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Definitions: For purposes of this procedure, the following definitions shall apply:
A. CCSU: The Chittenden Central Supervisory Union and its member districts.

B. Volunteer:  A person who is not employed by the district who performs or gives services directly to the district of his/her own free will on an occasional or regular basis without compensation for said services.  A volunteer may receive a nominal fee in recognition of those services without losing volunteer status.   Services performed “directly to the district” are those that assist with the operation of the district or delivery of program and are directed/requested/controlled/overseen by district personnel.  
1. Student Volunteer: A volunteer under the age of 18 who is enrolled as a student within our district.
2. Level I Volunteer: A volunteer whose work does not involve direct contact with school children (e.g. creating student directory, collecting order forms for a fund-raising event, or performing other clerical or administrative tasks from home; preparing food items for school events/fund raisers; serving on an interview committee; etc.)

3. Level II Volunteer: A volunteer who provides services within the school, on school district premises, or during school events, to assist within the classroom, library, main office, or other departments.  Work involves direct contact with school children, but typically under the direct supervision of the classroom teacher or other approved school professional (e.g. room parent, dance/field trip chaperone, etc.)

4. Level III Volunteer: A volunteer who provides direct services to students that involves extensive unsupervised contact with school children (e.g. over-night chaperone, volunteer coach/advisor, etc.)
Screening Requirements and Selection Process: Effective not later than 7/1/10, the following requirements shall pertain to the screening of volunteers. It is the responsibility of the Principal/Director or his/her designee to accept/not accept specific individuals as volunteers, and all decisions related to the continuation of a volunteer’s service.  The decision of the Principal/Director on these matters is considered final.  The Principal/Director or his/her designee will perform a careful review of all the information obtained above in order to make a final decision as to the appropriateness of the selection of volunteers.  Said decision shall be subject to the rules outlined herein:

A. Student Volunteer – A student under the age of 18 shall be permitted to serve as a volunteer upon recommendation from a classroom teacher, advisor, coach, administrator, or other educational professional who has worked with said student.  The teacher/individual responsible for coordinating the volunteer’s assignment shall be responsible for obtaining the recommendation prior to assigning the student volunteer.  
B. Level I Volunteer – Since the work of a level I volunteer does not result in direct contact with school children, individuals may perform level I volunteer services without the need for a formal screening.  
C. Level II and III Volunteers – Due to the level of direct contact with school children, the following screening processes shall be completed prior to the commencement of level II and/or level III volunteer services within the CCSU: 
1. Volunteer Registration Form - All level II and level III volunteers must complete a Volunteer Registration Form.  

a. The Volunteer Registration Form can be obtained on-line through the CCSU website, or through the school’s main office.  

b. Completed registration forms should be submitted directly to the school’s main office for processing and maintaining.

c. A new registration form must be completed for each school year in which volunteer services will be performed.
d. One registration form may be used to cover multiple schools within the CCSU.

2. Volunteer Guidelines – The Principal/Director and/or his/her designee shall provide all level II and level III volunteers a summary of the key policies and other expectations
 applicable to volunteers for his/her reference.  Said guidelines shall be issued annually along with the Volunteer Registration form.
3. Vermont Criminal Records Check – All level II and level III volunteers shall be required to undergo a criminal records check through the Vermont Criminal Information Center (VCIC).  

a. The Principal/Director or his/her designee shall be responsible for performing the criminal background check on-line through VCIC at https://secure.vermont.gov/DPS/criminalrecords/subscriber/ using the information provided on the Agency of Human Services Consent for Release of Registry Information (referenced above).  

b. The results of the check will be provided instantly to the individual submitting the check information.  Said results shall be attached to a copy of the Volunteer Agreement and maintained by the Principal/Director or his/her designee separate from any file accessible to the public or unauthorized personnel.  

c. Upon receipt of the criminal background check result, the Principal/Director will update the volunteer database with the results of the check and whether or not the results are acceptable.

d. A new VT criminal record check (CRC) process must be performed within the CCSU at least once each school year in which the individual serves as a level III volunteer.  This may be done through a subscription service through VCIC.

e. No individual subject to the criminal record checks shall be eligible to serve (or continue to serve) as a level II or level III volunteer if they have been convicted of one or more of the following crimes (taken from 16 V.S.A. §§ 252 and 1698).  The list of disqualifying crimes is not meant to be all inclusive.  For convictions not listed, eligibility to volunteer shall be considered on a case by case basis.  The totality of the crimes shall also be considered when determining eligibility to volunteer.  The decision of the Superintendent in these matters shall be final:

· Sex offender crimes listed in 13 V.S.A. § 5401(10) (sex offender definition for registration purposes):

· Crimes involving a victim listed in 13 V.S.A. § 5301(7)
· Contributing to juvenile delinquency under 13 V.S.A. § 1301
· Cruelty to children under 13 V.S.A. § 1304
· Cruelty by person having custody under 13 V.S.A. § 1305
· Prohibited acts under 13 V.S.A. §§ 2632 and 2635
· Displaying obscene materials to minors under 13 V.S.A. § 2804b
· Sexual exploitation of children under 13 V.S.A. chapter 64
· Drug sales, including selling or dispensing under 18 V.S.A. §§ 4230(b), 4231(b), 4232(b), 4233(b), 4234(b), 4234a, 4234b, 4235(c), 4235a(b), and 4237
· Sexual activity by a caregiver, under 33 V.S.A. § 6902(D)
· Crimes that are cause for licensing actions listed in 16 V.S.A. § 1698(1)(B)-(D)
4. Volunteer Database – The Principal/Director or his/her designee shall enter/update the volunteer registration information into a centralized database created for this purpose.  The volunteer’s VT Internet Sex Offender Registry result shall be noted in the database.

