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Message from the Superintendent

Abraham Lincol n o rjectefeduaatiod,,| carisaypraim viewlit as the u b

most i mportant subject who we as a people ca
valuable ways to engage in pubdiducation is through volunteeringwdo work directly in

the schools with administtors, teachers, and students. Volunteers make invaluable

contributions to continuously improve the programs, activities, and services we offer our

students and our families. On behalf of the students and faculty of the West Platte School

District, THANK YOQOU for your services as a West Platte Volunteer!

Il Mission Statement

The mission of the West Platte School District is to develop students with a healthy
intellectual, physical, and emotional balance that will enable them to become lifelong learners
andproductive citizens in a changing society.

I, Program Purpose

The purpose of this program is to provide resource persons to enrich the experiences for all
students while providing various services to building principals and classroom teachers to
allow them todevote their energies more fully to the professional skills for which they have
been trained.This program is designed to complement West Platte Policy IGBC,
Parent/Family Involvement In InstructionaddaOther Programs (pages-2@) and Wet Platte
Policy IICC School Volunteers (page 23).

West Platte Volunteers are citizens who are sincerely interested in assisting children enrolled
in the West Platte School District. Their willingness to serve and their commitment to
education are greatly appreciated. The West Platte Volunteer prograatespsander the

approval of the West Platte Board of Education and the school administration. All volunteers
working on a regular basis must adheralt&Vest Platte School District Policies and
Administrative Procedures and Regulations.

V. Goals and Objectives of the Volunteer Program

The goal of our volunteer program is to assist our schools in providing the best possible
education for each student. The services of volunteers are utilized to accomplish the following

objectives:
a. Relieve teachers and supppersonnel of some neinstructional tasks.
b. Provide teachers with more time to work with students.
c. Enrich the curriculum and childrends | earni
d. Provide individual attention to those children who need moreoorene assistance than

theclassroom teacher is able to provide
Promote a schodilomecommunity partnership for quality education.
Assist in the delivery of extraurricular activities and program.

o

V. West Platte School District Volunteers



a. Recognize that parent and commuiiityolvement are essential components of high
student achievement.

b. Have good health and moral character.

c. Are willing to work under the direct supervision of District staff.

d. Understand and appreciate the work of school staff.

VI. West Platte Volunteer ProgramCoordinator
The Volunteer Program Coordinator will

a. Understand the different types of volunteers as defined in this handbook.

b. Maintain a file of active and inactive school volunteers by type/level and school.

c. Be available to counsel with any of the parties involved concerning the program.

d. Assist in the recruitment, orientation, and training of school volunteers as needs arise.

e. Maintain a collection of resource materials for school volunteers.

f. Make availablgo the school volunteer the statement of the basic philosophy of the
school system.

g. Confer with building principals, classroom teachers, and school volunteers, concerning
suggestions for improvement of the program.

h. Confer with appropriate administratas any unresolved problems and make
suggestions for improvement or changes in the program.

i. Continually strive to update guidelines for the volunteer program.

j.  Collect and maintain attendance records of the volunteers.

k. Provide District correspondence tolunteers.

I.  Coordinate appreciation activities

VII. West Platte Building Principals
The Building Principal will:

a. Furnish the Volunteer Coordinator with the names of those teachers desiring the services
of a school volunteer and indicate the kind and lef/aksistance desired.

Orient the school volunteer to his/her school.

See that the school volunteer program is carried out in accordance with the guidelines.
Fill staff absences with certified employees.

Assurethatvolunteers worlonly with certifiedemployees.

Confer with the Volunteer Coordinator concerning any problems that may arise or
concerning suggestions for the improvement of the program.

g. Provide an appreciation event at the end of the school year.

