
New 2025-2026 Volunteer 
Application

New Process and Procedures



Resources
Volunteer Processing Flow Chart and Volunteer Checklist



Review your 

Volunteer Status

I have NOT been approved to 
volunteer with HLPUSD within the 

last 4 years

Submit a “New” 2025-2026 
Volunteer Application online via 
Informed K12 and continue to 
follow the Volunteer Checklist

2025 - 2026 Volunteer Processing Flowchart

For any questions regarding the volunteer application or process, please contact Rosalia Maris at (626) 933-3839

I have been approved to volunteer with 
HLPUSD within the last 4 years AND one or 

both of the following apply:

a) I am applying to volunteer at a new
school site

b) I am updating any medical or vaccine 
records; confirm your records with

the Office Manager

Submit a “Renewal” 2025-2026 
Volunteer Application online via 
Informed K12 with the updated 

documents

Do NOT submit a volunteer 
application; confirm your status 

with the Office Manager

I was approved to volunteer with 
HLPUSD in the 2024-2025 school 

year and I will continue 
volunteering at the same school 

site(s) I was approved for





Locating Online Application

Volunteers will locate the application on the HLPUSD website under “HR 

Forms”. The parent tab is being updated to include the volunteer application.

Application Link

https://app.informedk12.com/link_campaigns/volunteer-application-english-2024-2025?token=1AaM7emcYhPY2WQHziWPxg4Q


Application via 
Informed K12



Step 1: Initiator

Volunteers will be directed to the Informed K12 website to begin the 

application process.



Step 1: Initiator

Pop up instructions will guide volunteers on the type of application. 

(Same information provided on the flowchart and checklist)



Step 1: Initiator

Volunteers will complete the application. If required fields are not 

completed, it will not allow the application to be submitted.



Step I: Initiator

Volunteers will stop at Page 3 and select “Continue.”



Step 1: Initiator to Office Manager/Secretary

Volunteer will select the school site listed on their application.



Step 2: Site Review

Office Managers and Secretaries will review the application for 

accuracy and completeness. This also includes any attachments.



Step 2: Site Review to Site Administrator

Office Managers/Secretaries will forward the volunteer’s application to 
their administrator for signature.



Step 3: Site Administrator

Administrators will review and sign the application. The signature 

indicated responsibility for supervising the volunteer.



Step 3: Site Administrator to Human Resources 
Assistant

The site administrator will forward the application to Human 

Resources Assistant.



Step 4: Human Resources Assistant

Renewal Applicants:

● No further action is required from 

the applicant

● Application will be reviewed under 

Step 4

● The application will be forwarded to 

Step 5 (Human Resources Director)

New Applicants:

● Applicants will receive an email 

informing them to schedule their 

Live Scan appointment

● Once Live Scan results and 

outstanding items are complete, the 

application will be forwarded to 

Step 5
*Any incorrect or missing information will 

have the application sent back to the 

initiator (volunteer)*



Step 5: Human Resources Director

The Human Resources Director will be reviewing the requirements 
listed on the Volunteer Checklist (Page 4).



Step 6: Human Resources Processing

The Volunteer Log will be updated with the final clearance. This step 

completes the Volunteer Application process.



Important Notes

● Applications will be available 

on the HLPUSD website under 

“HR Forms”

● Communication with 

volunteers will heavily rely on 

email
○ Important for volunteers to include 

correct email addresses

● Volunteer Log will continue to 

be updated with final 

clearances

● Applications will be available in

English, Spanish, and Mandarin

● Only accepting online 

applications



Questions
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