Leonard Independent School District Volunteer Handbook

The Leonard ISD appreciates the involvement of volunteers in supporting the
instructional and extra-curricular activities programs and enriching the learning
environment. Whether you are chaperoning field trips, assisting office staff, or
mentoring a student in reading or mathematics, your involvement does make a
difference. If you are interested in serving as an education volunteer, pleases complete

the information below to help us make the best use of your time and talent.

There are many ways to get involved in Leonard ISD schools, and each school’s
needs are different. Contact the school where you would like to volunteer for more
information on their campus need and volunteer opportunities. As a volunteer, you will

make a difference!

“Only a life lived for others is worth living.” —Albert Einstein




Yolunteer Guidelines

As a volunteer, you will be assisting the staff at the school to provide an enhanced educational
experience for the students. Your contribution is a vital one and will become an important part of the
total instructional effort. Teachers and students will be counting on you. Be sure that you take
seriously your responsibilities as a member of the educational team.

In Leonard ISD, school volunteers must always work under the supervision of school staff
members. Make sure that you are working in an open, visible area and do not allow yourself to be in
a situation where your actions might be misconstrued.

All volunteer activities take place on the school grounds during school hours under general
supervision of school staff. Exceptions can include chaperoned field trips and away-from-school
volunteer activities such as projects done at home, booster club activities, and district-leve] activities.

How Do I Become a Volunteer?

A new application must be completed each school year. Volunteer Applications are available at each
campus or from the district central office. The forms to be completed and submitted are also provided at
the end of this document.

Complete the Criminal Record Check (CRC) Document, State and local policy also requires individuals
who serve as school volunteers to submit to a criminal history check each year. By completing the
volunteer application, individuals permit Leonard ISD to run a Criminal History Check.

All information is confidential. Leonard ISD reserves the right to refuse volunteer placement to
individuals with disqualifying criminal convictions.

Signing In and Out

- Anyone entering a school building must SIGN-IN AND SIGN-OUT each time they visit.

Confidentiality

- FERPA: Family Educational Rights & Privacy Act protects the privacy of student records. A
student record is defined as any document that contains information directly related to a student
(i.e. discipline reports, attendance records, test scores, written student statements, grades,
transcripts, meeting notes, Sp.Jid./504 records, etc.).

- Volunteers should understand that the academic and personal information they know about a
student should be shared only with the appropriate teachers and school staff and should not be
shared with neighbors, friends or other parents.

- Unless otherwise specified, all communication with parents should be handled by the teacher or
schootl staff.




Conduct & Dress Code

As a volunteer, you are considered to be a role model for the students and should dress and act
appropriately. Please follow the District Code of Conduct regarding what is appropriate to wear on
campus. If there is any confusion, ask your supervising teacher or a staff member what attire is
appropriate for your assignment.

Discipline
1t is the teacher’s responsibility to discipline students, not the volunteer’s, Discuss any discipline
problems with the supervising teacher before they escalate.

Attitude & Professionalism

» Respect, care and concern for every student, parent and partnership is at the heart of
everything we do.

= Although the job is voluntary, the commitment is professional.
= Beontime.

= Be dependable.

» Be confidential

Volunteers should always work within the rules of the school as set by the principal. The campus
principal has the final say as to what can and cannot be done on the campus. Teachers are
responsible for the curriculum, content, techniques and discipline in the classroom.




Leonard Independent School District

Volunteer Application

Return completed application to the Campus Principal

Name Phone
Zip

Address City State
Email Address
SKILLS & INTERESTS:
| am interested in volunteering at the following levels:

____High School __ JuniorHigh __ Intermediate __ Elementary
| am interested in volunteering in these areas: (Check all that apply})
___ Classroom Support __ Field trip chaperone ___ Career Day ___Material Prep __ Concessions

Other

Please list any special skills/knowledge you could share {(hobbies, ethnic cultures, foreign language, etc.)

Volunteer Code of Conduct Agreement
As a volunteer, | agree to abide by the following code of conduct:

« | will complete and submit a new Volunteer Application each school year.

+ L will sign in and out at the front office eachvisit.

+ | agree to never be alone with individual students who are not under the supervision of teachers or
school authorities.

» | will maintain confidentiality of all school orclassroom information.

« [ will share with teachers and/or school administrators any concerns that | may have related to student welfare or
safety.

= | will not supervise a class in the absence of a certifiedteacher.

< [ will not discipfine or directly teachstudents.