D. Level III Volunteers only – In addition to the above requirements, the following screening process shall apply to all level III volunteers: 

1. Volunteer Agreement & Authorization – The Principal/Director shall issue all level III volunteers a Volunteer Agreement outlining the specific duty(ies) to be performed.  
a. The Volunteer Agreement can be obtained on-line through the CCSU website, or through the school’s main office.

b. Completed Volunteer Agreement & Authorization should be submitted directly to the school’s main office for processing and maintaining.  
c. A new Volunteer Agreement must be completed for each assignment and for each school year in which the assignment is made.

2. DCF/DDAIL Registry Check – All level III volunteers shall be required to undergo registry checks with the Vermont Department for Children and Families (DCF) and the Department of Disabilities, Aging and Independent Living (DDAIL).  
a. In order to complete the check, the volunteer shall complete the required Agency of Human Services Consent for Release of Registry Information.  Said release form can be obtained on-line through the CCSU website, or through the school’s main office. 

b. The completed release form should be submitted with the Volunteer Registration Form (above) and Volunteer Agreement & Authorization directly to the school’s main office for processing. 

c. The Principal/Director or his/her approved designee shall electronically submit the registry check with the Vermont Department for Children and Families (DCF) and the Department of Disabilities, Aging and Independent living (DDAIL) to expedite the background check process, and will update the volunteer database with the submission data.  
d. The Principal/Director shall forward the signed release form to CCSU Human Resources for proper storage in the event of a DCF/DDAIL audit.  

e. The results of the check shall be submitted to CCSU Human Resources by DCF and DDAIL.  CCSU Human Resources will update the volunteer database based on the results of the check and notify the school principal if the volunteer’s name appears on the DCF and/or DDAIL listing of substantiated abuse cases.
f. No individual whose name appears on any registry of listings of substantiated abuse cases shall be eligible to serve (or continue to serve) as a level III volunteer within the CCSU.  

g. A new registry check must be performed within the CCSU at least once each school year in which the individual serves as a level III volunteer.  

Summary of Screening Requirements and Selection Process
	Requirement/Process
	Frequency
	Person Responsible
	Student Volunteer
	Level I Volunteer
	Level II Volunteer
	Level III Volunteer

	Teacher Recommendation
	Each Assignment
	Principal/Director
	X
	
	
	

	Volunteer Registration Form (maintained by school)
	Annually
	Principal/Director
	
	
	X
	X

	Volunteer Guidelines
	Annually
	Principal/Director
	
	
	X
	X

	Vermont Criminal Background Check
	Annually
	Principal/Director
	
	
	X
	X

	Volunteer Database
	Add/Update annually
	Principal/Director
	
	
	X
	X

	Volunteer Agreement & Authorization
	Each Assignment
	Principal/Director 
	
	
	
	X

	DCF and DDAIL Registry Checks
	Annually
	Principal/Director
	
	
	
	X (AHS Release)


Rules for Assignment and Supervision:  The following rules apply to the assignment and supervision of volunteers on district premises:

A. The student volunteer shall not be assigned to provide direct services to students in an unsupervised setting.  Contact with students should be public (never behind closed doors) and in authorized areas only.

B. The Level I volunteer shall not be assigned to work directly with school children nor to work within the school building/grounds nor at any school sponsored event in which school children will be present.  While on school premises (e.g. to drop off baked goods, etc.) level I volunteers shall follow the same rules that apply to visitors.

C. Level II volunteers must work under the direct supervision of a licensed professional employee or other designated district employee or covered contractor.  Level II volunteers will not have unsupervised contact with students in the performance of their volunteer duties, except when it is of short duration or necessary in the context of activities planned by and under the direction of professional school staff or other designated district employee or contractor.  No level II volunteer will have regularly scheduled unsupervised contact with school children or coordinate student to student contacts.  
D. Teachers and other school personnel shall only utilize level II volunteers that have been approved by the Principal/Director of their school/department.  A list of approved level II volunteers shall be maintained through a central database for this purpose.  Teachers shall review this list/database prior to the selection and assignment of volunteers in their classroom, or for class field trips and other special events.  
E. Only the Principal/Director is authorized to assign level III volunteers.  Teachers and other school personnel are not allowed to assign level III volunteer duties to individuals.  The teacher or other school personnel must work through the Principal/Director if level III volunteer services are needed.
E. All volunteers shall abide by federal and state law and regulations, CCSU policy and procedure and other school rules while on district property.  The teacher or other school personnel shall be responsible for making sure the volunteer abides by applicable federal and state law and regulations, CCSU policy and procedure and other school rules while performing services for their classroom or department.     

F. In order to keep track of individuals’ whereabouts in the school building in the event of an emergency, all volunteers are require to sign-in upon entering the school building, and sign-out upon leaving.  Visitor sign-in sheets are located and maintained at the school’s main office.  Upon sign-in, volunteers will be issued a visitor ID badge, which must be worn at all times while in the building.  All school personnel are responsible for reporting individuals who are not wearing an authorized visitor or school badge to the school principal.
G. Adult volunteers must use adult designated bathroom facilities while on school property (where available).  All school personnel are responsible for reporting individuals who do not comply with this requirement.
� A document entitled Expectations for Volunteers, Contractors, and Pre-Service Teachers has been created for this purpose.






