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Introduction
The COVID-19 pandemic is a national crisis that poses a serious health risk for everyone. On
March 19, the Centers for Disease Control and Prevention (CDC) updated its guidance based on
science and data indicating schools are safe to return to some form of in-person learning. With
this in mind, we have been moving forward with a back-to-school plan for the 2021-2022 year.
This plan continues to be updated based on the status of the pandemic and the development of
new best practices.
KCPS acknowledges the significant role volunteers play regarding programming, services, and
achievement, and greatly appreciates the many contributions made to its students, staff, and
schools. This handbook is designed as a partnership tool; it includes basic information and tips
for working with students. It also includes very important legal information that all school staff
and volunteers must understand and abide by to ensure that students and adults in our schools
are safe.
Thank you for your support as we continue to make decisions in the best interest of safety and
learning for our students, families and staff. If you have questions or concerns, please email
pie@kcpublicschools.org or click on the “Let’s Talk” feature at the top of every page on our
website.
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Who Can Become a Volunteer
An approved volunteer is defined as meeting the following requirements:
• An adult over the age of 18 years
• An individual approved by KCPS who has completed *ALL volunteer requirements
• An individual selected for a specific activity
*Volunteers working with students must complete a background check and have a signed code
of conduct and release of liability. All this can be done on our volunteer website.
https://kcpublicschools.galaxydigital.com/

Types of Volunteer
KCPS Community Partner MOU: Kansas City Public Schools has an MOU (Memorandums
of Understanding) with a local community organization to create and offer supports that build
the capacity of schools and community-based organizations to effectively and authentically
partner. These volunteer duties are often assigned by program coordinators and will go through
the regular volunteer requirements.
Athletics Volunteer: A volunteer coach is an unpaid assistant to a program or team. The
volunteer must be able to provide a service to the team/program that will enhance the
experience of both the athletes and coaching staff. The volunteer coach will serve under the
direction and supervision of the head coach or sponsor.
Fieldtrip Volunteer: Chaperones are volunteers who agree to accompany and assist
staff on school-sponsored field trips. Chaperones provide additional adult supervision and
ensure a safe and well-supervised learning experience for students. Students are expected to
treat adult volunteers with a cooperative attitude, courtesy and respect. Teachers and school
administrators are responsible for assigning specific duties for chaperones.
Mentor Volunteer: Kansas City Public Schools offers a diverse portfolio of mentoring
options for community volunteers seeking to mentor youth. Our programs are designed to
equip each student with the unique type of support that best meets their needs. Please visit
https://www.kcpublicschools.org/how-to-get-involved/mentoring to learn more about our
mentoring programs
Event Volunteer: Occasionally, KCPS will have 1-day events where additional support
from volunteers is needed. District or school administrator will be responsible for recruiting and
assigning specific duties for event volunteers.

Volunteer Requirements/Expectations
KCPS acknowledges the significant role volunteers play regarding programming, services, and
achievement, and greatly appreciates the many contributions made to its students, staff, and
schools! To ensure consistent practice and a positive, productive experience for district
volunteers, expectation guidelines are provided:
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Please help keep our program running smoothly by following these guidelines:
• Sign in at the office when you arrive at school.
• Wear your volunteer button or name tag (if school has these items available)
• Sign out at the office when you leave.
• Return your volunteer button or name tag.
As a volunteer, please ...
• Respect confidences of student and school personnel.
• Follow the guidelines established by the school, such as dress code, hours of work,
adult behavior, values and all regulations, rules, and policies stated for school
employees and volunteers.
• Use reasonable judgment in making decisions, then as soon as possible, consult with
school staff for future guidance.
• Be considerate, respect competencies and work as a member of the team with the staff
and students.

Volunteer Website Galaxy Digital
https://kcpublicschools.galaxydigital.com/
Things to Remember:
• Fill out your waivers (release of liability, code of conduct) to view volunteer
opportunities.
• If you are new to the system, you will need to create an account.
• In order to volunteer, you will need to respond to AT LEAST ONE volunteer opportunity.
• You will need to confirm your personal information when you complete your
background check.
• You will need to renew your background check yearly to volunteer with our students
• Utilize the “forgot password” feature to recovery your password.
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Signing Up/Log In
If you are a new volunteer or if you do not have an account with Kansas City Public Schools, you
will need to create an account. Step-by-step directions are provided below:

Log in:
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Volunteer Code of Conduct & Release of Liability
Once signed in, click on “Opportunities” to view and sign your Volunteer Code of Conduct and
Release of Liability.
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Browsing Volunteer Opportunities
•
•
•

The opportunities will have information on duration, responsibilities, age restrictions
and additional details.
You can filter opportunities by school site or department
Click “View Details” to read more and respond to the opportunity

