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CHINMAYA SOMNATH LEARNING CENTER RENTAL GUIDELINES

LIABILITY INSURANCE - Each Renter must hold liability insurance and list CMWRC in its policy.  Information detailed in APPENDIX 1.

BACKGROUND CHECK / SP-167 - All teachers and administrative staff in the facility must have a background check completed and submitted to CMWRC. (County DSS rules for working with children).  CMWRC to maintain a comprehensive list of employees and people in the facility at any given time.  Renters must provide list of staff, contact and email.  Information detailed out in APPENDIX 1 

ONLY AUTHORIZED INSTRUCTORS ALLOWED - From time to time custodians will perform random checks to verify name of instructors / administrators.

FIRE ARM POLICY - No fire arms / gun arms in the facility. Concealed or otherwise.

CHECK-IN / CHECK-OUT - Renters will be allowed 15 minutes before the set time and must vacate within 15 minutes after end time of the rental.  Renters will be required to check in and check out - listing room numbers occupied and time in use.

SHOES ONLY IN THE CUBBY - Please ensure all shoes are placed only in the cubby’s in the shoe room.  

NO FOOD OR DRINKS IN CLASS ROOMS - No food or drinks on the lower level except in the conference room which also serves as a break room.   

WAITING IN THE LOBBY - Parents and siblings must wait in the front lobby and all kids - especially young ones must be attended to at all times.   Parents and siblings in the lower level is disruptive to classes in session.

CAR PARKING/STANDING/WAITING AT FIRE LANE IN FRONT OF THE BUILDING - Parent's cannot line up in front of the mission for pickups.  This is a violation of county's fire safety rules and causes a traffic situation. Please adhere to the fire safety rules and not risk anyone's life/safety.  We have ample parking spaces – instruct parents to take that time to park properly in the parking lot and come in to pick up their child from inside the Mission.

MINDFUL USAGE AND CLEANLINESS – Instructors and Administrators are accountable for room cleanliness.  Pencil and Pencil lead shavings on the floor that leave the carpets permanently damaged can be avoided by appropriate instructions and constant reminders to students.  Trash and tissues not in the trash bin, items left behind by students and in general displacement of tables / chairs – should be attended to before concluding the rental.  Most times there is another class which will follow before the cleaning schedule.  Leave the room as you would like to enter into. 

DROP OFF AND PICK UP OF CHILDREN – For the safety of the children attending the CSLC classes offered by the vendors, we would like the vendors to instruct the parents that the child must be left in the care of the authorized teacher and not just dropped off at the facility. CMWRC will not be responsible for any child that is simply dropped off at the facility and not handed over in care of the authorized teacher.   Similarly child has to be picked up from inside the facility and not from the curb.


APPENDIX 1

Insurance requirements:

- Every CSLC program provider will be required to carry and furnish a Liability Insurance with the following specifics.
 
CSLC program providers are required to furnish proof of liability insurance coverage with minimum policy limits of $1,000,000 for all activities. Such proof of liability is required prior to approval of the long term use agreement and shall name Chinmaya Mission Washington Regional Center (CMWRC) as an additional insured party to the policy. A hard copy of the certificate shall be provided by the provider to Chinmaya Somnath office prior to any use of the facility. CSLC Program providers are required to provide an updated insurance certificate prior to its expiration. 
Note that this inclusion of CMWRC and the policy itself is to remain effective for the entire year unlike a inclusion just for an event.  

Here are few vendors who have named Chinmaya Mission in their policies for events/ short term rentals held at the facility and could assist with an annual policy.   
Note: "The insurance Company/Agency name/s provided below is NOT an endorsement or recommendation from CMWRC. There are multiple Insurance Companies and Agencies in the market. You may choose any of them as you deem appropriate.”

1.KEENER INSURANCE AGENCY (571)490-7903

2.EAST MAIN STREET INSRUANCE (WILL MADDUX) 530-477-6521 INFO@THEEVENTHELPER.COM

3.American Speciality INSRUANCE  amerspec.com 800.245.2744

4.Audrey Lamontagne 860-583-0943 alamontagne@starshelp.com

5.https://www.theeventhelper.com/  
The policy should look like below, also shown an inclusion of CMWRC for an existing policy.
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APPENDIX 2
Background Check for ALL Teachers AND Administrative staff in the Mission:
All teachers and administrative staff associated with the CSLC provider and working with children in the facility will be required to furnish a background check certificate to the Chinmaya Somnath office.  This is a Virginia Department of Social Services  (DSS) guideline that Chinmaya Somnath is mandated to strictly adhere to.  
This is a fairly simple process and costs only $20 per person and lasts for a year.   Please follow along specifics
Visit the below site.
http://www.vsp.virginia.gov/CJIS_Criminal_Record_Check.shtm
Click on SP-167 Link shown below.  Information MUST be entered online and past completion the form needs to be printed for notarized signatures and eventual submission to Chinmaya Somnath. The form has a 'Confirm" button at the end of the form. Please verify all the information twice for accuracy before pressing the 'confirm' button. One cannot edit any information past the confirm button is pressed.
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Here’s what the online form looks like and note the information that needs to be checked and entered.
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Once completed – and the “confirm” button has been clicked – there will be one more prompt before the document SP167.pdf is automatically downloaded on your machine.  This will probably be in the “Download” folder.  Most times the PDF will automatically open in the browser or Adobe Reader – but sometimes it won’t. The Printed form will look like below.  Note that the printed form has a unique bar code specific to that application.  Enter one form per individual.
[image: ]

