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Volunteer Processing List

Name:

Volunteer service may begin only after all items have been submitted and approved by

Human Resources and an ID badge has been issued.

[1 Volunteer Application
] Live Scan Clearance

[1 TB Clearance
[1 Professional Boundaries Policy

[1 Confidentiality Agreement

El Camino Real Charter High School
Tel: 818-595-7500 | Fax: 818-595-7501 | www.ecrchs.net



Home of Academic, Athletic,

& Artistic Excellence

Executive Director: David Hussey

5440 Valley Circle Blvd. Board President: Brad Wright
Woodland Hills CA 91367

Volunteer Information

All El Camino Real Charter High School volunteers must go through a screening
process, for the safety of students and volunteers alike. Prospective volunteers must
complete the following steps.

1) Pick-up a volunteer application packet in the Human Resources Office in C119
during school hours, or email hr@ecrchs.net to request one.

2) Complete the volunteer application packet

* Obtain a Live Scan fingerprint scan. Please note that it typically takes at
least 48 hours before Live Scan results are received; volunteers may not
volunteer until Live Scan results are received.

* Obtain TB clearance. The TB assessment questionnaire must be filled
out by a qualified healthcare professional.

3) Submit the completed volunteer packet to the Human Resources Office.
4) Once all information is received, including the results of the Live Scan and TB

Assessment, you must complete 8 online training courses: An email with a link to
the website (https://ecrchs-ccsa.safeschools.com/) will be sent to your email address.

5) Once all the steps listed above are complete, the volunteer will be notified, and an
identification badge may be obtained at the Main Office.
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VOLUNTEER APPLICATION
/ /

First Name Last Name Birth Date (Month/Day/Year)
Address City State Zip Code
Phone Number (Specify Home or Cell) E-Mail Address (please print legibly)

Emergency Contact Name Relationship Phone Number

§nergency Contact Address City State Zip Code

Are yourelated  Name Relationship Grade

to a current

student? Name Relationship Grade

If so:

50 Name Relationship Grade

Please list (2) references (not relatives):

1. Name: Phone Number:
2. Name: Phone Number:

Volunteer Signature
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LIVE SCAN CLEARANCE

All E1 Camino Real Charter High School (ECRCHS) volunteers are responsible for
obtaining Live Scan fingerprinting.

ECRCHS recommends obtaining the Live Scan service at Box It Plus. The cost for the
Live Scan is between $30-$40 which is paid by the Volunteer.

**Please call ahead to schedule an appointment**
Address: 22543 Ventura Blvd, Suite #220, Woodland Hills, Ca 91364
Phone: (818) 224-3155
Hours: Monday - Friday 9am -4pm

Saturday- 9am-1pm
Sunday- Closed
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Professional Boundaries: Staff/Student Interaction Policy

ECRCHS recognizes its responsibility to make and enforce all rules and regulations
governing student and employee behavior to bring about the safest and most learning-
conducive environment possible.

Corporal Punishment

Corporal punishment shall not be used as a disciplinary measure against any student.
Corporal punishment includes the willful infliction of, or willfully causing the infliction
of, physical pain on a student.

For purposes of this policy, corporal punishment does not include an employee’s use of
force that is reasonable and necessary to protect the employee, students, staff or other
persons or to prevent damage to property.

For clarification purposes, the following examples are offered for direction and
guidance of School personnel:

A. Examples of PERMITTED actions (NOT corporal punishment):

Stopping a student from fighting with another student.
Preventing a pupil from committing an act of vandalism.
Defending yourself from physical injury or assault by a studen
Forcing a pupil to give up a weapon or dangerous object.

AR

Requiring an athletic team to participate in strenuous physical tf&i
activities designed to strengthen or condition team members or impro
their coordination, agility, or physical skills.
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6. 6. Engaging in group calisthenics, team drills, or other physical education
or voluntary recreational activities.

B.  Examples of PROHIBITED actions (corporal punishment):

1. Hitting, shoving, pushing, or physically restraining a student as a means of
control.

2. Making unruly students do push-ups, run laps, or perform other physical acts
that cause pain or discomfort as a form of punishment.

3. Paddling, swatting slapping, grabbing, pinching, kicking, or otherwise causing physical
pain.

Acceptable and Unacceptable Staff/Student Behavior

This policy is intended to guide all School faculty and staff in conducting themselves in
a way that reflects the high standards of behavior and professionalism required of
school employees and to specify the boundaries between students and staff.

