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Dear Volunteer, 

Thank you for your interest and involvement with Bainbridge Island School District in 
building strong minds, strong hearts, and a strong community. 

Your part in our outstanding volunteer heritage serves students in a variety of ways and 
facilitates our District mission, “to help all students become successful learners, caring 
individuals, and responsible citizens.” We will be more successful because of you. 

Although our remarkable staff cannot be replaced, your efforts will enhance their out-
standing work. We appreciate your willingness and time! 

     Sincerely, 

Superintendent Faith Chapel 

 

Volunteer Program Goals: 

!" Have interested adults take an active part in children’s 
educational programs. 

!" Make connections between the schools and the community 
they serve. 

!" Expose children in Bainbridge Island School District to 
caring adults, who by their interest model the importance 
of education. 

!" Assist teachers and staff members in ways that embrace 
the educational program provided for children in Bain-
bridge Island’s public schools. 

 

You may ... 

 be an Art Docent  

help with art projects 

be a reading partner 

assist in a health room 

be a coach of Math Olympiad, sports, or other teams 

take volunteer tasks home 

assist by planning for or being at special events 
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Expectations and Guidelines 

All opportunities for volunteers are at the discretion and under the direction of school staff 

members. Thank you for following staff directions at all times. 
 

Successful volunteers: 

!" Show a genuine interest in each student. 

!" Are patient and kind. 

!" Find ways to establish a good rapport with the students and staff whom they serve, accept-
ing each person and encouraging the best interactions. 

!" Recognize that they are under the supervision of staff, who direct their volunteer work. 
!" Honor commitments: arrive on time; notify staff if  unable to keep scheduled opportunity. 
 

Know the school’s and staff member’s expectations: 

!" You are part of an education team. 

!" If requested, attend a volunteer orientation. 

!" Commit to working in a classroom to support and improve education for all students. 

!" Ask the staff member or teacher with whom you will be working to clarify your specific re-
sponsibilities. 

!" Seek help when you need additional information or instruction. 

!" Follow and accept directions or suggestions given by a staff member. 

!" Respect the privacy of all staff and students. 

!" Appropriately share ideas and constructive comments with the teacher/staff member. 

!" Only teachers or other certificated staff members evaluate a student’s learning. 

!" Always avoid being alone with a student. 
 

All volunteers are expected and required to keep all student and staff informa-
tion confidential. 
!" Federal law strictly prohibits school districts and district volunteers from releasing any stu-

dent information without parent/guardian permission. Student information includes but 
may not be limited to all academic, medical and personal information. 

!" Disclosure of student information by a volunteer violates the Family Educational Rights 
and Privacy Act (FERPA) and may subject the volunteer and the district to civil liability. 

!" If a child discloses information of concern, the volunteer should report that to an appropri-
ate staff member, typically the teacher, principal or district coach. 

!" Staff member information that should be kept confidential includes anything you observe 
or hear about their professional conduct or personal life. 

 

If requested, complete a volunteer application and/or a Washington State Pa-
trol Request for Criminal History Information. 
!" Return either of these to the staff member who made the request. 

!" The district will do the criminal history check. 

!" You will be notified if information causes the district to deny you permission to volunteer. 

 

Volunteer training I’m scheduled to attend:      ___ 
       Date      Time      Location 
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Roles and Responsibilities  

Procedures: Checking In, Checking Out 

Arrive with enough time to park and get to the classroom or location where you will be 
volunteering. 

At each school, please… 

!" Sign in and out as directed, giving your name, where you will be, and the time of 
your arrival and departure.  

!" Reasons for signing in and out include: 

1. Your contact and protection in a personal or school emergency. 

2. To record your volunteer hours. 

a. The district includes the number of volunteers and volunteer hours contrib-
uted to your school or the district in an annual report to the School Board. 

b. Volunteer hours/statistics may be used in grant applications, such as those 
requiring in-kind contributions. 

!" If you volunteer off-site, please work with your school regarding how to track your 
hours. 

!" To increase safety and security, all volunteers are asked to wear a name tag or ID 
badge at all times while volunteering. 
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Responsibility Teacher/Staff Role Volunteer Role Administrator Role 

Volunteer tasks and 

activities 

Decides where and when 

volunteer best matches the 

needs of learners, or where 

they can best contribute to 

the program. Clarifies spe-

cific responsibilities. 

Accepts and follows direc-

tion of teacher or staff 

member supervising the  

volunteer task(s). 

  

Confidentiality Adheres to professional 

state, district and/or pro-

gram guidelines. Discusses 

related information on p. 1 

with volunteer. 

Adheres / is held to the 

same standard as district 

personnel. Understands 

confidentiality expectat-

tions & requirements. 

Ensures that district 

and state requirements 

are met. Provides train-

ing, as necessary. 

Safety & Security Secures appropriate WSP, 

FBI or other state screen-

ings.  

Instructs volunteer regard-

ing school emergency plan 

and their role if at school.  

Complies with WSP crimi-

nal history request and fin-

ger-printing, if needed. 

Learns about school emer-

gency plan and their part in 

emergency procedures. 

Oversees safety of stu-

dents, emergency 

preparations and drills, 

and other procedures. 

Problem Solving Discusses concern with 

volunteer. If not resolved, 

consults with principal. 

Discusses concern with 

teacher or staff member 

involved. If not resolved, 

consults with principal. 

Acts as a resource, me-

diator or facilitator for 

staff and parents seek-

ing problem resolution. 



