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Who is a School Volunteer?

A school volunteer is a person willing to take time to share wisdom and experience with those on the
threshold of the future. A school volunteer helps to expand and enrich the students' learning experiences
by working under the direction of teachers and school staff.

According to Florida Statute 1012.01 (5) — “A school volunteer is any nonpaid person who may be
appointed by a district school board or its designee. School volunteers may include, but may not be limited
to, parents, senior citizens, students, and others who assist the teacher or other members of the school staft.”

Occasionally it can be difficult to decide if an individual falls into the classification of a school volunteer.
A school volunteer usually meets all of the following criteria:
1. The individual will provide a service to the school.
2. The individual will NOT be compensated monetarily by the school district.
3. The individual will be providing volunteer service for more than one day at any one site (except
for chaperones).

The individual may have access to students while performing the service.

Roles and Responsibilities

At the District — The District’s Office of Safe Schools has responsibility to ensure registered volunteers
are screened for eligibility. All volunteer applicants will be entered into the district’s visitor/
volunteer management system. Staff from the Office of Safe Schools will indicate through the visitor
management system whether a volunteer applicant is approved. A volunteer should have their hard badge
in order to begin volunteering. Applicants are emailed their approval by the visitor/volunteer
management system.

*Responsibilities for district-wide volunteer coordination include but may not be limited to:
* Arranging and providing orientation and training workshops,
* Speaking to community groups to recruit community volunteers,
* Placing community volunteers,
* Supporting school-based coordinators in developing and maintaining school volunteer programs,
* Coordinating county-level recognition events,
* Entering status confirmation for volunteer status into volunteer management software, and
* Surveying schools annually on volunteer needs and effectiveness of the volunteer program
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At the School - Each school's volunteer program is individualized to meet the needs of the students and
teachers at the school. In cooperation with the principal, the school's volunteer coordinator directs the
school’s volunteer program. Many schools have both a staff contact and a volunteer who work jointly to
coordinate the program.

Responsibilities of the school-based Volunteer Coordinator include but may not be limited to:
* Surveying needs of teachers,
» Recruiting and ensuring volunteers are registered - especially parents,
 Arranging for orientation and training,
* Placing volunteers by matching their skills/interests to job assignments,
 Serving as a resource for volunteers,
» Keeping accurate records of volunteer applications and service hours, and
* Coordinating school recognition events for volunteers.

Volunteers in Schools: Benefits for Everyone

The volunteer gains:

- / *  Personal satisfaction from helping children learn,
'( e Opportunities to learn new skills, polish old ones,

e Knowledge and understanding of Hernando County Schools, and
*  Work experience that may lead to a future career.

The student gains:

¢ Additional individual attention,

* An accepting atmosphere for reinforced learning,

* A chance to succeed, thus building better self-esteem, and
* A warm and caring adult who is a friend-and role model.

The school gains:

* Positive interaction with the community,

* Improved student achievement and behavior,

¢ Additional services without extra costs, and

* Increased community understanding and support.

The Hernando County community gains:

¢ Better-educated students, and
* Greater confidence in the educational system.
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Getting Started

If you are not yet a volunteer in our schools, please go to our district website
at Www. hemandoschools org and ﬁll out an appllcatlon to Volunteer ¥ou—n=ray—a-lso—eentaet—a

volunteers: Apphcatlons are processed by a third-party vendor, and take a minimum of
business days to process. We do not have the ability to expedite applications.

VOLONTEERS
NEEDED
School Procedures
Each school has specific information for the volunteer to learn. Volunteers need to know emergeney-drilt
procedures restroom locatrons school dress code, rules about smoking, parking areas, absence procedures,
: R rery e Fe the opening and closing times of the school, the
eating facilities, rules about the use of cell phones, safety procedures such as Crisis Go and general
regulations in the school.

Volunteer Applications

All volunteer applicants, including field trip chaperones, must complete the on-line
web-based Application to Volunteer and wait for clearance PRIOR to volunteering or
chaperoning. The application needs to be completed accurately and in its entirety. A
criminal background check is performed to maximize the safety of our students and to
meet Florida legal requirements. When HCSD employees plan to volunteer, e.g. as a
chaperone at an event or on a field trip, they should also complete a volunteer
application. HCSD employees remain under the expectations and authority of the Staff

m Handbook while chaperoning events.