Although this policy gives specific, clear direction, it is each staff member’s obligation
to avoid situations that could prompt suspicion by parents, students, colleagues, or

School leaders. One viable standard that can be quickly applied, when you are unsure if
tif

certain conduct is acceptable, is to ask yourself, “Would I be engaged in this cond
my family or colleagues were standing next to me?”

For the purposes of this policy, the term “boundaries” is defined as acceptab
professional behavior by staff members while interacting with a student. Tres@a
the boundaries of a student/teacher relationship is deemed an abuse of powerfand
betrayal of public trust.
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Some activities may seem innocent from a staff member’s perspective but can be
perceived as flirtation or sexual insinuation from a student or parent point of view. The
objective of the following lists of acceptable and unacceptable behaviors is not to
restrain innocent, positive relationships between staff and students, but to prevent
relationships that could lead to, or may be perceived as, sexual misconduct.

Staff must understand their own responsibility for ensuring that they do not cross the
boundaries as written in this policy. Disagreeing with the wording or intent of the
established boundaries will be considered irrelevant for disciplinary purposes. Thus, it
is crucial that all employees learn this policy thoroughly and apply the lists of
acceptable and unacceptable behaviors to their daily activities. Although sincere,
competent interaction with students certainly fosters learning, student/staff interactions
must have boundaries surrounding potential activities, locations and intentions.

Duty to Report Suspected Misconduct

When any employee reasonably suspects or believes that another staff member may
have crossed the boundaries specified in this policy, the employee must immediately
report the matter to a school administrator. All reports shall be as confidential as
possible under the circumstances. It is the duty of the administrator to investigate and
thoroughly report the situation. Employees must also report to the administration any
awareness or concern of student behavior that crosses boundaries or where a student
appears to be at risk for sexual abuse.

Examples of Specific Behaviors
The following examples are not an exhaustive list:

Unacceptable Staff/Student Behaviors (Violations of this Policy)

(a) Giving gifts to an individual student that are of a personal and intimate nafurd®
(b) Kissing of any kind.
(c) Any type of unnecessary physical contact with a student in a private situatipn.
(d) Intentionally being alone with a student away from the school.
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(e) Making or participating in sexually inappropriate comments.
(f) Sexual jokes.

(g) Seeking emotional involvement with a student for your benefit.
(h) Listening to or telling stories that are sexually oriented.

(1) Discussing inappropriate personal troubles or intimate issues with a student in an attempt to gain their
support and understanding.
(j) Becoming involved with a student so that a reasonable person may suspect inappropriate behavior.

Unacceptable Staff/Student Behaviors without Parent and Supervisor Permission
(These behaviors should only be exercised when a staff member has parent and supervisor
permission.)

(a) Giving students a ride to/from school or school activities.
(b) Being alone in a room with a student at school with the door closed.
(c) Allowing students in your home.

Cautionary Staff/Student Behaviors

(These behaviors should only be exercised when a reasonable and prudent person,
acting as an educator, is prevented from using a better practice or behavior. Staff
members should inform their supervisor of the circumstance and occurrence prior to
or immediately after the occurrence.)

Acceptable and Recommended Staff/Student Behaviors

(a) Getting parents” written consent for any after-school activity.
(b) Obtaining formal approval to take students off school property for activities such as
field trips or competitions.

(c) Emails, text, phone and instant messages to students must be very professi
pertaining to school activities or classes (Communication should be limited t
technology).

(d) Keeping the door open when alone with a student.

(e) Keeping reasonable space between you and your students.

(f) Stopping and correcting students if they cross your own personal boundaribs.
(g) Keeping parents informed when a significant issue develops about a studert.
(h) Keeping after-class discussions with a student professional and brief.
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(i) Asking for advice from fellow staff or administrators if you find yourself in a difficult
situation related to boundaries.

(j) Involving your supervisor if conflict arises with the student.

(k) Informing the Executive Director about situations that have the potential to become
more severe.

(I) Making detailed notes about an incident that could evolve into a more serious
situation later.

(m) Recognizing the responsibility to stop unacceptable behavior of students or
coworkers.

(n) Asking another staff member to be present if you will be alone with any type of
special needs student.

(0) Asking another staff member to be present when you must be alone with a student
after regular school hours.

(p) Giving students praise and recognition without touching them.
(q) Pats on the back, high fives and handshakes are acceptable.

(r) Keeping your professional conduct a high priority.

(s) Asking yourself if your actions are worth your job and career.