« {will not establish or make decisions about instructional objectives.

= As a role model for students, | will dress and actappropriately.

* {agree only to do what is in the best interest of every child with whom [ come into contact.

« {agree to follow the Volunteer Code of Conduct at all times or risk being dismissed from my volunteer
placement.

Signature Date




DPS Computerized Criminal History (CCH) Verification
(AGENCY COPY)

, acknowledge that a Computerized Criminal

APPLICANT or EMPLOYEE NAME (Please print)

History (CCH) check may be performed by accessing the Texas Department of Public Safety Secure

Website and may be based on name and DOB identifiers. (This is not a consent form, but serves as

information for the applicant.) Authority for this agency to access an individual’s criminal history data

may be found in Texas Government Code 411; Subchapter F.

Name-based information is not an exact search and only fingerprint record searches represent true
identification to criminal history record information (CHRI), therefore the organization conducting the

criminal history check is not allowed to discuss with me any CHRI obtained using the name and DOB

method. The agency may request that I also have a fingerprint search performed to clear any

misidentification based on the result of the name and DOB search.

(This copy must remain on file by this agency. Required for future DPS Audits)

Signature of Applicant or Employee (opticnal) -
ease:

Check and Initial each Applicable Space

Date CCH Report Printed:

YES NO initial

Agency Name (Please print)
Purpose of CCH:

Agency Representative Name  (Please print) Empl __ Vol/Contractor _ _ initial
Date Printed: initial
Signature of Agency Representative Destroyed Date: initial

Retain in your files

Date
Rev. 09/2015




CRIMENAL HYSTORY RECORD INFORMATION ADDENDUM

CONFIDENTYAL

CRIMINAL HISTORY RECORDS INFORMATION

The Leonard Independent School District is anthorized by state law to obtain criminal information on applicants the district infends to
employ (Texas Education Code 22 083), The information requested below is necessary to obtain criminal record information.

LASTNAME FIRST NAME MIDDLE INHTTAL
ADDRESS CITY STATE/ZIP COUNTY
DRIVERS LICENSE NUMBER SOCIAL SECURITY NUMBER BIRTHRATE

MORATL TURPITUDE IS AN ACT OF BASENESS, VILENESS OR DEPRAVITY IN THE FRIVATE AND SOCIAL DUTIES
WHICE A PERSON OWES ANOTHER MEMBER OF SOCIETY OR SOCIETY IN GENERAL AND WIICH IS CONTRARY TO
THE ACCEPTED RULE OF RIGHT AN DUTY BETWEEN PERSONS INCLUDING, BUT NOT LEMITED TO, THEFT,
ATTEMPTED THEFT, MURDER, RAPE, SWINDLING AND INDECENCY WITH A MINOR i

T you answer yes to any of the following questions, please state where, when, and the nature of the offense in the comment section,

Have you ever been convicted of a fefony or any offense involviag moral turpitude? YES NO

Tlave you ever heen convicted or plead guilty or no contest (nolo contendere) before a count of any federal, state, or municipal criminal offense?
(Bxcluding minos traffic violations)  YES NO__| )

Have you received deferred adjudication or similar disposition fog any federal, state, or municipal ciiminal offense? YES NO

Have you received probation or commanify supervision for any federal, state, or municipal criminal offense?  YES NO
Haye you ever been convicted of any ceiminal offense in a country outside the jurjsdiction of the United States? YES i
COMMENTS:

Under penalty of parjury, I affirm that the above information s tme and correot and 1 have not knowingly omitted any Information zequested above,
The shove data, 1.6., 1ace, sex, and bicth date, will not be used for employment purposes, but is requested for identifieation purposes for the crimjnal
history records check. A report showing a record of conviction will not automaticatly elfrainateyou from employment considetation or offer of

contract, but it may do so. The nature and date of the offense and the relationship to the position for which you ate applying wiil be considered.

FIE DISTRICT MAY BE REQOUIRED TO NOTINY THE STATE BOARD GF EDUCATION CERTIFICATION IN WRITING I THE
SCHOOL DISTRICT OBTAINS OR HAS KNOWLEDGE OF INFORMATION SHOWING THAT AN APPLICANT HAS A REPORTED

CRIVINAT, HISTORY.

SIGN IF YOU AGREE TO THE ABOVE.

Printed Name o Signature Date

[FOR LiSD USE. ONLY|

Background Conducted by;

Baclground Check Completed On; R




