add New Assignment; Hire Type: “Hire”;
Hire Reason: “Hire.” Add hourly compensation rate.

o Rehires: Hire Type: “Rehire”; Hire Reason: “Rehire — Same Institution.”

o Payment: APS forms no longer required; employees enter hours in Time Clock
Plus; verified by timekeeper/supervisor.

o Payroll deadlines: https://www.uta.edu/business-affairs/payroll/payroll-
processing-dates.php

e Current employees (exempt):

o Payment: Additional Pay eForm (NOT hourly casual). UT Share — eForms —
Add/Change Additional Pay. Contact Payroll for guidance.

e Current employees (non-exempt) — Not recommended:
o Timesheet compliance: Due to FLSA guidelines.

o Overtime: HR and Payroll coordinate on case-by-case basis.

Account management

A separate UT Share cost center should be established for each youth program. See Establishing
Cost Centers Policy:
https://policy.uta.edu/doctract/documentportal/08D8956399B2EASEF46DFFSCFD2609B9 for
information and instructions. If needed, complete Request for a New Cost Center (Form 2-1).
Send completed forms to the Assistant Vice President for Business Affairs, Accounting Services
for approval.
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e Assistance: Contact the Office of Accounting and Business Services at (817) 272-2194.
During and after camps: Requirements and procedures
Required forms for participants

All required forms for program participants are included within the Youth Program Software
parent registration workflow and must be completed by the parent/legal guardian before the
youth program registration can be submitted. These forms include:

o Photo Release

o Release and Indemnification Agreement for Minors
o Authorization for Pick-up/Drop-Off

e Medical Consent Forms

e Minors in Laboratory Form (if applicable)

o Paper forms: Paper forms are no longer collected. All forms are completed and
maintained through the Youth Program Software.

Agenda/schedule

The youth program director must upload a finalized schedule of events for the camp to their
youth program file within the Youth Program Software no later than the time of check-in or
program start. The document should detail the daily agenda, including meeting times/locations,
activities, mealtimes/locations, etc. This assists Guest Services and UTA PD in the event of an
emergency.

Contact person(s)

The Guest Services Office will need contact information for the youth program director and the
overnight counselor(s) staying in the residence halls. This contact information will be used by
the University during any emergencies on campus.

e Role and presence: The contact person serves as the primary camp representative,
interacts with Guest Services, assumes responsibility for participants and guests while on
campus, must be present at check-in, provide all necessary documents, and address camp-
related problems.

e Participant communications: Provide camp contact information to all participants.

Check-in/check-out

o Daily process: Check-in/check-out of camp participants is required within the Youth
Program Software.

e Accountability: Camp counselors should have participant information readily available
during the camp to ensure all participants are accounted for.

e Pick-up authorization: Parents/guardians provide a listing of individuals authorized to
pick up their child. During pick-up, ensure participants are released only to authorized
individuals listed on the Authorization for Pick-up/Drop-Off form. Verify photo
identification at pick-up or authorized car tag.

Designation of a first aid area



Youth Program Directors will designate an area as a first aid area to handle health and
emergency cases arising during the program. The designated first aid area must be suitably
equipped. Supplies should be in single-use packaging. The first aid area must contain, at a
minimum:

o Bandages: Sterile adhesive bandages in assorted sizes
e Gauze: Sterile gauze pads in assorted sizes

o Tape: Hypoallergenic adhesive tape

o Bandages: Triangular bandages

e Roll bandages: Sterile roller bandages in assorted sizes
o Tools: Scissors; tweezers

o Sanitation: Moistened towelettes; antiseptic; cleansing agent/soap
e Monitoring: Thermometer

o Splints: Splints

e Lubricant: Petroleum jelly or other

o PPE: Exam-qualifying gloves

e Eye care: Eye wash solution

o Trips: A first aid kit with the above supplies shall be taken on all off-campus trips.
Storing and dispensing prescription medication to participants

e Original container: Medications must be in the original container with prescription label
attached.

e Secure storage: Store medication, sharps, and related devices in a secure location not
accessible to participants.

e Administration: Administer per prescription label and/or written parent/guardian
instructions.

e Supervised self-carry: No participant may self-administer without adult supervision.
Medications needed for immediate use for life-threatening conditions (e.g., inhaler or epi-
pen) and limited medications approved for first aid kits may be carried by a participant
(with written parent/guardian permission) or a youth program staff member.

Medical log

A medical log shall be kept by the Youth Program staff in the designated first aid area. The
Youth Program Director will use the Youth Program Software as an approved medical log. If a
participant seeks first aid during the program, document it in the medical log. At program end,
scan and return the medical log to the Executive Director of Compliance.

Medical treatment for youth program participants
UTA Health Services cannot be used by any youth program at UTA at any time for any reason.

e Non-urgent: If a participant becomes ill or is injured, contact the parent/guardian to pick
up the child. If unreachable, contact emergency contacts. If both are unreachable, the



director should determine if off-campus medical treatment is warranted. Notify the
Executive Director of Compliance.

o Life-threatening: Call UTA PD immediately so 911 can be called. After calling UTA
PD, contact the parent/guardian; if unreachable, contact emergency contacts. Notify the
Executive Director of Compliance.

Isolation of a participant with a communicable disease

If a participant is suspected to have a communicable disease, isolate the participant to protect
others. Contact the parent/guardian to collect the participant as soon as possible. If confirmed by
an off-campus medical provider, the participant should not return to campus; parents/guardians
should collect them from the medical facility. Arrange with parents/guardians to collect
belongings from campus if necessary.

University recruitment tours and presentations

All overnight external sponsored camp programs with participants ages 8—25 are required to
include a campus tour or presentation in their schedule; however, any group may schedule a
tour/presentation regardless of participant ages. Counselors must be present for
tours/presentations.

e Coordination: The Dan Dipert University Welcome Center coordinates campus tours
and presentations. Request your preferred method and date/time on the Summer
Camp/Conference Housing Reservation Request (Form 7-3). The Welcome Center will
confirm details.

o Format: Presentations are approximately 30 minutes and can be tailored. Tours last
approximately 1 hour and can begin and end at specific locations.

Lost and found

Lost and found items can be turned into the hall office located in the residence hall where the
item was found. Additional locations include the Campus Information Center (817-272-INFO) in
the E.H. Hereford University Center or to the UTA Police (817-272-2904). The same locations
can be checked for lost items. UT Arlington is not responsible for lost or stolen items.

o Post-departure returns: If found items are requested to be returned after a camp has
departed, items can be delivered once shipping is paid by the camp or participant.
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