~ooo0o

VIIl.  West Platte Classroom Teachers, Coaches 8ponsors
The Classroom Teacher, Coach or Sponsor will:

a. Be the immediate supervisor with whom the volunteer works. Teachers must always be
kept in a position to assume responsibility for what transpires in the classroom and will
direct all activities pdormed by the school volunteer. Volunteers assist the teacher who
has requested such assistance. Disciplinary problems are not the responsibility of the
volunteer and should be referred to the teacher or principal. Any concerns should be
shared with the Vlanteer Coordinator.



b. Be the decision maker, analyze the needs of the students, and prescribe what will best
meet those needs.

c. Give careful, specific instructions when assigning any task to a volunteer and if at all
possible, provide a sampleespeciallyin clerical or craft work.

d. Explain what is expected of the pupils.
e. Provide a time for the volunteer to discuss concerns or progress of the student.
f. The relationship between the school volunteer and the school staff is a professional one

of mutual respet and confidence. Volunteers will observe the confidential nature of this
relationship. At no time will there be criticism or discussion of either the professional
staff, the volunteers, or of the pupils with persons unassociated with the program.

g. Plan he work and schedule of the school volunteer ahead of time.

h. Notify the building principal if a volunteer is not needed at the regularly scheduled time
so that arrangements can be made to utilize the volunteer elsewhere.

IX. Volunteer Definitions

a. Visitor - Not every visitor to a school is a volunteer. A visitor is an individual who
attends a school on sporadic occasions and for small increments of time. A visitor
typically visits a school to meet with staff, pick up students during the school day or
perform temporary, contractual and/or substitute service in which they receive payment.
Individuals who visit a school for events or for an individual occasion are not considered
volunteers.

Examples of a visitor include, but are not limited to, substitutdemgorary

employees, thirgbarty contracted personnel, parents picking up students or meeting with

a teacher, grandparents attending a classroom activity, and community members meeting
with school personnel.

b. Volunteeri Any parent or person in the comnityrwho provides uncompensated service
to the district. As used in this procedure,
participating in a distriesponsored program, such as tutoring or acting as an office or
teaching assistant.

c. Screened VolunteérA volunteer who may periodically be left alone with students.

Usually, screened volunteers commit to assist the school on a regular basis. Examples of
a screened volunteer include persons who regularly assist in the office or library, mentor
or tutor studats, coach or supervise a schepbnsored activity before or after school, or
chaperone students on an overnight trip.

d. Chaperond A volunteer, usually a parent or guardian, who assists the district staff and
is under the direct control of district stafiit is never left alone with a student.

Chaperones include room parents or persons who volunteer to assist with field days, field
trips, class parties or other special occasions.

X. West Platte VolunteerExpectations
The West Platte Volunteer will:
a. Follow the guidelines established for volunteers and the procedures and responsibilities

specific tothe level of service provided to the District as outlined in Procedure ARC
b. Always report to the assigned building office to sign in and obtain an ID badag. o



XI.

XIl.
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Be prompt, deperable, regular in attendande,good healthand follow the same dress
code applicable to students

Notify the teacher as far in advance as possible when the volunteer finds it necessary to
be absent or late.

Maintain a high standard of work in a cooperative manner.

Determine with teachers a mutually agreeable time for receiving assignments and specific
student needs. Request a brief outline, written or oral, of work to be done each period. If
you do not undetand the assignment and goal, ask the teacher for clarification.
Encourage the student to do his/her own thinking. Stay on task. Start work at a level
where the student can succeed.

Recognize the importance of thorough preparation.

Respect confidentidy expectations unless disclosure is required by law. The

relationship between the school volunteer and the school staff is a professional one of
mutual respect and confidence. Volunteers will observe the confidential nature of this
relationship. At no the will there be criticism or discussion of either the professional
staff, the volunteers, or of the pupils with persons unassociated with the program.

Not photograph or videotape students unless authorized by the building principal.

Be responsible for Ening and observing the regulations of the school where assigned,
including wearing a designated nametag, observing thersigrocedure, fire drill and
accident reporting procedures, lunch and coffee privileges, and pupil restroom and drink
privilege.

