	Program Operator Checklist

	Planning

	 Review Minors on Campus Resources Website
 Submit housing request (if needed)

	1 Month (at least)

	 Register program in Ideal-Logic
 Add designated individuals to POM Ideal-Logic
 Create program registration and start registering participants in REG Ideal-Logic

	2 weeks

	 Upload final schedule and emergency procedures into POM Ideal-Logic
 All designated individuals are inputted into Ideal-Logic

	Day of

	 100% of designated individuals have cleared background checks and completed Child protection training
 100% of participants have given parental consent and are registered for your program
 Track attendance in Ideal-Logic
 Breathe, you did it! Enjoy your hard work paying off!

	During

	 Track OTC medication and self-administered medication dosages
 Submit any incident reports if needed



