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Hamilton Community Schools Volunteer Guidelines

Thank you for your willingness to volunteer in the Hamilton Community School district. Please
read over and understand the list of guidelines that all volunteers are required to follow for the
safety and security of the students and staff. Hamilton Community Schools policy states that all
adults participating in school activities, on and off school grounds, are required to complete the
online profile and be approved. Background checks are run on all volunteers for the safety of
our students and staff. (Policy Manual 4120.09 - VOLUNTEERS)

Sign-in Procedures

● All volunteers must always sign in and out through the school office using the check-in
computer provided.

● Wear your ID badge/name tag label in a visible location for all in and out of building
volunteering.

Volunteer Responsibilities

● All volunteers are ‘volunteers of the school’ and work under the direction of the school’s
administration.

● Be dependable and arrive on time. If you cannot make your commitment please make every
effort to trade with only an approved volunteer. It is required that you cancel your
commitment in HelpCounter and have your replacement sign up so the teacher/staff member
knows who will be volunteering.

● Please contact your building volunteer coordinator if you cannot find a replacement. DO NOT
send a spouse or friend who is not an approved volunteer! That person will not be allowed to
enter the building past the main office.

Understand and Follow School Procedures

● Treat all students fairly, equally, and positively.
● Reinforce and demonstrate the school’s rules and guidelines.
● Report any concerns regarding a student, staff, or parent to the school administration.
● Appropriate, modest dress is required at all times.
● Use appropriate language and maintain emotional control in difficult or frustrating situations.
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● Schools, school property, and school-attended field trips are drug, weapon, and smoke-free.
● Unless approved by the teacher or principal, the distribution of literature is prohibited.
● Enter classrooms quietly and wait for a break in instruction before communicating with the

teacher and students.
● Always follow staff instructions carefully, asking for clarification if necessary.
● Unless otherwise instructed, please arrange childcare for younger children so that volunteer

time is dedicated to the students at school.

Appropriate Student Contact

● Volunteers working with an individual child are required to be in an open area or with another
volunteer or school employee at all times.

● Support students with appropriate use of touch. Give high fives or a pat on the back instead
of intimate touching or gestures.

● An adult being approached by a student with a hug can turn to the side and give a pat on the
shoulder.

● A student wanting to sit on a volunteer’s lap can be offered a spot nearby instead.
● Volunteer/student relationships should not go beyond the school day, i.e. taking a student on

outings not related to a school or organization-sponsored field trip.

Confidentiality

● Students’ personal information is protected under the Family Educational Rights to Privacy
Act. This includes the learning or disciplinary needs of all students.

● Do not discuss or share personal information about a student with anyone outside of the
classroom teacher or principal.

● If a student confides in a volunteer that he/she is a victim of abuse or neglect, the volunteer
must notify the teacher or principal immediately.

Discipline and Safety

● Teachers are ultimately responsible for the students and the teacher or principal must handle
activities and student discipline.

● Body fluids (blood, vomit, urine, etc.) must be handled by trained personnel. ALWAYS
contact the custodian, secretary, or other school staff.

● Volunteers are not allowed to transport a student (other than his own) during a school field
trip or any other school-sponsored activity.

● By law, only trained school staff members may dispense medication to students.
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Profile Updates for Continuing Volunteers

● The students listed in your profile are automatically moved to the next grade each year in
July.

● Before school each year, please select “update your volunteer profile” on the district website
to make sure your information is still correct - including activities you are interested in.

● If you have a student that is moving to a different building, please contact me if that building
is not listed for you.

● Your criminal history check will be updated every 1-2 years until you indicate that we should
remove your file.

● When you are no longer interested in volunteering, contact Tara Weber, District Coordinator
of Volunteers (tweber@hamiltonschools.us) to remove your file.
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