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Dear Volunteer:


On behalf of Albuquerque Bilingual Academy (ABA), I want to thank you for joining our volunteer program We appreciate the time you invest in our students, the wisdom and care our students will get from you. You send a powerful and positive message to all those students and parents when you give from your valuable time to our students and school. You can be part of the success of our students and school by volunteering your time in whatever capacity you are able to.  Ultimately, your active time will heABA us achieve our goal of creating responsible citizens. Thank you so much for sharing your time with ABA. 




Sincerely
Chris Jones
Executive Director of ABA




Volunteers, welcome to Albuquerque Bilingual Academy!  
We are very excited of your participation with us here at ABA!  
For new applicants a background check will need to be in place before you can start volunteering. For those volunteers who need to re-due background check, please make sure to do prior to your current background check expiring. Once you are cleared to volunteer through the background check process, you will be able to begin volunteering at ABA. Please note that upon receipt of your background check, the school will notify each prospective volunteer via email or phone and will review potential start dates.  
The cost of the background check is $44 and is paid to the vendor performing the search.  This payment is the responsibility of the volunteer. Payments must be made via credit card. The volunteer may request reimbursement for expense of the background check only if the background check does not reveal information that excludes the volunteer from eligibility to participate in the volunteerism program at ABA. 
Keep in mind that volunteers time is treated as "at will" and unpaid; the volunteer’s services may be terminated at any time in the sole discretion of the executive director or his/her designee(s).  Voluntary positions do not include rights of employment or rights to benefits afforded to school employees. Volunteers are called on an as needed basis for assistance to the school. Worker’s Compensation Volunteers are not covered under worker’s compensation.











VOLUNTEER RESPONSIBILITIES: 
· Complete the Volunteer Application. 
· Read the Volunteer handbook and return signed portion to office. 
· Complete the background check process including payment of the processing fee. 
· Wait until approval is received before going to a school to volunteer. 
· Follow School Board policies. 
· Enter schools through the front offices. 
· Sign in/out and receive an ID from front office staff. 
· Keep student information confidential. 
· Be punctual and reliable. 
· Set a good example in manner, dress, and appearance.
· Complete assigned duties.
· Be flexible with job assignments.
· Report concerns for student safety to the Administration. 
· Report suspected abuse to the Principal as well as Child Protective Services.
· Safeguard our students and maintain campus secure.
· Must provide a valid contact number in order to locate in case of an emergency.
· Never move a child involved in an accident, always notify a school personnel.
· Chaperones must be approved volunteers.
· Chaperoned/volunteers should wear clothing that is appropriate for the occasion.
· Chaperones/volunteers will assume duties at the school site prior to the trip and complete duties at       the school upon return. Any other arrangements must be cleared with school administration prior to the trip.
· Failure to comply with field trip guidelines could result in denial of volunteer privileges. 
· Chaperones/volunteers are not permitted to transport children in their private vehicle. If chaperones/volunteers choose to transport their own children in their private vehicle they assume liability in the event of an accident. 
· District procedures prohibit bringing children on field trips that are not registered in our school. Please make other arrangements for siblings on the day of a field trip. 
· Tobacco, alcohol, and illegal drug use is prohibited in schools, on buses, and while on field trips or at any school-sponsored activity. 
· Don’t be upset or offended if the teacher/staff member corrects you; it is important that each child receive the correct information so that learning is enhanced. You will learn also. 
· Become familiar with the procedures and rules at the schools where you are a volunteer.
· If a student tells you that there is a weapon on campus or you see a weapon on campus, report it immediately to the school administration. Do not try to take the weapon or search a student for the weapon yourself, but try to get a description or name of students involved.
· Report any suspicious persons in the school or on the school grounds immediately.

 VOLUNTEERS WILL NOT: 
· Assume responsibility for the supervision of a class in the absence of a certified teacher. 
· Give medication to students.
· Discipline students. 
· Transport students. 
· Work alone with students.
· Determine the grade or write comments on students’ papers.
· Establish instructional objectives. 
· Compare and criticize students or teachers. 
· Hold parent/teacher conferences during class time. 
· Discuss the academic performance and behavior of students. The Family Educational Rights and Privacy Act (FERPA), Individuals with Disabilities Act (IDEA-B), and Health Insurance Portability Accountability Act (HIPPA) protects the privacy rights of students.  Privacy of information includes, but is not limited to, grades, test scores, attendance record, health data, family background data, teacher ratings, counselor ratings, and behavior records. 
· Never move a child involved in an accident, always notify a school personnel.
· Chaperones/volunteer are not permitted to transport children in their private vehicle. If chaperones/volunteers choose to transport their own children in their private vehicle they assume liability in the event of an accident. 
· District procedures prohibit bringing children on field trips that are not registered in the school. Please make other arrangements for siblings on the day of a field trip. 
· Tobacco, alcohol, and illegal drug use is prohibited in schools, on buses, and while on field trips or at any school-sponsored activity. 