Know the telephone numbers of the office of the school where assigned.

. Ascertain where supplies are kept.

Avoid asking a student to do anything that might be physically dangerous, i.e., open or
close a window, step on a chair to reach something.

Not sewve as substitute teachers during the absence of teachers.

Feel free to discuss with the principal or thelvhteerCoordinator any change that the
volunteer would prefer in building assignment, grade, or activity.

Make suggestions for improvement of firegram to the @lunteerCoordinator who will
channel them for necessary action to the administrative staff. At all times, a conscientious
effort shall be made to keep the line of communication open.

Not lend money or bring gifts to students unless aigbdrby the building principal.
Accept no gratuities or gifts of significance from teachers or pupils. Volunteers shall
refrain from soliciting in the school.

Remember that West Platte school grounds are tobacco free.

Avoid situations where there could adiability question. If in doubt, ask.

Avoid any discussions with students regarding your personal beliefs (i.e. religious,
political, etc.). All discussion with the student must be focused on the school district
curriculum.

How to Become aWest Platte Volunteeror Chaperone

Complete the West Platte Volunteer Application fqpage 10)

Read and review the West Platte Volunteer Handbook as well as West Platte Policy [ICC
and Procedure IIC@P (pagesl8-21)

Complete the&/ olunteerConfidentiality Agreemenform and submit tts form to the

building principal for the building you wish to serve

Observe all rules and procedures established for signing in and wearing an ID badge or
tagwhen on school campus

How to Become a West Platt&creened Volurger



XIII.

a. Complete the West Platte Volunteer Application fqpage 10)

b. Read and review the West Platte Volunteer Handbook as well as West Platte Policy 1ICC
and Procedure IIC@P (pagesl8-21)

c. Completethe VolunteerConfidentiality Agreemenform and submithis form to the
building principal for the building you wish to serfage 11)

d. Obtain a cleacriminal backgrounfiingerprintand Child Abuse and Neglect screening
(pagesl2-14) per West Platte Policy GBEBC (pages3).

e. Attend a West Platte Volunte&raining/Orientation meeting andew the Smarter Adults
Safer Childrenvideo. A minimum score of 85% is required on the training video
assessmertéest

f.  Observe all rules and procedures established for signing in and wearing an ID badge or tag
when on school campus or other assigned location

g. If you will be transporting studentgview West Platte Procedure EE® (pages 2:29),
andcomplete the Driver Liability Acknowledgement Forpafels).

h. If transporting students involves an overnighg,tassure that the Off Site Driver and
Consent for Minor Children to Travel Forms have been completed for students you will be
transporting (pagek6-17).

Volunteers Represent the West Platte School District

As a volunteer, you not only serve the neefdthe children, you provide a vital link between

the school and the community. Students, their parents and the community will view you as a
representative of the school. They will pay close attention to what you say about the staff and
the educationalnpgrams of the Btrict.

Sometimes the community hears about the negative aspects of education or stories about the

few students who mi sbehave. Because of your
many positive things that students and staffdaei n g . Youdll have an opp
community know whatés going right in their sc

confidential information.



Appendix
Volunteer Guidelines
Supervision of Volunteers

Volunteers always work under the direct supervision of the professionahstaith building
and only with those teachers who have requestecethiess of the volunteer. Thedirict is
responsible fothe education, safety and wéking of each stuht. For this reason, you can
understanavhy the teacher, principal orifrict official must dismiss any volunteathose
actionsare not in the best interest of the school or students.

Confidentiality

As you work with the staff and students, inforioatof a cofidential matter may be shared

with you. The problems, abilities, relationships and confidences of students, their parents and
the staff should never be discussed with anyone who does not have a professional right or need
to know them. Likdéeachers, volunteers are bound by a code of ethics to keep confidential
matters within the school.

Pl ease do not discuss a childdés school progre
teacherds responsibility.

