

Job Aid – Training Facility Owner Request Process

[bookmark: _Toc23157971]Overview
The new role of Host Training Facility Owner has been created in SLU to allow one person from each club facility to create and manage host training facilities used for scheduling local training sessions, schedule and manage local training sessions in SLU, and to nominate one or more delegates to serve as Host Administrators.  Approval from your CEO is required to become the Training Facility Owner (TFO) for your club, so we recommend discussing it with your CEO before applying.  The Training Facility Owner Request form is available in SLU and must be submitted and approved to begin the process of qualifying for this role.   Once submitted, the form must be approved by your CEO and BGCA.  Upon final approval, the TFO curriculum will be added to your SLU transcript within 24 hours.  After completing the curriculum, the TFO security permissions will be assigned to you within 24 hours.

Accessing the Training Facility Owner Request Form
1. Log in to MyBGCA.net then click on the Spillett Leadership University icon to access SLU
2. From the Home page, type ‘facility’ in the search field that appears in the top right corner of the portal and press ‘Enter.’
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3. From the initial Global Search results screen, click ‘Forms’ in the sidebar menu to the left to further filter the search results.
[image: ]

4. The Training Facility Owner Request form now appears in your search results.  Click on the form name to launch and complete the form.
[image: ]

5. The form opens.  Read through all of the content of the form before completing its required fields and clicking submit.  In order to serve as a TFO you must acknowledge and agree to adhere to BGCA guidelines and requirements for the role.
[image: ]


6. If after reading through the details you still wish to proceed, click to check the Acknowledgement and Agreement box, type your full name into the Electronic Signature field, and click the Submit for Approval button at the bottom of the form.  Do NOT attempt to change any information in the Facility Approver Instructions section.  If you do not wish to proceed, just click the Cancel button at the bottom to close the form without submitting.
[image: ]

7. Once submitted, you simply wait for form approval from your CEO and BGCA.  Once those approvals are received, you will be assigned the Training Facility Owner curriculum on your SLU transcript and must complete that curriculum before you are granted TFO permissions.



Viewing Your Completed Form
You may review your completed form at any time by navigating to your Universal Profile Snapshot Documents:

1. Click your Universal Profile icon in the top left corner of the portal
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2. [image: ]From your Universal Profile screen, click ‘Snapshot.’ 

3. [image: ]On the Snapshot screen a ‘Documents’ widget appears, showing a count of your documents.  Click the widget to view your documents.


4. [image: ]Your completed form will appear within the folder titled National Trainer Initiative.  Click on that folder title to view your form.

5. All forms within the folder appear.  Click on the name of the form to view it.


6. [image: ][image: ]
The form opens, showing all the information you submitted.  At the top a colored status bar lets you know the current status for your form.


BGCA Training Order Form Job Aid		Page 2					2023 February

image3.png
Show Al

People.

Training

Forms

A Global Search

Global Search

racity.

Rt sesren

Forms results (1)

Training Facilty Owner Request

‘s form is used to request approval to serve as the Training Facility Oner o your Host Facilty. Upon submission, this
form requires approvalfrom your CEO and also from the BGCA training team. Upon inal approval ofthis form, you wil
e assigned the Training Facility Owner fearning curriculum within 24 hours. Tis training must be complted before you
can be granted Training Facility Owner system securty permissions





image4.png
Home

L

ming  Connect  Training Calendar  Performance

ports  Help

Training Facility Owner Request

This form is used to request approval to serve as the Training Facility Owner for your Host Facilty. Upon submission, this form requires approval from your CEO and
also from the BGCA training team. Upon final approval of thi form, you will be assigned the Training Facility Owner learing curriculum within 24 hours. This training
must be completed before you can be granted Training Facility Owner system security permissions.

Al filds marked with an asterisk are required.

HOST ORGANIZATION OVERVIEW

All Boys & Girls Club organizations are elgible to serve as a HOST organizations for Boys & Girls Clubs of America (BGCA) SLU learning events. For an organization
to host a learning event, a Training Facility Owner must be sanctioned by the CEO to serve in this required administrative role,

The assigned role of Training Facility Owner provides special administrator permissions in SLU to

* Add facilties/training locations (HOST Sites) that adhere to related guidelines and requirements
« Create learning sessions hosted by their organization
« Add Host Administrators and ensure their adherence to practices and protocols

TRAINING FACILITY OWNER

o become 3 Training Facility Owner, the following must be completed before the role is assigned and permissions are awarded to align training facilty locations to
the HOST organizatior

« Complete this Traning Faciity Owner Request form
= Have CEO approval on the Training Facility Owner Request form
« Complete the Training Facilty Owner training (assigned upon approval of the request form)

Note: Please review the Training Facility Owner commitments, HOST Site Locations guidelines and requirements carefully before completing and submitting this form.