In meeting the criteria of Florida Statute 943.04351, ALL volunteers must be cleared through Hernando
County School District Office of Safe Schools prior to being placed or beginning service in a volunteer

capacity. Each individual whose criminal background screening would make them ineligible for
employment with the Hernando County School District will be 1nellg1ble to Volunteer in any D1strlct or
Charter school in any capacrty § i § ackgroun g A58 h

a-volunteer: An email will notlfy volunteers when therr apphcatlon status has been approved

Annual Renewal Requirements

Applications MUST be completed annually or renewed in the alloted time frame. Fhe-fee-will-be-$19-95
for A fee will be collected by Safe lemg Solutlons for Level I volunteers Wthh wrll cover the national
background check—real-time—s Ge—aT 5 :
previston. An additional fee will be collected to cover real-time arrest monitoring and notlfcatlon as

well as the identification badge once the appllcatlon is approved 5Phe~aﬁﬁua-l—a-ppl-tea-t10ﬁ—reﬁewa-l—fee

Employee volunteers and student volunteers will not have a fee requirement to volunteer. Volunteer
applications wil—b rear: expires June 30th of each
year.The on-line web apphcatron w1ll be ava1lable for each school year from July 1 - Apritd5 May 15 on the
Hernando County School District Websne

(hernandoschools.org). sver—apphie
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until-after July1for-thefollewingsehoelyear- The website will not be open from May 15-June 30.

Individuals must will remit the fee to cover their renewal ateast——menth—prier—to—their
volunteer—anniversary during the open renewal period to keep their volunteer status active.

Volunteers who let their application lapse will be required to initiate a new volunteer application.

Health Regulations

Please do not come to school if you are ill. This includes a fever, cold, sore throat, or cough. You may

think you are leaving the teacher shorthanded, and you may want to volunteer even though you are not
well, but doing so is not good for you, the children, or the teacher. Please eall-the-sehoel-andleavea
message-for inform the teacher when you have an unforeseen absence. Children learn by example, and we
ask that you, as a role model, use good health habits when you are at school.

Attendance

Punctuality and reliability are expected since students are counting on you. Please inform teachers in
advance of planned absences and call the school for unforeseen absences. Students will be
disappointed you cannot come, but will be reassured that you cared enough to call.

Appearance and Manner

Volunteers should be well groomed and dress professionally. Hats, short skirts and shorts, exposed
midriffs, low cut blouses, and inappropriate graphics/language on t-shirts are not allowable for students,
let alone volunteers. If you are not sure how you should dress, please ask the teacher, your
supervisor; or your volunteer coordinator. Volunteers should set a good example for students by
maintaining professional conduct at all times

Volunteer Behavior on Field Trips

When volunteers are chaperoning a class and/or field trip there is to be no inappropriate
language, drinking nor smoking/vaping. Volunteers are to stay with their assigned groups. The
purpose of volunteers being present is to ensure the safety and well-being of the students. It is the goal of
all involved that our students to enjoy field trips and feel safe. Students on the trip as well as volunteer
chaperones may not get to do all the things that they want to do if the entire group doesn’tagree or
time is short. Volunteers must follow all the directions given by the school and/or teacher.
Failure to follow directions may result in disqualification from volunteering for a limited time
up to permanent disqualification as a volunteer at any site. No exceptions will be made for not
following the rules of the school or the volunteer handbook.

Confidentiality

Volunteers must maintain strict confidentiality concerning information they learn about students or faculty.
Information about students should be kept between the volunteer and the teacher. A misplaced comment can be
devastating to a student, the family and/or the volunteer program. If questions or concerns arise, the volunteer can
talk with the volunteer coordinator, teacher, guidance counselor or the principal.

Sign In/Out and Wear a

NametagBadge

When volunteering always:

1. Report to the school's front office.

3. Wear volunteer nametag. Safeguarding our students and maintaining campus
security is of utmost importance.
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Information to Remember

* Volunteers who have been approved and follow the sehoeel's-sign-in procedures (sign in) are covered
by School District liability policies while volunteering.