Occasionally, a child may conédn you about family matters or personal problems. Kleisp
confidential. If you feel that it is vital for the school to have this information in order to help
the student, discuss the childbés conversation

Child Abuse

Missouri State Statute 210.115 requires school personnel (any district employee or any other
person who has responsibility for the care or treatment of a minor to report any case of
suspected child abuse to the Child Abuse and Neglect Hotlin®-&92B738. Volunteers

should contact the principal and/or nurse for reporting procedures.

Discipline

Students rarely have behavior problems while working with volunteers. However, our schools
have detailed discipline plans, and the responsibility facigline rests with the professional

staff. Volunteers may not discipline studen®lease make the teacher aware of any discipline
problem that might arise while you are working with a student.

Dismissal of Students

Volunteers may never dismiss a studieom school. Children who must leave school early for

any reason must receive permission from the school office and sign out before leaving. Under

no circumstances may a volunteer take a student off campus. Volunteers may not walk or drive
studentstt¢ hei r homes unless the childbds parent has
given permission for the volunteer to do so.



Dress and Behavior

Take your lead from the professional staff and dress appropriately for the job you are doing.
Casual cloting is fine, but we ask that attire be neat and conservative. Your appearance should
attract no undue attention. Keep in mind you are in a position to set an example for students.
Your speech and behavior should serve as good models for them to follow.

Health
|l f you are not feeling well, dondét try to kee
Youol I accomplish more in the | ong run i f you

let the teacher know you will not be coming in at yscineduled time. Schools are particularly
concerned about keeping students and staff healthy. This is another reason to stay away from
school if you have a contagious illness.

Commitment & Dependability

Before you agree to volunteer, carefully consitberdcommitment you are making. The work

volunteers do is important. Weather they work in the classroom, front office, or health office,

the staff and students quickly become depende
volunteer more time tharoyu wi | | be able to follow through
few hours a week and gradually increase if you find you have the additional time.

We know there will be times when you will be ill, on vacation or unable to volunteer. Please
telephone the school office and leave a message for the teacher or staff member with whom you
work as far in advance as possible when you are unable to volunteer.

School Rules

Become familiar with the rules and policies of the school where you voluriteter6 s a good i
to read through the school ds handbook. Ask vy
policy for the use of telephones, cell phones, eating facilities, fire drills and emergency

procedures. Use reasonable judgment in makingidasisvhen there appears to be no policy

or the policy is not communicated. As soon as possible, consult with the supervising teacher

for future guidance.



Tips for Working with Staff

The staff appreciates your willingness to be a part oeducational team. Teachers and support
personnel will come to depend upon your assistance.

Here are some tips for working effectively with the staff.

Getting to know youé.
Let the staff know what types of jobs you are interested in doing and whatpexial
skills are so they can utilize your talents.

A new experience for you, and perhaps for the
I f youdbve never been a school volunteer bef
exciting things to learn about the job, the school andtimtents. Please be aware that
some staff members have never had an opportunity to work with volunteers before. This
will be a new experience for them as well, as they learn how to utilize the services of a
volunteer.

Be a good communicator ée.
Thesta f wi |l |l wel come your questions and comme
please ask. Volunteering should be an enjoyable and rewarding experience. If you are
unhappy or concerned about something, please discuss the situation with your supervisor,
the volunteer coordinator or the building principal.

Routine tasks are importanté.
The staff often relies upon volunteers to o
organizing materials. Because volunteers are able to assist with these jdlesstase
able to spend more time working with students or planning for quality instruction.

We al | have different ways of doing thingsé.
When you are assigned a task, be sure you know exactly how the teacher wants the job
done. Ask for clearer directioasd, if necessary, ask the teacher to give you samples or
to demonstrate how the tasks are to be performed.

Try something newé.
The opportunity to learn new skills is one of the benefits of being a school volunteer. Be
willing to try new tasks assignday the staff, but accept only as much responsibility as
you feel comfortable with.

