EUSTACE ISD

AUGUST, 2013

Eustace ISD Volunteer Handbook

Dear Prospective Volunteer,
We are excited that you have expressed an interest in serving the Eustace ISD
campuses as a volunteer. Being a Volunteer can be very beneficial to our students and can be
very rewarding to you personally.
There are many opportunities to serve as a volunteer. Some include tutoring students
in various subjects, listening to them read aloud, helping chaperone on field trips, mentoring
students, helping booster clubs, helping with book fairs and field days, and also helping in
the campus work area.
The information in this handbook is designed to answer questions you may have about
the requirements to become a Volunteer and expectations for your interactions on campuses.
After reviewing this material, the next step to serving as a volunteer is to complete the three
forms at the back of the booklet and turn them in to the Administration office. The three
forms are:
• EISD Volunteer Application Form
• Criminal History Record Information Request
• DPS Computerized Criminal History (CCH) Verification Form
Thank you for your willingness to invest your time in the future of our students. It is
greatly appreciated by our students and staff.

Eustace Administration
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We want you to have a great volunteer experience! Below are
some guidelines to help you get started.
• Complete the Eustace ISD volunteer application packet. All Volunteers
are required by law to complete a criminal history background check.
This is completed at the Administration office and remains confidential.
Once you are approved to volunteer, the campus volunteer coordinator will
work with you to find the volunteer opportunity that works best for you.
• Please visit the campus office to sign in/out each time you volunteer.
• While on campus, please wear the identification badge provided by the
campus at all times.
• Volunteers should always work within the rules of the school as set by
the principal.
• Follow campus processes for training on use of equipment and materials in
the campus workroom and in classrooms.
• If illness or any emergency arises and you are unable to volunteer at a
scheduled time, please contact the campus office to let them know.
• Please be courteous if using your cell phone on campus. If possible switch
your ringer to vibrate or silent.
• Respect teachers’ time. Personal concerns should be addressed at a
scheduled parent conference.
• Work with students in open, observable areas. Please remember that what
you may feel is simply friendly affection may be viewed as something
entirely different by someone else.
• If a volunteer suspects that a student is in an abusive situation or is
being neglected, they have a responsibility by law to inform school
personnel immediately.
• Teachers are responsible for the curriculum, content, techniques and discipline
in the classroom. Concerns over unacceptable behavior should be reported to
the staff at once.
• Have fun!
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Confidentiality
• While on campus, you may overhear conversations regarding staff and/or
students. These conversations must remain confidential. Academic and personal
information volunteers overhear about a student may not be shared with
neighbors, friends, or other parents.
• All communication with parents should be handled by the teacher or the school
staff.

Frequently Asked Questions
How do I become a volunteer?
All Eustace ISD volunteers and mentors must complete the volunteer application. On
the application you will have the opportunity to list the areas of volunteer service you
would like to participate in and the days that are most convenient for you.
I am not a teacher, can I still volunteer?
Yes! A teaching background is not required because a volunteer works under the
direction of the professional staff and always assists in a supervised setting. The
qualifications needed to be a school volunteer are a personal desire to help, sincere
interest in students, ability to follow school procedures and policies and a willingness
to make a definite time commitment.
Why do I need an ID badge? The teacher knows who I am.
All staff are required to wear ID badges. By wearing a name badge designated for
volunteers, you will be immediately recognized as a person whose specific purpose is
helping staff and students. Your name badge will enable staff to recognize you as a
registered volunteer and an important part of the school’s educational team.
Why do volunteers have to sign in?
For security reasons, and in case of an emergency, it is important for staff to know
who is on campus and why.
Why do I have to log my volunteer hours?
A record of volunteer hours enables the school/district to evaluate its volunteer
program and recognize its volunteers for their contribution of time. The hours
spent volunteering are an indicator of community involvement and an example
of the commitment to quality education in our school district.
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How do I find out what volunteer opportunities are available?
A volunteer’s tasks are limitless, including such things as tutoring and mentoring
students, chaperoning on field trips, serving as room parents, helping with field day
and book fairs, helping with class projects, laminating, and helping in the campus
work area. The list is endless, and we know that each of our volunteers/mentors
contributes to making this a great place to learn. Please select the areas where you
would prefer to volunteer when completing the EISD Volunteer Application Packet.
Are there volunteer opportunities at Middle School through High School?
Absolutely! Booster Clubs always welcome volunteer support and we have an
ongoing need for volunteers who can work in the campus workrooms to provide
support for our teachers.
I'd like to volunteer, but I can't offer my services on a regular basis. Can I
still volunteer?
Yes! You may be a special activity volunteer who is involved with special school
projects. This time commitment for the volunteer job depends on the specific
project. You can also work from home (i.e. phone calls, cutting, coloring, etc).