Acknowledgement of Receipt of Professional Boundaries Policy

Name:

Signature Date
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VOLUNTEER CONFIDENTIALITY AGREEMENT

As a volunteer at E1 Camino Real Charter High School (ECRCHS or the School), the
undersigned (Volunteer) agrees to the following:

1. Compliance with School Policies: Volunteer agrees to maintain confidentiality of
School information, specifically including, but not limited to, confidential student or
personnel information, student records, health records, or any other information
provided to the Volunteer that is confidential in nature (the Confidential
Information). Volunteer agrees to comply with all such policies and rules.

2. Limited Use of Confidential Information: Volunteer agrees to limit access to and
use of Confidential Information, especially student records, as needed and only to
extent necessary to perform any legitimate duties as a volunteer.

3. Non-Disclosure of Confidential Information: Volunteer understands that
Confidential Information cannot lawfully be released to third parties without specific
written authorization. Volunteer agrees not to disclose or release any such information
unless specifically authorized to do so by qualified School staff.

4. Safeguarding Confidential Information: Should volunteer obtain access to any
Confidential Information, Volunteer agrees not to transmit, disclose, copy, release, alter,
destroy, or otherwise affect such Confidential Information in any way, except a
expressly authorized by School staff and solely within the scope of Volunteer;
Moreover, Volunteer agrees not to disclose any login or password informati
Volunteer may have obtained, to any unauthorized third parties. Volunteer
not to remove any Confidential Information from the School unless specifical
authorized by a School official to do so.

t
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5. Immediate Reporting of Any Known Security Breaches: Volunteer agrees to
immediately report any known or suspected breaches or any activities the Volunteer
suspects may compromise the confidentiality of the Confidential Information.

6. Continuing Confidentiality Obligation: Volunteer acknowledges that the

obligations under this Agreement continue even after Volunteer ceases any volunteer
work for ECRCHS.

7. Compliance with Computer Use Policy: if Volunteer is given access to a school
computer which allows access to any Confidential Information, Volunteer agrees to
comply with all School Computer Use policies and protocols, including, but not limited
to, using the computer only for School-related matters, not saving any passwords
provided, and logging off once finished.

Consequences for Unauthorized Release of Confidential Information: Volunteer
understands that the unauthorized disclosure of Confidential Information may cause
serious consequences and may constitute a violation of California or Federal laws which
may lead to civil liability resulting in significant monetary and non-monetary damages.

Volunteer acknowledges that he/she has had opportunity to review this Agreement
prior to execution of same, and that he/she is entering in this Agreement voluntarily
and of his/her own free will.

Acknowledgement of Receipt of Confidentiality Agreement

Name:

Signature Date
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Frequently Asked Questions:

Why does El Camino Real Charter High School observe these requirements?

These requirements are observed as an additional safety measure for our students, to
ensure an appropriate level of screening for adult volunteers.

Do parents need clearance to volunteer?

If a parent is performing a volunteer role that is beyond the scope of working only
with their child, they are required to be cleared as a volunteer. These roles include
but are not limited to the following: classroom aide, general school support, field
trip/athletic event chaperone, field trip/athletic event driver, and overnight
chaperone.

Is my information kept confidential?

ECRCHS will maintain confidential control of all information collected during the application
process. All information is kept private and is used only by the school.

Does every volunteer require fingerprint clearance?
Yes, all ECRCHS volunteers are required to obtain fingerprint clearance.

How long does it take to complete all volunteer processing requirements?

The entire process may be completed in as little as three days or much longer
depending on how quickly TB risk assessment and fingerprinting are completed. T
risk assessment and fingerprints can be completed immediately after obtaining a
application packet. However, volunteer clearance will not be approved until the
results have been returned from the physician, Department of Justice and FBI. Please
allow 48 hours from the time of fingerprinting before submitting your completed
volunteer application.
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How often do I need to get fingerprinted?

Volunteers only need to be fingerprinted once.

Do I need to complete a TB risk assessment if I have recently done so?

TB results are accepted if completed within the past 60 days.

How often do I need to get TB clearance?

TB clearance expires after four years. A new clearance will be required upon the
expiration of the original clearance. ECRCHS sends a reminder email notice to all

volunteers when TB expiration is near.

I have applied to be a volunteer; how will I know when I have been cleared
to begin volunteering?

Once cleared to volunteer, you will be notified by a Human Resources
representative, and an ECRCHS volunteer badge will be issued. Your ID badge
must be worn at all times while volunteering in any capacity.
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