Once printed please get your signature Notarized.  This is the highlighted section.  Sign only in the presence of a Notary – and the remaining information will be entered by the Notary including date.  Usually the bank which you operate with provide this service free of charge.  Alternatively most UPS stores offer this service for a fee.
[image: ]

Upon completion – please submit this form to Chinmaya Somnath Center either directly to Prakash G. Soman or with one of the CSLC operations team member along with $20 Check drawn in favor of CMWRC.  Prakash Ji then will collect these forms and needs to get his signature notarized in the Agency section.  CMWRC requires 5 business days to consolidate forms and get everything notarized before mailing them out – so please account for that time as well.
Once completed – CMWRC will draw a certified check and send it to Virginia State Police.   As stated Virginia State Police takes up to two business weeks to review and approve these background checks.  Individuals will be notified (provided email / phone number) upon successful response back from Virginia State Police.  Providers and the approved individuals can begin operating inside the Mission ONLY after this response has been received back.  Please plan accordingly to ensure everything is in place well before setting dates for your offerings at Chinmaya Somnath. 

Additional Information Re: Background Checks: 
Please find attached additional information citing requirements by DSS that Chinmaya Somnath is adhering to. Note that SP-167 does not require finger printing and is more accessible than the required standards for teachers who work with kids in Chinmaya Blossoms.
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1-833-454-9064

Criminal Record Check
NOTE: There is no expedited or same-day service.

There are two methods of obtaining a Virginia criminal history record check. This
will entail Virginia conviction data only. To receive Virginia arresticharge data, a
fingerprint card must accompany form SP-167. Listed below are the two.
required forms:

(1).Criminal HistoeRECords Check (SP-167)

67 request
e (must mail

Requests for criminal record searches must be executed by the
submission of a signed and notarized ‘Criminal Record Name
Search” form SP-167. The instructions for the completion of this
form are included with the document. This form can be viewed
‘downloaded andor printed by visiting the Virginia State Police
Forms page

Examples of eniities/individuals eligible to use this form are:

« Individuals
« General Public
« Private Companies

(2).Criminal History Records Check (SP-230)
NOTE: You MUST be an approved Virginia agency.

Criminal history record dissemination submitied on the SP-230 is
governed by Section 19.2-389 of the Code of Virginia. Pursuant to
this section, the following non-criminal justice entites are
empowered to receive criminal record name searches using the
SP-230 form. This form does not require notarization.

« Domestic/ Interational Adoptions & Foster Care Agencies
« Hosbital Pharmacy Emplovees
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pgsoman@aol.com @ Wed, May 15,502PM  J% & :
tome »

Hari OM!
Mihir ji, Namaste!

Please see the below email with attachment from DSS informing us of the new state regulations requiring enhanced criminal
background check for the individuals who could likely be with a child alone at any time.
The policy of enhanced background check was implemented by DSS from July 2017.

In our communication to the vendors we could mention that the state regulations require a fingerprint background check for any
adult in an educational institution who is likely to be alone with a minor child at any time of operations of the educational
institution. Further information about the details for obtaining such background check report from the Virginia State Police will
be provided later.

Please let me know If you need any other information.
Regards and Thanks,

Unto HIM!
Prakash

From: Williams, Edwina (VDSS) <edwina.williams@dss.virginia.gov>

To: DSS_LICENSING <DSS_LICENSING@LISTSERV.COV.VIRGINIA.GOV>
Sent: Mon, Jul 17,2017 1:18 pm

Subject: Child Day Program Barrier Crimes 2017

The attached file is being sent to certified preschools, child day centers, short-term child
day centers, family day homes, family day systems, religiously exempt child day centers,
voluntarily registered child day centers and unlicensed child day programs receiving child
care subsidy assistance from the Virginia Department of Social Services Email Distribution
Service.
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COMMONWEALTH of VIRGINIA

DEPARTMENT OF SOCIAL SERVICES

DATE: July 17,2017

TO: Licensed Child Day Centers
Licensed Short-Term Child Day Centers
Licensed Family Day Homes
Voluntarily Registered Family Day Homes
Licensed Family Day System
Religiously Exempt Child Day Centers
Certified Pre-Schools
Unlicensed Child Day Programs Receiving Child Care Subsidy Assistance

FROM: Charlene Vincent, Director
Division of Licensing- Children’s Programs

SUBJECT: New Barrier Crimes Lists for Child Day Programs

The Office of the Attorney General has revised the list of Barrier Crimes for Child Day Programs,
which is attached and also found at:

http://www.dss.virginia.gov/files/division/licensing/cdc/intro_page/background investigations/gu
idance procedures/barrier crimes for child day programs.pdf .

Effective July 1, 2017, the list of barrier crimes can be found in § 19.2-392.02 of the Code of
Virginia. New barrier crimes have been added to the list including violent crimes and crimes
listed on the Sex Offender and Crimes against Minors Registry. Barrier crimes now include any
substantially similar offenses under the laws of another jurisdiction; meaning convictions that
took place in another state.

This list is effective immediately; please discard any other barrier crimes lists previously issued.

The Virginia Sex Offender Registry can be found at http://sex-
offender.vsp.virginia.gov/sor/index.html; click on the left hand panel ‘Search the Sex Offender
Registry’. Offenses that require registration can be found at http://sex-
offender.vsp.virginia.gov/sor/statutes.html.

Please contact your licensing inspector if you have any questions. If you do not have an assigned
inspector, please contact your regional licensing office at
http://www.dss.virginia.gov/files/division/licensing/contacts/dolp_district children.pdf

801 East Main Street - Richmond VA - 23219-2901
http://www.dss .virginia.gov - 804-726-7000 - TDD 800-828-1120
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