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Dear Volunteer,  
 
 
Evidence continues to mount showing that when schools, families, and 
community groups work together to support learning, children tend to do better 
in school, stay in school longer and like school more.  You, our parent and 
community volunteers, are an essential part of our school. We are very pleased 
that you have decided to participate in the Berkeley Glenn Elementary Volunteer 
Program. 
 
 
Please read through this handbook carefully. It is designed to give volunteers 
necessary information to make your experience rewarding. I hope that these 
guidelines build your confidence and give you some direction so that you feel as 
if your time spent here has been worthwhile. If you have any questions, please 
contact me. 
 
  
Thank you for devoting your time to the students and staff of Berkeley Glenn 
Elementary School! 

 

Sincerely, 
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ROLE OF THE VOLUNTEER  

• Volunteers in the classroom can assist teachers in a variety of ways, thereby 
freeing the teacher to focus more time on the teaching/learning process.  

• Volunteers should arrange to meet with the teacher before beginning as a 
classroom volunteer. The first visit or two should be spent observing the 
classroom, getting to know the students and the style and routines of the 
teacher. This will help the children to become familiar with you.  

• The teacher is in charge of all phases of classroom activity and the 
volunteers will take directions from the teacher. Your activities should 
support the efforts of staff members but not replace them or exceed their 
authority.  

• It is usually in the best interest of the child to have a parent, grandparent, 
guardian, etc. volunteer in a classroom other than their child’s classroom; 
therefore, volunteers may be utilized in classrooms other than those in which 
their children are enrolled.  

• Try to match your interest, abilities and time availability with the school 
needs.  

• Maintain good communication especially in the event of an absence or 
schedule change. If you cannot fulfill your commitment for any period of 
time, please contact the school or classroom teacher as soon as possible so 
other arrangements can be made.  

• Follow school and district procedures regarding signing in and out, wearing 
badges, using school materials and maintaining health/security standards. 
Know emergency procedures for fire, illness, etc.  

• Seek advice from those directly in charge, including teachers, secretaries, 
aides, or other school personnel who are trained and responsible for the 
tasks. Maintain a spirit of partnership and cooperation with school staff.  

• If you have concerns about something you see or hear, please talk to the 
class teacher or Principal if appropriate.  
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BEFORE YOU BEGIN 

 
Before starting your first volunteer task, we ask all volunteers to be aware of the following:  
 

Safety  
• Always sign in and out at the school office. It is important for staff to know that you 

are in the building and it makes it easier to locate you in an emergency.  
• Always wear a “Volunteer” badge.  

 

Sign-In/Out  
YOU ARE TO SIGN IN AND OUT EACH TIME YOU VOLUNTEER AT THE SCHOOL.  
For security reasons, and in case of an emergency, it is important for the school to have a 
record of who is in the building, for what reason, and for how long. ALL volunteers are 
required to sign in and out. (Each time volunteers leave the school building and each time 
volunteers enter the school building, they must sign in and sign out in the office.) 
 

Identification  
YOU ARE ASKED TO WEAR IDENTIFICATION WHILE WORKING IN THE SCHOOL.  
By wearing a volunteer name tag sticker, you will be immediately recognized as a person 
who is here to help the staff and students. Name tags are in the school office and should be 
picked up at sign-in time.  
 

Telephone/Cell Use  
Please limit your use of the school phone to very important or emergency situations. As 
courtesy to others, please turn off cell phones while in the school building.  
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IMPORTANT INFORMATION  

 
Background Checks  
On page 9, you will find the forms necessary to become a school volunteer. Please 
follow the directions for submitting each form. 
 
Confidentiality  
All school volunteers are expected to maintain confidentiality while working in the 
school. All things that are seen and heard at school about children and their families 
should be considered privileged information.  
 

• Treat all student information as personal and confidential regardless of source.  
• Communicate relevant information about students to the respective classroom 

teacher or building principal.  
• Seek clarification of unusual situations that occur in the school from the 

person(s) involved and avoid discussing such matters with non-school 
personnel.  

• Retain a sense of perspective regarding comments heard and actions observed.  
• Understand that not all information can and will be shared with volunteers, due to 

legal considerations.  
• Deal impartially with students.  
• Do not discuss student progress or behavior with the parent. All relevant 

information should be referred to the teacher or principal. Direct inquiries about 
students will be handled by the professional staff.  