Be reliabl eé.
Come when you say you will. Give the office as much notice as possible when you
wonodét be avail able at your scheduled ti me.



Tips for Working with Students

f Call students by name at each opportuni
and spel

ty. A
Make every effort to pronounce I

each

9 Observe the techniques used by the teacher. Try to model these instructional mb#rods
working with students.

9 Accept children as they are. Each child is unique and may be very different from your own child.
Be ready to accept the differences in background, values and aspirations.

1 Encourage and praise students. Your positive wdrda@uragement will go a long way in
helping students feel good about themselves even when they are having difficulty. Be ready to
praise children for even the smallest successes. Let each child know that you care about him/her
through the use of verbaffirmation. Younger children may also enjoy stars, stickers, stamps,
etc. You and the teacher should discuss the use of these motivational materials.

9 Children never forget. If you promise them something, be prepared to follow through with that
promise. Be careful not to make promises that you will be unable to keep.

1 Encourage students to do their own thinking. Try not to give students the answers before they
have had an opportunity to solve problems on their own. Give children plenty of timentera
your questions. Silence often means that a child is thinking. Beware of the occasional student
who might try to get you to do their work for them.

1T Foll ow the teacheros | ead. Be consistent with
Remembethe teacher is always available and ready to handle discipline problems that arise.

1 Reinforce good behavior. When children are behaving well, let them know how proud you are of
them and how much you appreciate their effort. This will encourage thigyneteen harder. |If
possible, do not pay attention to a child who shows minor misbehavior problems, but do note the
things the child is doing well and praise them.

T 1tés OK if you donét know all the ananseers. Ad
or are not sure of what to do. Work the answers out together with the students or feel free to ask
the teacher for assistance.

T Keep students on task. Youdbll want the childr
spend with you. Keethe lesson or activity moving; avoid letting anyone get the group off the
task by discussing topics that have nothing to do with the lesson.

1 Supervise students carefully. Under no circumstances should you leave students without
supervision. Be aware wfhat students are doing at all times.



West Platte Volunteer Application

Name:
Address:

Telephone Number:
E-mail Address:

Name of Volunteerdés Student (s)

SchoolAttending:
Grade Levdk):.

Pleasériefly describe how you would like to serve as a District volunteer (i.e. age level and
responsibilities):

Have you ever been convicted, or pleailty to a felony or a misdemeanor related to sexual
misconduct?

Yes No

If yes, please provide details:

Has a finding of probable cause of child abuse by any state agency been entered against you?

Yes No

If yes, please provide details:

VolunteerSignature
*Falsification of this document is a misdemeanor.

10



West PlatteVVolunteer Confidentiality Agreement

| understand that in the course of my volunteer time witiWlest PlattéSchool District,
| may become aware of confidential information about specific students. This information may
include such i nfor mat i on foranancestehados, wisabildies,camda d e s
related matters. | understand and agree that | will not disclose such confidential information

except to school employees that have a need to know.

Volunteer Signature

Date

11



Directions to Complete Background Check/Hngerprinting:

Criminal history background checks are performed by fingerprint search by 3M/Cogent, the
company contracted by the state of Missouri for $eiwvice. Appointments can be made on the
Missouri Automated Criminal History Site (MACHS):

www.machs.mo.gov

Click to schedule appointment for background check by fingerprints

Click to enter 4 digit registratiorumber

Fill out the form using the appropriate 4 digit registration number:

1624 Certified/Teachers Positions

1625 Substitute Teachers

1626 Uncertified/Support Staff

1627 Bus Drivers

The cost for background checks can be paitiranor at the tesig site.

Testing sites in our area are listed on the website and below:

Company

UPS Store 4775 - 816-
461-3101

Goin Postal - 816-505-
4700

City
Independence

Kansas City

State
MO

MO

County
Jackson

Platte

If you have questions or need assistance registering please contact Cogent at (877) 862

2425.