* Some outside companies may consider verified volunteer service as work experience for employment.

* Individual volunteers will may be recognized for their dedication and service to Hernando County
schools. The record of volunteer attendance is one basis for consideration of these awards.

 State awards are granted to schools who log a designated number of volunteer hours per enrolled
student.

Orientation

Hernando County School District designates volunteers as Level I or Level II. Level I volunteers must remain
under the supervision of an employee of the district at all times while working with or in the presence of students. For
example, a Level I volunteer in the media center may not work with students on a project in the media center if the
media specialist or another employee is not present. The volunteer could work in the media center alone if no

students are present.

fingerprinting for an m—depth background check and is interested in one-on-one student contact such as tutoring,
mentoring, field trip chaperone or coaching.

instruct, discipline, or replace a member of the school staff at any time. Volunteers at both levels should be under
supervision of a District employee while interacting with students, unless it is a rare occasion such as a field trip.

Every volunteer (Level I and Level II) should meet with the school's volunteer coordinator to discuss school
procedures, e.g., sign-in/out procedures, school layout, expectations for behavior, school safety procedures, etc.
This session will be completed by the school volunteer coordinator. Volunteers should sign a log indicating they
have received the school-level orientation annually. The checklist will be kept by the school.

Reporting Volunteer Hours

Please be sure to report to the school your completed volunteer hours. Volunteers who check into and out of school
on the visitor/volunteer management system will have their volunteer hour captured automatically.
Volunteers who fail to check out will be awarded no more than 1 hour for the day in which volunteer services were
provided. Report all hours that you provide as a service to the school, including work done at home for the
school. When making a decision as to what constitutes volunteer service, the hours must be completed while
providing nonpaid service to the school, not while attending a PTA meeting or school event (ex: Open House, school
play, athletic event, etc.).
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State and District Rules

FL Statute 39.201

Florida Statute 39.201 (1)(a) states: “Any person who knows, or has reasonable cause to suspect, that a
child is abused, abandoned, or neglected by a parent, legal custodian, caregiver, or other person responsible
for the child's welfare, as defined in this chapter, shall report such knowledge or suspicion to the department
in the manner prescribed in subsection (2).

How do you make a report? Call the Florida Abuse Hotline (1-800-96ABUSE or 1-800-962-2873) of the
Department of Children and Families. A volunteer should also report to their school administator that they
have made such a report. Additional information can be obtained at the Department of Children and
Families website: www.dcf.state.fl.us/abuse.

Florida Statute 943.04351

This statute mandates the “search of registration information regarding sexual predators and sexual
offenders prior to appointment or employment.” See www.leg state.fl.us/Statutes/index.cfm.

Florida Statute 768.1355
The Florida Volunteer Protection Act and can be viewed at www.leg.state.fl.us/Statutes/index.cfim.

Administrative Rules 6A-1.070
The Florida Board of Education's administrative rules regarding volunteers can be viewed at
www.flrules.org.

Policy Number p09200 Policy & Procedure Manual
The School Board of Hernando County designates the Volunteers in Education within the Office of Safe
Schools to be the official coordinating body for all school volunteers.
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Making the Right Match

Whether preparing materials for a lab experiment, to cleaning lunch tables, or mentoring/tutoring a student
one-on-one, there is a volunteer job to suit every person's background and interest.

* Would you like to work directly with students?

* Would you like to be a tutor or a classroom assistant, an office worker, motivator/mentor, or to work
with exceptional students?

* Do you have special talents and/or skills that would benefit music, art, drama, physical education, or
an extracurricular program?

* Would you prefer elementary, middle, or high school?

* How much time can you commit to volunteering?

* What days or hours do you prefer?

* Can you make a weekly commitment or are you only available occasionally?

* What experience do you have that would prepare you for your volunteer job? What is your motivation
for volunteering?
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Sample Volunteer Duties

Chaplain (Level 2)
e Provide support services to students at parent request

e Must follow procedures to apply & qualify under school chaplain program
Classroom Volunteer

(Reading, Basie Math, English, Science, Social Studies, Electives)

* Uses flash cards to help students learn words, multiplication tables, and word
sounds-

* Assists younger children with learning the alphabet, colors, numbers and in
identifying letters, shapes, rhyming words, etc.

