CHEROKEE COUNTY SCHOOL DISTRICT

Procedural Guidelines for Volunteer/Mentor Applications

SUPERVISED VOLUNTEERS

Volunteers in a supervised setting (i.e. day field trip chaperone, room parent, school
store, ice cream sales, media center, etc) must complete Pages 1 and 2 of the
Volunteer/Mentor Application (excludes the Criminal History Record Inquiry). The
Volunteer/Mentor Application is maintained at the school site.

UNSUPERVISED VOLUNTEERS/MENTORS

Volunteer/Mentor applicants for prolonged unsupervised activity (i.e. field trip chaperone
assigned overnight lodging with students) must complete the Volunteer/Mentor
Application And the Consent to Criminal History Record Inquiry.

NOTE:

® Volunteer/Mentor Applications must be received by Human Resources (HR) 30
days prior to the scheduled beginning of the volunteer/mentor activities.

® Principal must approve and sign Volunteer/Mentor Application for processing by
HR.

® Any Volunteer that marks “Yes” to background check questions will need to
complete pages 3 and 4. Those applications will need to be sent to HR for
Criminal History Record Inquiry. An explanation of the events should be included
with the application.

MENTORS only - Upon approval, HR will issue a Fingerprint Authorization Form to
the mentor applicant to complete the fingerprinting process with the Cherokee
County School District Police Department.

Upon approval of Volunteer/Mentor Application and Consent to Criminal History
Record Inquiry, applicant’s name is added to the Approved Volunteer List.



CHEROKEE COUNTY SCHOOL DISTRICT
Guidelines for Volunteers

Thank you for volunteering your valuable time to help make our school a better place for teachers to
teach and for students to learn.

The following guidelines will hopefully make your stay a pleasant and productive experience.

1.

10.
1.

If you promise to be here on a certain day and time, please don’t let us down. We really do need
you!

Tell us what you really enjoy doing and what skills you have to contribute. We want you to enjoy
your visit here.

Always wear your volunteer tag. We require our staff to challenge anyone who is not a staff
member and/or who is not properly identified.

If you see or hear students do or say things that are obviously inappropriate, let a teacher or
administrator know who the students are and what they did. Please do not attempt to correct the
problem yourself!

If you are stationed in the Main Office, always identify yourself as a parent volunteer when
addressing visitors or answering the phone.

If there is a school problem, refer it to someone on the school staff. It is our job to solve school
problems.

When you volunteer to work in the office, remember that you must respect every student’s and
parent’s right of confidentiality.
e Volunteers who work in the office will invariably become aware of situations in which a
student is there for disciplinary reasons. If this happens, we insist that the student’s name
not be discussed with anyone inside or outside of school.

If you are volunteering to work in the classroom, make sure your presence is as unobtrusive as
possible. Teachers need help, but a volunteer who doesn’t follow directions becomes an added
burden rather than a support.

If you have concerns after a visit, make sure you either discuss them with the administrator, or
counselor or, even better, write your concerns down and give them to the principal.

Have a good time! A school filled with happy volunteers is a better place to teach and learn.

Understand that under current GA Law (O.C.G.A § 19-7-5), school-affiliated volunteers are
considered as “mandated reporters” of suspected child abuse. Should you gain information as it
relates to a suspected case of child abuse through a verbal/written communication, direct
observation, or some other manner, you must report this information to your school's
administration immediately. It will become that administrator’s (or designee’s) responsibility to
then report the suspected abuse to the appropriate state or local investigative agency. (Please
see back page for more information).

Our common goal is to have the best schools possible. Together we can make it happen!

| have read, understand and will comply with the Guidelines for Volunteers.

Name of Volunteer

Signature of Volunteer Date
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