Responding to a Volunteer Opportunity
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Background Check
After filling out this information you will be redirected to the “Verified Volunteers (Sterling
Volunteers)” website to submit more personal information. Your Background Check will not be
processed unless you complete the application on the “Verified Volunteers (Sterling
Volunteers)” website. Once again, you have your background results on profile, you will not be
asked to fill out this information until it is time to renew your background check. Please
remember background checks are renewed yearly.
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*Please note: KCPS staff will
not have access to any of
your personal information
submitted through Verified

When asked for payment, please
select “Not at this time”. KCPS
will cover the cost of background
checks

Please follow the 4-step process on this secure site to provide your personal information. You
will have to click “SUBMIT” at the bottom of the page, once that is done, your volunteer
registration will be complete.

Background Screening Criteria:
Criteria for Pass
The criteria for pass are:
• Criminal- Clear record; or misdemeanors that occurred more than ten years ago
NOT: sex-related, violence against a person, or drug-related.
o If misdemeanor occurred more than 10 years ago that was sex-related, violence
against a person, or drug related, the applicant will be deferred to administration
for a decision.
• Child Abuse and Neglect- No findings
• Sex Offenders Registry- not found currently accessed state or national registries
Criteria for Fail
The criteria for fail is any one of the following:
• Criminal- Any sex-related or drug related felony or violence against another person.

11

Volunteering with
Kansas City Public Schools
•
•
•
•
•

Other felonies within the past 10 years
Misdemeanor within the past 10 years that was sex related, violence against a person or
drug-related
Child Abuse and Neglect- any confirmed request
DUI conviction within the past three years
Sex Offender Registry- listed on a state or national registry

Deferred to the administration for approval:
Occasionally, background checks reveal information that falls somewhere between a clearly
defined pass or fail.
Examples might include:
Criminal- personal or property felony that occurred more than 10 years ago; or a misdemeanor
that occurred more than 10 years ago that was sex related, violence against a person or drug
related; multiple offenses that might indicate a pattern
Child Abuse and Neglect- any findings other than confirmed report

Termination of Volunteer Activity
Individuals who are unable to continue serving in an assigned volunteer activity should notify
the staff contact and school principal.
Individuals who do not meet appropriate requirements for volunteers working with children, as
established by state law and the Kansas City Public School District policy, will not be accepted
into the program.
If a volunteer does not conform to the guidelines outlined in this handbook, the building
principal or designee may suggest alternative actions or assignments. If this option does not
meet with success, the principal has the option to terminate a volunteer’s placement.
Falsification or omission on the registration form, which is a public document, is a criminal
offense that can be prosecuted and may constitute grounds for dismissal.
The District may, in its sole discretion, terminate a volunteer’s services.

Child Abuse and Neglect Reporting
Mandatory Reporting of Suspected Child Abuse State law provides that education professionals
are mandated reporters of suspected child abuse. A volunteer who has reason to believe that a
child has been subject to abuse or maltreatment must report it immediately to the teacher or a
school or district administrator.
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Nondiscriminatory
KCPS strives to provide all of its students, employees and members of the public with an
environment that is free of prohibited discrimination or harassment. Accordingly, it is District
policy to prohibit discrimination or harassment against any student, employee or applicant for
employment on the basis of sex, race, religion, color, national origin, ancestry, age, disability,
sexual orientation, gender identity, or any other factor prohibited by law. In addition, the
District will not tolerate any form of discrimination or harassment on any such basis by
employees or any other persons who interact in the workplace, school environment or Districtsponsored activities. Students are also prohibited from engaging in discrimination or
harassment as defined in the Student Code of Conduct. Discrimination or harassment on these
bases is strictly prohibited on school property, in school transportation, in all academic
programs and extracurricular activities and at school-sponsored events and activities,
regardless of whether or not the event takes place on District property.

Health and Sanitation Guidelines
Mask On – Masks are required when in our school buildings and other sites, and they must
cover the nose and chin.
Clean Up – We will keep our school buildings clean to the highest standards and we will
encourage all students, staff, parents, guardians and visitors to monitor their own health and to
practice excellent self-cleanliness practices, including washing their hands regularly and
avoiding touching their own faces.
Stay Safe – We will facilitate social distancing in our schools and other buildings and will
encourage all students, staff, parents, guardians and visitors to maintain as much as possible.
If everyone works hard to follow the “Mask On, Clean Up and Stay Safe” guidelines during this
pandemic, we are confident that we will minimize the number of positive COVID-19 cases that
result from interactions in our buildings.
Thank you for dedicating your time and talents to the students of Kansas City Public Schools!
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