* Supervises learning centers, games, and other areas where an extra pair of hands are needed-

* Assists students with special projects-

* Assists students in academic work without evaluating.

* Chaperones-on-field trips.

* Prepares bulletin boards or hands-on teaching materials.

Clerical Volunteer

* Assists the support staff in the operation of our schools by working as a receptionist, typist, or file clerk.

Coaching Volunteer (Level 2 Required)
¢ Attend and participate in practices, games/meets and tournaments.
¢ Implements program policies as set forth by the head coach and principal.
¢ Express a positive attitude at all times.
¢ Teaches competitiveness, sportsmanship and additional traits of positive character.
¢ Issues-uniforms-to-team-members. Must complete the 5 free FHSAA mandated
NFHS courses -see Athletic Director for details

¢ Assistinsupervision-ofall activities. Volunteer coach may facilitate drills/

skills and/or supervise a game or practice provided a supplemental coach
working for the District or Athletic Director is present

Field Trip Chaperone

* Assists teachers during field trips. (Level 1)

» Takes responsibility of a group of students assigned by the teacher.
* Specific chaperone guidelines are provided by the school.

* An overnight chaperone is required to be a Level 2 volunteer
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Tutor Volunteer (Level 2 Required)
* Works with small groups to reinforce basic skills.
* Works at any grade level and in any subject area.
 Offers remedial help or reinforcement activities.

M ide-additional chall fed stadents.

Youth Maetivator/Mentor Volunteer (Level 2 Required)

* Works with an at-risk student needing extra support.

 Serves as a role model and advisor, helping the student understand how education will help him or her reach
personal goals.

* Encourages school attendance; discourages tardiness.

* Attends a mentor training which provides an overview of the program and mentoring responsibilities/conduct.
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Important Volunteer Guidelines
When Working with Students, Velunteers

VOLUNTEERS MUST MAINTAIN STRICT CONFIDENTIALITY concerning information they see
and hear about students and staff, including students' grades, records, and abilities.

Volunteers DO NOT discipline students. Provide “instruction” to students regarding behavior. Report
discipline problems to the teacher.

Level I & II Volunteers must always be supervised when working with students. They may
not supervise a classroom or give permission for a student to leave a classroom. These are the
teacher’s responsibilities.

Level II volunteers are allowed to participate in activities which may include one-on-one contact
with students. These activities may include mentoring, tutoring, volunteer coaching, chaperoning
overnight field trips or chaperoning a group of students in a public setting.

Volunteers do not diagnose student weaknesses and strengths, prescribe activities for

students, or evaluate student progress.

Volunteers' discussions with teachers should not interrupt class time. Please turn cell

phones off.

Volunteers are not to bring preschool children into the classroom during instruction time.

This presents a liability issue and is disruptive to the classroom.

Volunteers should set a good example for students by their manner, appearance and behavior. They should
be well groomed, appropriately dressed, and maintain professional conduct/language.

Volunteers should be in good physical and mental health.

Volunteers may not give any medication to students.

Volunteers' comments should not be written on student papers.

Volunteers should not laugh at or belittle student answers, or efforts.

Volunteers should contact ONLY school staff members with any concerns regarding students.

Volunteers are assigned only to staff members who request their services.

Comparing and criticizing teachers and students is not acceptable volunteer behavior.

Volunteers may not hold informal parent/teacher conferences or leisure conversations with

staff members or other volunteers during volunteer time.

Volunteers may not conduct personal business at school.

Volunteers may not take photographs, videos or recordings of students, unless permitted by a school
administrator for a school project. Never post any student photographs or student information on social
networks.

Volunteers should practice safety in the classroom and follow all the safety procedures for the school.
Volunteers should never touch students in any way that is aggressive, disciplinary, or sexual in nature.
Volunteers who are hurt or involved in an accident while serving in a volunteer capacity should report the
incident to the school office and complete an accident report immediately.

All volunteers must sign in/out and wear an identifying nametag badgewhile on a school campus.