TRAINING FACILITY OWNER AND HOST ADMINISTRATOR COMMITMENTS

Those senving in the role of Training Facilty Owner are given permission to appoint others within their organization as HOST Administrators. Both the Training
Facility Owner and the HOST Administrators can:

« Create learning sessions hosted by their organization

= Invite and align Tier 1 Trainers and Tier 2 Certified Trainers to leaming sessions that are created

« Access the online HOST Administrators Community to network with peers, gain best practice experiences and access additional trainings and/or other
resources to help in the role

Ensure availability of participants' training materials, o include ordering through FedBx if warranted

Ensure notification of session cancellation and return any fees colected

Ensure dedicated space for up to 30 participants

Ensure minimum enroliment of 10 participants

« Complete a Host St Evaluation Form for each Tier 1 or Tier 2 Certified Trainer.

HOST SITE TRAINING FACILITY GUIDELINES

When hosting a BGCA Spllet Leadership Universiy SLU) learning event, use of » Club acity as the training faciity location is encouraged when posside.
Howeer, organizstions may choose o utize other facltes (e, hotel, community buidings,churches, etc) st thei expense. Whether s Club ste o other faclty,
these training facities are refered to 55 HOST Sites. To serve 33 HOST sie the location MUST be sble to provid the fallowing for paticipantsat sl sessons:

Access to water
LD projector and a table for materials
WiFi connection

Adequate restroom faciies

Clear view of visuals

Two flipcharts on easels and extra pad
Minimal mesting space of 635 square feet
Proper lighting and temperature control
Light refreshments

TRAINERS HONORARIUM AND FEES

When aligning trainers, Training Facilty Owner and the HOST Administrators are encouraged to utiize, when possible, facilitators located within a S0-mile radius of
training facilty location.
« Alignment of Tier 1 Trainers to Learning Events:
= Tier One Trainers will not be paid an honorarium or fees.
« Alignment of Tier 2 Certified Trainers to Learning Events:

* When Training Facilty Owner and/or HOST Administrators request a Tier 2 Certified Trainer from another organization, the HOST organization is
respansible for ensuring payment of the contracted amount for any approved fee-based trainings. Funds can be paid sither exclusively by the
organization or collected through participant registration fees. Organizations are also able to provide complementary registration to individuals of their
choosing,

= Tier 2 Certfied Trainers will ot receive honorarium o fees for faciltating Tier 1 learning opportunities for the HOST organization.

Note: Ultimately, BGCA wil colect al SLU training payments. Upon receipt from the instructor and verifcation and approval of final reconciliation and submission of
invoice and receipts, the instructor's reimbursement payment will be processed from BGCA's revolving training account based on the identified transaction. Should a
discrepancy exist between the charges billed to BGCA by the instructor and the actu fees colected during registration, the HOST Organization s responsible for
ensuring any deficis are paid back to BGCA within 30 days of notification of the outstanding balance.

* Travel Expenses - See BGCA's for guideline
APPLICANT ACTIONS

If you wish to proceed with this application, review and complete the required fields below and then click the Submit button. If not, you may simply close the form.
Once this application is subitted and approved, it may take up to 24 hours to be assigned the HOST Contact/Administrator training curriculum. When assigned, it
will appear on your learning transcript in the portal

The email address we have on file for you appears below. f it s incorrect or missing, update your emal via your bgcanet profile

Emai

ACKNOWILEDGE AND AGREE:

By checking the box below and submitting this form, | officially apply to be the Training Faciity Owner for my Organization, and agree to abide by and hold any of
our organizational Administrators accountable for abiding by the guidelines and commitments outined in this form.

Training Facility Owner Ackowledgement and Agreement *

My Electronic Signature *

Tipeyour name o he e

FACILITY APPROVER INSTRUCTIONS- DO NOT MAKE CHANGES BELOW THIS LINE

As part of the approval process, Facilty Approver MUST add this applicant as ‘Qumer to their Club Location (under Location OU hierarchy). This action s required
in order to assign appropriate training and ensure proper securiy is assigned once they mest the training requirements. The below information is provided to aid
you in mapping them to the correct facilty.

Division

Boys & Giris Cubs of Central Minnesofa (10465) x

Location

Minnesota (MN) ‘

e
= \

[EXEM submit For Approval °
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AACKNOWI(EDGE AND AGREE:

By checking the box below and submitting this form, | officially apply to be the Training Faciity Owner for my Organization, and agree to abide by and hold any of
our organizational Administrators accountable for abiding by the guidelines and commitments outined in this form.

Training Facility Owner Ackowledgement and Agreement *

—

My Electronic Signature *

T yournameino e fdd-
FACILITY APPROVER INSTRUCTIONS- DO NOT MAKE CHANGES BELOW THIS LINE

As part of the approval process, Facilty Approver MUST add this applicant as ‘Qumer to their Club Location (under Location OU hierarchy). This action s required
in order to assign appropriate training and ensure proper securiy is assigned once they mest the training requirements. The below information is provided to aid
you in mapping them to the correct facilty.

Division

e e ?

Location

=X

Region
‘ Midwest (4

[EXEM submit For Approval
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