12


http://www.machs.mo.gov/
http://www.cogentid.com/mo/MO%20Sites/UPS%20Store%204775_Jackson%20County.htm
http://www.cogentid.com/mo/MO%20Sites/Goin%20Postal_Kansas%20City_Platte_County_MO.htm
http://www.cogentid.com/mo/MO%20Sites/Goin%20Postal_Kansas%20City_Platte_County_MO.htm

SHP-158H  02/10
Missouri State Highway Patrol / Missouri Department of Social Services Reset Form Print Form
REQUEST FOR CHILD ABUSE OR NEGLECT / CRIMINAL RECORD

TYPE OF SERVICE (Check ALL that apply) See reverse side for further instructions. TYPE OF DAYCARE PROVIDER

4] (1) CD Central Registry Child Abuse Search Only - No Charge
[ (2) Name Search - $10.00 (Criminal record, child abuse, or neglect, central registry search)

[ (1) License

[ (8) Fingerprint Search [ (2) License Exempt
[ $14.00 (Authorized Statute 210.487) T i
[] $20.00 (All other request) (3) Registere

IDENTIFYING DATA (Please type or print information legibly in ink.) The subject of the request must complete the next section and sign.
APPLICANT'S NAME {(Last, First, MI, Jr., Sr., Ill)

MAIDEN NAME DATE OF BIRTH (MM/DD/YY) | STATE OF BIRTH SEX RACE

ALIAS NAME(S) SOCIAL SECURITY NUMBER DRIVER'S LICENSE NUMBER / STATE
/

ADDRESSES FOR PAST 5 YEARS
STREET CITY STATE | STREET CITY STATE

Have you ever been found guilty to or been convicted of any criminal act in this state or any state?

L] YES (Complete section below) ] NO, | have not been found guilty to or been convicted of any criminal offense in this state or any state.

DATE CITY STATE COUNTY CIRCUMSTANCES (ldentify charges, attach separate page, if necessary.)

Have you ever been substantiated as a perpetrator in any child abuse or neglect report made to the Children’s Division in this state or any state?

[J YES (Complete section below) [] NO, | have not been substantiated as a perpetrator in any child abuse or neglect report.

DATE cITY STATE COUNTY CIRCUMSTANCES (Attach separate page, if necessary.)

The information provided is complete and accurate to the best of my knowledge. | understand it is unlawful to withhold or falsify information
required on this form. | grant permission to the Department of Social Services to obtain any and all information needed to process my request
and to use the information as permitted by law.

SIGNATURE OF APPLICANT (REQUIRED IN INK) DATE

SIGNATURE OF REQUESTOR (Required in ink) DATE

TITLE OF CHILD CARE PROVIDER TELEPHONE

bookkeeper (816) 640-2236

STATE AGENCY - STATE VENDOR OR CONTACT NO. {If applicable)
West Platte R-IT School District

CHECK APPROPRIATE BOX

[J CHILD CARE RELATED EMPLOYMENT ] DOH / CCB CHILD CARE BUREAU Y] SCHOOLS / PUBLIC AND PRIVATE
[J CHILD CARE RELATED VOLUNTEER [J DMH / DMH VENDOR [J cD CONTRACT PROVIDER
[J CD LICENSURE [J HEALTH CARE [J OTHER
COMPLETE RETURN ADDRESS (REQUIRED ON EACH APPLICATION) SEND FEE & FORM TO:
Complete your mailing label below
Confidential Mail Missouri State Highway Patrol
Criminal Justice Information Services Division
AGENCY NAME ] ] P.O. Box 9500
West Platte R-IT School District Jefferson City, MO 65102
ATTENTION
Superintendent's Office
ADDRESS
1103 Washington Street
CITY, STATE, ZIP CODE
Weston, MO 64098

MO 821-0853 (2-10)
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