When in doubt check in with the school prineipaladministration/teacher/guidanee school
counselor, etc.
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Frequently Asked Questions

How do I become a volunteer?

. 5 . § 5 - Volunteer appllcatlons are only avallable on]me
for everyone except students Your volunteer appllcatlon process begins with our volunteer Level I application
available under Safe Schools at www.hernandoschools.org. Applicants may not be placed in a volunteer
position prior to clearance from the Volunteer Department. The on-line web application will inform you when
your application has been processed and cleared. Please share your volunteer interests with the coordinator at the
school.

I do not have teaching experience. Can I still volunteer?
Yes! A teaching background is not required since volunteers work under the direction of the school staff.

How do I find out which volunteer services are needed?

Each school has a volunteer coordinator who will assist you in your placement. Some schools hold
informative orientations which explain the opportunities available and the volunteer program. Your
volunteer assignment is determined by your skills, interests, and preferences, as well as by the needs of
individual schools and teachers.

I'd like to volunteer, but I can't offer my services on a regular basis. Can I still volunteer?

Yes! You may volunteer on special school projects or doing activities with PTA/ PTSA/PTO. While the meetings
are not considered volunteer time, any activities on behalf of the school will count toward the annual volunteer
hours. The time commitment will depend on the specific project. Another possibility is to arrange to take volunteer
work home to complete at your convenience.

I would like to volunteer, but I have a preschool child. Can I bring my child with me?

No. Taking preschool children with you to school presents a liability problem for the school. In addition, having a
very young child in a classroom interrupts class procedures, disrupts the students, and prevents the volunteer from
giving full attention to the work the teacher has prepared. However, you can still help the school by making
arrangements to do work at home.

May I choose the teacher with whom I want to work?
Volunteers are placed only in classrooms where teachers have specifically requested assistance.

Suppose I don't feel qualified to perform the assignment I have agreed to undertake?
Feel free to say so. Remember, there are many different jobs. Talk to your teacher/supepwselc or Volunteer
coordinator for possible reassignment. ay-a 2

What do I do about discipline?
Disciplinary action is the responsibility of the teachers and school staff. Volunteers do not enforce
discipline. Immediately notify the teacher if there is a discipline problem.

My friends and neighbors will ask me about school. What may I say?

We want you to talk about our schools and your school involvement. But you may have access
to "privileged" information, which must be treated as confidential. Privileged information is important
school business and must never be discussed outside of the school. Also, remember that criticizing
school personnel and school practices are not acceptable. In school, you are a professional working
with other professionals.
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VOLUNTEER CHECKLIST

I have:

I know:

[talked with the school’s volunteer coordinator.

Ocompleted an On-Line Application to Volunteer.

[waited for my application to be processed and cleared prior to volunteering.
[participated in an orientation/training session.

[been assigned to a teacher or a supervisor of the project / activity.

[Ja specific place and time to work.

[the school layout, parking, and facilities available.
[the school/classroom discipline policy.
[classroom policies, procedures, and rules.

Cfire and other drill procedures and safety rules.
[Iwhere and when to report to work.
(where-the-sign-in-beek/compute
Owhat to do if [ must be absent.
COwhat to do if I am working with a substitute teacher.
[Iwhere instructional materials/tools are kept.

COwhat is expected of me

Signature of Volunteer Date

remove photo
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Notes for Volunteering
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Hernando County School District

Learn it. Love it. Live it.

School Board Members
Mrs. Linda Preseott, kcayce Hawkins ,Chair
Mr. Gus-Guadagnine, Shannon Rodriguez Vice Chair
Ms. Susan Duval
Mrs. kay#ateh Mark Johnson
M Jimmy Fedato Michelle Bonczek

Superintendent of Schools Mr. Jehn-Stratterr Ray
Pinder

Director of Safe Schools
Ms- Jill Renikan Mr. Angel Pagan

Assistant Directors of Safe Schools
Mr. Brett Scroggins and Mrs. Jodi Slone
District Volunteer Liaison

Ms. Beverdly-Drew Jae Figueroa-Torres

Address: Office of Safe Schools

275-0ake 801 N Broad
Street Brooksville, FL.
34601 (352) 797-7233
Ext. 468 484
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