• Speak constructively of all school staff; however, report difficulties involving the 
welfare of students or school to the principal.  

• Do not discuss confidential information with anyone. This information includes, 
but is not limited to:  

Academic and health records  
Test scores and grades  
Discipline and classroom behavior  
Character traits of children  

• All volunteers are required to sign a statement of confidentiality (located on 
page 7) 
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WAYS TO ASSIST THE TEACHER 

 

• Read stories.  

• Check to see if seatwork is completed.  

• Prepare students for daily program changes.  

• Take lunch count.  

• Friday Folders.  

• Review previously taught materials.  

• Help children to understand and follow directions.  

• Assist with school parties and special days.  

• Share a hobby, talent or experience.  

• Help with field trips.  

• One on one tutoring.  

• Keep classroom materials in order.  

• Help inventory and maintaining records for ordering  

• Collect papers for evaluation by the teacher.  

• Assist with displays throughout the school.  

• Assist with children practicing skills. 
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STATEMENT OF CONFIDENTIALITY  
FOR SCHOOL VOLUNTEERS  

 
I understand that, in the course of my association with Berkeley Glenn, 
I share the responsibility of maintaining the confidentiality of any 
employee or student information that I may have available to me. I 
understand that it is my responsibility to assure rights and 
confidentiality of information both written and verbal.  
 
As a volunteer, I will work with the highest standards, committed to the 
idea that my work will benefit students. I promise to take to my work 
and attitude on open-mindedness, willingness to be trained, as well as 
interest and commitment.  
 
I understand that in the performance of my duties, I am not to discuss 
academic or other confidential information regarding student or 
employees with anyone. Any breach of confidentiality will be carefully 
reviewed and if substantiated could result in termination of volunteer 
involvement at Berkeley Glenn Elementary School.   
 
I acknowledge that I have read and understand this statement of 
confidentiality.  
 

____________________________ ____________________  
VOLUNTEER SIGNATURE                 DATE  
 
___________________________ ____________________  
PRINCIPAL SIGNATURE                     DATE  
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File: IICB/IICC 
COMMUNITY RESOURCE PERSONS/SCHOOL VOLUNTEERS 
The School Board values and appreciates parents and other members of the community who 
volunteer their time, talent and expertise to Waynesboro Public Schools and its student and staff. 
Volunteers perform functions that, among other things, allow instructional staff to spend more time 
with students, help students understand the relevance of the curriculum to “real life,” and help 
individual students improve their academic skills. The School Board, therefore, encourages parents 
and other members of the community to volunteer in the schools, and supports the recognition of 
volunteers by schools and the division. 
 

While the Waynesboro division values and supports volunteers and volunteerism, school personnel 
are directed to take reasonable precautions to see the students are safe while in school. Therefore, 
no person shall be permitted to volunteer in any capacity in any school-related activity without the 
prior approval of the principal or the principal’s designee. For purposes of this policy, a school-
related activity shall be defined as any curricular, co-curricular, extracurricular or to the activity that 
is organized and sponsored by a school or a school staff member acting in his or her official 
capacity. Volunteering in a school-related activity school include, but not be limited to, serving as a 
volunteer coach, guest speaker, volunteer for a school fundraiser, field trip chaperone, classroom 
assistant, or tutor, whether or not an individual is to serve in a long-, short-, or one-time capacity. 
Additionally, a school-related activity is any activity that is organized and sponsored by a booster 
club, the Parent Teacher Organization (the PTO), or any other similar organization, if such activity 
is for the benefit of a school or its students or staff and is reasonably anticipated to cause 
volunteers to have direct contact with students on school property during regular school hours or 
during school sponsored activities. 
 

All volunteers must complete an annual application at the school level, signed by the building 
principal with a copy sent to the Personnel Office for record and review. As a part of this 
application, volunteers shall sign a volunteer certificate agreeing to abide by the rules and 
regulations of the Waynesboro Public Schools. Volunteers may be subject to a background check 
at any time during the time that they provide volunteer services to the school division. 
 

In deciding whether or not an individual may serve as a volunteer in a school-related activity, the 
principal or principal’s designee shall, at a minimum and prior to service, determine that the 
individual’s name does not appear on the sex offender registry and that the school is not in 
possession of a court order prohibiting the person from being on school grounds or near a student 
or staff member. 
 