VOLUNTEER OPPORTUNITIES 
· Volunteers have the  opportunity to help our Parent Organizations groups (PTO, PTA, Boosters) Parent organizations support the schools through various activities that provide funds for school/classroom/student projects and involve parents and community members in our schools.
· Volunteers have the opportunity to perform clerical work.
· Volunteers have the opportunity to assist with performances or athletic events. 
· Volunteers have the opportunity to chaperones for field trips
· Volunteers have the opportunity to assistance preparing materials and reading to the class. 
· Volunteers have the opportunity to participate in our Foster Grandparent Program. The Foster Grandparent Program is sponsored by the city of Albuquerque. This program places senior volunteers in schools while also following the school’s requirements in the placement of volunteers.
· Volunteers have the opportunity to help in our Media Centers/Libraries.
· [bookmark: _GoBack]Volunteers have the opportunity to help our coaches.
VOLUNTEER PLEDGE 
· It is my duty to deal justly and considerately with each student, school employee, or other volunteer. 2. It is my duty to share the responsibility for improving educational opportunities for all. 
· It is my duty to stimulate students to think and to learn, but at the same time protect them from harm. 
· It is my duty to respect the confidentiality of student records and information about students and their personal/family life. 
· It is my duty not to discriminate or to permit discrimination on the basis of race, color, national origin, ethnicity, sex, sexual orientation, disability, religion, or serious medical condition against any person while I am on duty as a volunteer. 
· It is my duty to avoid exploiting or unduly influencing a student into engaging in an illegal or immoral act or any other behavior that would subject the student to discipline for misconduct, whether or not the student actually engages in the behavior.
· It is my duty to avoid giving gifts to any one student unless all students similarly situated receive or are offered gifts of equal value for the same reason. 
· It is my duty to avoid lending money to students.
· It is my duty to avoid having inappropriate contact with any student, whether or not on school property, which includes all forms of sexual touching, sexual relations or romantic relations, and any physical contact which is unwelcome by the student or inappropriate given the age, sex, and maturity of the student. 
· It is my duty to avoid giving a ride to a student. 
· It is my duty not to engage in sexual harassment of students, other volunteers, or school employees. 
· It is my duty not to engage in inappropriate displays of affection, even with consenting adults, while on school property or during school events off premises. 
· It is my duty not to possess or use tobacco, alcohol, or illegal drugs while on school property or during school events off premises. 
· It is my duty to use educational facilities and property only for educational purposes or purposes for which they are intended consistent with applicable laws, policies, and rules. 
· It is my duty to avoid violent, abusive, indecent, profane, boisterous, unreasonably loud, or otherwise disorderly conduct when on school property or off campus at school functions. 
· It is my duty to refrain from using school information technology equipment, hardware, software, or internet access for other than a school-related purpose. 
· It is my duty to refrain from striking, assaulting, or restraining a student unless necessary in the defense of self or others. 
· It is my duty to refrain from using inflammatory, derogatory, or profane language while on school property or while attending school events off premises. 
· It is my duty to refrain from bringing or possessing firearms or other weapons on school property except with prior authorization. 
· It is my duty not to be under the influence of alcohol or illegal drugs on school property nor at school events off campus. 
· It is my duty to report, as appropriate under the circumstances, violations of this pledge by other volunteers or school employees.


This classification job description for Volunteer is effective upon receipt. Personnel policies adopted by the Board of ABA, and deemed appropriate for the position, shall be in effect. It is agreed that the duties performed are exclusively voluntary with no expectation of compensation. This job description may be revised at any time in response to district need. 
By my signature below, I affirm that: The duties and requirements listed on this job description have been explained to me; I have been able to ask questions to clarify matters I do not understand, and I understand and accept them. 

______________________________________			________________
Print name of person volunteering					 Date


_________________________________________________				
Signature of person volunteering					 
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