[bookmark: X99a70ab388f8a01f3f44d5c6da0bb76df341d4a]Program Registration: Step-by-Step Instructions
Purpose: Use this form to register a new program/event, update an existing program, or complete an annual review. Registration is required before your program can move forward for OA&E compliance review.

[bookmark: before-you-start-5-minutes]Before You Start (5 minutes)
Have the following ready: 
- Program name, dates, location(s) 
- Supervisor name and email
 - Brief program description (≤250 words) 
- Participant age range and estimated number 
- SOP 
- 911 Emergency Plan 
- List of staff/volunteers with emails (Excel file)

[bookmark: step-by-step-registration]Step-by-Step Registration
[bookmark: step-1-select-program-type]Step 1: Select Program Type
Choose one: 
- New Program/Event 
- Existing Program / Annual Review 
Then select format: 
- Single Day - Multi-Day / Series / Summer Camp - Annual Program (multi-session, year-long)

[bookmark: step-2-enter-program-administrator-info]Step 2: Enter Program & Administrator Info
Complete all required fields: - Program/Event Name (spell out acronyms) - Program Administrator name, email, phone - Work address - Sponsoring department/unit

[bookmark: step-3-supervisor-approval]Step 3: Supervisor Approval
· Enter supervisor name and email
· Confirm supervisor approval (attestation)
· Upload supervisor approval statement
⚠️ Missing supervisor approval = incomplete registration

[bookmark: step-4-program-description-dates]Step 4: Program Description & Dates
· Provide a clear scope/description (≤250 words)
· Enter start and end dates

[bookmark: step-5-location-participants]Step 5: Location & Participants
· Main program location
· Expected number of participants
· Youngest and oldest participant age
· Select participant type (visitor, volunteer, intern, etc.)

[bookmark: step-6-safety-risk-questions]Step 6: Safety & Risk Questions
Answer Yes/No for: - Biological materials - Hazardous chemicals - Radiation - Animal research/vivarium - Restricted areas - Overnight activities - Off-campus activities or travel

[bookmark: X748a44cc89792db517994756bff74f686c31ef6]Step 7: Upload Required Documents (if applicable)
· SOP
· 911 Emergency Plan

[bookmark: step-8-forms-consents]Step 8: Forms & Consents
Confirm preparation and distribution of: - Minor consent forms (if applicable) - Risk waivers - Photo/media release
Attest that all required forms are complete.

[bookmark: step-9-staff-compliance]Step 9: Staff Compliance
· Confirm background and NSOR checks (complete or in progress)
· Confirm required trainings (Percipio Child Protection)
· Upload Excel file with staff/volunteer names and emails

[bookmark: final-check-before-submitting]Final Check Before Submitting
✔ All required fields completed 
✔ Supervisor approval uploaded 
✔ Required documents attached 
✔ Attestations confirmed
Incomplete submissions cannot move forward for review.

[bookmark: need-help]