Each principal shall establish procedures that all volunteers must follow. A principal may, at any 
time and in his or her sole discretion, prohibit any individual from serving as a volunteer. 
Adopted: October 11, 2011          Legal Ref.: Code of Virginia, 1950, as amended, §§ 22.1-70, 
22.1-78. WPS/2011 
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WAYNESBORO PUBLIC SCHOOLS 
Volunteer/Mentor Application 

 
Please note: This form is not applicable to athletic coaches who must follow guidelines 
established by the Waynesboro Public Schools Athletic Department. 
Name: ___________________________________________________________________ 
      (PRINT)      First                                  Middle                                                      Last 
Address: _________________________________________________________________ 
Phone Number: ____________________________________________________________ 
                               Home #                      Business #                             Emergency # 
Do you have a valid driver’s license: ________      ________ 
                                                              Yes                 No 
Issuing state: _____  License ID # ___________________  Expiration Date ____________ 
Occupation/Employer _______________________________________________________ 
Children                       Grade Levels               Schools they attend                       Teacher 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
Specific mentoring program or area of volunteer service in which you are interested 
(chaperone, tutor, classroom assistance, program assistance, etc.) 
_________________________________________________________________________ 
Volunteer Information (Please list any previous volunteer experience with WPS) 
_________________________________________________________________________ 
Have you been convicted of any offense involving the sexual molestation, sexual battery 
physical abuse, sexual abuse or rape of a child? ____  ____ 
                                                                               Yes   No 
Have you been investigated by the Department of Social Services (Child Protective 
Services Unit) for abuse or neglect with a result of “founded”? ____  ____ 
                                                                                                   Yes     No    
Have you been convicted of a misdemeanor? _____  _____ and/or a felony? _____  _____ 
                                                                          Yes       No                                Yes       No 
If yes, please explain, and give dates of conviction, type of conviction, and jurisdiction where 
convicted. 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 
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If you answered “Yes” to any of the above questions, WPS may need to contact Child Protective Services 
(CPS) before making a decision about your application. Do you grant WPS the right to check with CPS 
and/or police regarding any of the above investigations and/or convictions?        _____  _____ 
                                                                                                                                   Yes      No 
 

A school volunteer is defined as a person who has chosen to donate his/her time and talent, without 
compensation, to assist with programs and activities in Waynesboro Public Schools in an effort to enhance 
instruction and to promote learning opportunities. 
 

The safety and security of the school community is a top priority of Waynesboro Public Schools. For your 
protection and that of the students and staff, the school system conducts a check with the National Sex 
Offender Public Website which includes the Virginia State Police “Registry of Sexual Offenders and Crimes 
against Minors” on all school personnel and volunteers. 
 

Anyone convicted of a misdemeanor or felony offense, especially an offense against a minor, may be 
disqualified from volunteering depending upon the nature of the offense and/or volunteer activity. 
 

I understand that Waynesboro Public Schools will check my name against the National Sex Offender Public 
Website. The statements made by me in this application are true and complete to the best of my 
knowledge. I understand that any willful misstatements or material omission on this application will be 
considered sufficient cause to disqualify me for volunteer opportunities with Waynesboro Public Schools. 
 

During such times as I am a participant in the Waynesboro Public Schools volunteer program, I agree to 
assume full responsibility for such participation and release Waynesboro Public Schools from any damages 
which I may sustain thereby. I fully understand that if my services are no longer needed, or my performance 
is not acceptable, Waynesboro Public Schools has the right to terminate my services as required and 
without notice. 

_________________________________________________________________________ 
                         Signature                                                                               Date 
If volunteer applicant is under 18 years of age, a parent/guardian must sign below: 

_________________________________________________________________________ 
Parent/Guardian Signature                                     Date                               Phone 

_________________________________________________________________________ 
In case of emergency, please contact                                                          Phone 
 

All applications must be filled out completely, or they will not be processed. Please return this completed 
form to your local school. Questions regarding the volunteer policy can be directed to the Assistant 
Superintendent at 946-4600. 

FOR OFFICE USE ONLY 
Name of Person Verifying Application _____________________________________________________ 
Date of Verification ____________________ 
National Sex Offender Public Registry Checked ____ _____               Follow-up Necessary ____ ___ 
                                                                            Yes      No                                                     Yes   No 
__________________________________________ ________________________________________ 
Principal’s Signature                                                                                              Date 

Ref: IIC 
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