I would like to volunteer, but I have a pre-school child. Can I bring my child
with me?
We love children but want to protect them from the hazards that may be present in the
campus work area (hot laminating machines, paper cutters, scissors, etc.). For their
safety, we ask that preschool children not accompany
you when you volunteer. Instead, please visit with
your campus volunteer coordinator to see if there are
volunteer tasks you could do from your home.
May I choose the teacher I want to work with?
Each classroom has different schedules and different
volunteer needs. Volunteers are only placed in
classrooms where teachers have specifically requested
assistance. Feel free to discuss your preferences with
the campus volunteer coordinator or the individual
teacher.
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What if I don't feel qualified to perform the assignment I have
agreed to undertake?
Please feel free to say so. We want you to have a positive experience. Talk to the
campus volunteer coordinator for reassignment.
What if something happens and I can’t make my scheduled time to
volunteer?
Dependability is important, but unexpected schedule changes occur. If an illness or
any emergency arises, please call the campus office as soon as possible. Ask the
office staff to get a message to the teacher or leave it on the teacher’s voice mail.
What do I do about student discipline?
Simply nothing. Disciplinary action is the legal responsibility of teachers and
school staff. Volunteers should never be put in a position of having to enforce
discipline. Immediately notify the teacher, or office staff, if you are encountering
a discipline problem.
Should I tell my neighbor if I see her child misbehaving at school?
Adults in the school environment have the responsibility to maintain the child’s
confidentiality. Sharing tidbits about a child’s behavior or academic progress at
school is inappropriate and could be detrimental to a child who is still learning to
control him or herself. Even sharing “good stuff” can be damaging. We ask that our
volunteers respect the privacy of each child as required by the Family Educational
Rights and Privacy Act (FERPA) that govern student information.
What if I observe something about which I am concerned?
It is not a volunteer’s job to contact the parents about anything occurring in the
classroom or at the school. Please do let the teacher or principal know your
concerns. Teachers are governed by multiple legal obligations and restraints. The
teacher’s responsibility is to decide when it is necessary to take further action.
What if I have questions about my child?
Please arrange for a separate time to conference with your child’s teacher. Volunteer
time is valuable and is often tightly scheduled.
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IMPORTANT POINTS TO REMEMBER FOR SUCCESSFUL
VOLUNTEERING:

Eustace ISD Volunteers:
• welcome new volunteers
• maintain confidentiality
• display a positive attitude
• exhibit professional behavior
• model dress code standards
• stay focused on a common goal
• operate as a team
• keep our commitment to volunteer
• honor the learning environment of our schools
• give encouragement to our students
• ensure the safety of our children

We hope the information in this handbook has encouraged you to partner
with our schools as a volunteer. If you would like more information please
visit with the campus volunteer coordinator or contact the Administration
office at 903-425-5129.

Please complete the following three forms and turn them in to
the Administration Office for processing.
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Eustace ISD
Volunteer Application
2015-16
THE INFORMATION REQUESTED BELOW IS CONFIDENTIAL AND WILL BE
USED SOLELY FOR THE PURPOSE INDICATED.

Date:_________________________________
___ New Volunteer ___ Returning Volunteer ____ Field Trip Only Volunteer
Name:_________________________________ Phone: ____________________
Last

First

Mailing Address: ___________________________________________________
Street

City/State/Zip

E-mail Address: ____________________________________________________
Child(ren)’s Name(s), Grade & Teacher: _______________________________
__________________________________________________________________
Person to contact in case of an emergency:
_________________________________________________________________
Name

Phone Numnber

What type of volunteer service do you prefer ?
____ Head Start Projects

____ Primary POSSEE Program

____ Campus Workroom Assistance

____ Library

____ Booster Club

____ Room Mother

____ Subject Tutor (reading, math, etc.)

____ FIELD TRIP ONLY

Please tell us which days and times are most convenient for you to volunteer:
Monday
Tuesday
Wednesday
Thursday
Friday
Morning
Afternoon
While volunteers are not required to be fingerprinted, we do require completion of a criminal
record check for the safety of all concerned. Please complete the following two pages and
return all three forms to the Administration office to finalize the process. Thank You!

_____________________________________________
Signature of Volunteer Applicant
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CRIMINAL HISTORY INFORMATION REQUEST

______________________________________________
Confidential*

The Eustace
Independent School District is required by Texas
Education Code Chapter 22, Subchapter C to review the criminal history of applicants,
employees, independent contractors, student teachers, and certain volunteers. The information
requested below is necessary to obtain criminal history record information.

Please print.
Name ________________________________________________________________________
Last
First
Middle
Social Security Number ____________________ Date of birth _________________________
Driver’s License __________________________________
State and Number
Mailing Address ________________________________________________________________
Street
City
State
Zip
Sex:

 Male  Female

Ethnicity:

 Black

 White/Other

I understand that the information I am providing about age, sex, and ethnicity will not be used to
determine eligibility for employment but will be used solely for the purpose of obtaining criminal
history record information.

______________________________________
Signature
______________________________________
*

This form will be removed from the application and filed separately in the HR office.
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Date: ___________________

DPS Computerized Criminal History (CCH) Verification
(AGENCY COPY)
I,
, have been notified that a Computerized
Criminal History (CCH) verification check will be performed by accessing the Texas
Department of Public Safety Secure Website and will be based on name and DOB identifiers I
supply.
Because the name-based information is not an exact search and only fingerprint record
searches represent true identification to criminal history, the organization conducting the
criminal history check for background screening is not allowed to discuss any criminal history
record information obtained using the name and DOB method. Therefore, the agency may
request that I have a fingerprint search performed to clear any misidentification based on the
result of the name and DOB search.
For the fingerprinting process I will be required to submit a full and complete set of my
fingerprints for analysis through the Texas Department of Public Safety AFIS (Automated
Fingerprint Identification System). I have been made aware that in order to complete this process
I must make an appointment with L1 Enrollment Services, submit a full and complete set of my
fingerprints, request a copy be sent to the agency listed below, and pay a fee of $24.95 to the
fingerprinting services company, L1 Enrollment Services.
Once this process is completed and the agency receives the data from DPS, the
information on my fingerprint criminal history record may be discussed with me.

(This copy must remain on file by your agency. Required for future DPS
Audits)
___________________________________
Signature of Applicant or Employee

Please:
Check and Initial each Applicable Space

Date

CCH Report Printed:
YES

Agency Name (Please print)

NO

initial

Purpose of CCH:
Agency Representative Name (Please print)

Hire

___________________________________

Date Printed:

initial

Signature of Agency Representative

Destroyed Date:

initial

Date

Not Hired

Retain in your files

Rev. 02/2011
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