 

 

Volunteer Conduct 
When volunteering, the following will protect you and others. 

 

Conduct in and around district facilities: 
Thank you for understanding and adhering to the following rules in district facilities and on 
school grounds: 

!" No smoking or tobacco 

!" No weapons 

!" No drugs or alcohol 

!" No use of school equipment for personal purposes 
 

Discrimination, harassment and bullying: 

!" Bainbridge Island School District is committed to an environment free from all types of dis-
crimination and harassment, including sexual harassment, bullying or cyber-bullying, and 
intimidation. 

!" Volunteers are expected and required to uphold all district policies regarding these issues. 

!" Please review the following policies, which can be found at www.bainbridge.wednet.edu/
policies, or you may request copies from school offices: 3211-Prohibition Against Discrimi-
nation; 3240—Student Conduct; 3241— Classroom Management; 3700—Prohibition 
Against Sexual Harassment; 3705—Prohibition Against Harassment, Intimidation, and 
Bullying; 5013— Prohibition Against Sexual Harassment: and 5015— Prohibition Against 
Harassment. 

 

Professional, focused and safe interaction with students: 

DO: 

! Treat all students in the same polite manner. 

! Maintain appropriate boundaries: Always avoid being alone with a student. If you sense a 
student may be developing a personal interest in you, talk with the teacher or principal im-
mediately. 

! Express support to encourage or acknowledge student efforts through positive comments 
or by appropriate physical interactions: shake hands, give them a “high five”, pat them on 
the upper back or shoulder; respect students’ privacy rights. 

DO NOT: 

! Take students on private outings or transport students alone. 

! Initiate social activities with students. 

! Make comments that are based on gender or that could be construed as sexist. 

! Make any comments and/or innuendos that are sexual in nature or could be construed as 
sexual. 

! Make jokes that belittle or diminish another person. 

! Share personal political or religious beliefs. 

! Give students complements focused on physical attributes. 

! Initiate conversation or correspondence of a private or personal nature with students. 

! Provide your contact information to any student or ask for any student’s contact informa-
tion, such as but not limited to: phone number, mailing address, email, etc. 

! Text message or use email or other electronic media to contact students. 

! Do not take photographs of students unless under direct staff supervision. 

Note: Giving gifts to students is not encouraged and cannot occur without teacher and/or ad-
ministrator approval.     
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Volunteer Application, Requests for Criminal History 
and Fingerprint Checks 

 
In order to maintain the highest standards and provide protection to both students, 
staff  and volunteers, the school district has a Volunteer Application and the Wash-
ington State Patrol Request for Criminal History Information (part of the Child/
Adult Abuse Information Act). 
 
With these, the following procedures may be implemented: 
 
!" Community members who call to volunteer in our schools will be asked to com-

plete the Volunteer Application (pp. 8-9) and the WSP form (pp. 10-11). Some par-
ents also may be asked to complete these forms. Please read the guidelines on 
page 2 of the WSP form. School district personnel will conduct the online check. 

 
!" Background checks may be conducted for volunteers in certain categories; exam-

ples would include but are not limited to non-parent volunteers or outdoor edu-
cation volunteers. 

 
!" The extent of background checks may be different for each volunteer. The follow-

ing are examples: 
#" If there is no contact with students, no background check may be required. 
#" If there is scheduled and supervised contact with students by community, 

non-parent volunteers, BISD conducts a Washington State Patrol Request for 
Criminal History Information. 

#" Fingerprint checks may be required if volunteers will have unsupervised time 
with students.  

 
!" The school district conducts online Requests for Criminal History using a private 

account set up with the Washington State Patrol. This is an appropriate request, 
and volunteers are asked to honestly complete the WSP form before submitting it 
for processing. 

 
!" Rarely are volunteers NOT cleared through this online procedure, and a convic-

tion may not disqualify a volunteer applicant. Each case is considered individu-
ally. 
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Training Opportunities 

What volunteers may want to know and how to learn more! 

 

Volunteer orientations and training will be conducted as deemed appropriate. 

#"General orientations at a school 

#"Orientations and trainings for specific programs, e.g Art Docent, marine science, 

etc. 

Emergency preparedness training may be a part of volunteer training/orientation, or it 

may occur separately. Please ask about and learn emergency procedures at any school 

facility or for any group with whom you are volunteering. 

Staff training may occur for specific volunteer work. 

When you are asked to attend an orientation or training, please note the type, date and 

time on the bottom of page 1 in this handbook. 

To learn more, you may contact the school district Community Relations Office, 206-

780-1398, or your school’s PT(S)O President or Chairperson, the PT(S)O Volunteer Co-

ordinator, or the school Administrative Secretary. 
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 Liability, Dismissal, and Other Issues 
 
According to the Non-Profit Risk Management Center, every community-serving or-
ganization must attempt to prevent staff (for this handbook, staff includes paid and volunteer 

positions) from harming the people they serve or causing other damage to the commu-
nity, the organization or themselves.  Screening is part of a full risk management 
strategy for meeting that obligation. However, screening is just the beginning of an 
ongoing process that may include selection, placement, training, supervision, moni-
toring, and other measures designed to control wrongful or careless actions. 
 

The BISD Volunteer Application, the WSP Request for Criminal History Informa-
tion, the Volunteer Driver Checklist, and the Volunteer Disclosure and Consent Form 
are among the screening tools used.  
 

The specific purpose of screening is to determine if individuals have identifiable 
characteristics that increase the risk of placing them in particular positions.  The cor-
ollaries to this objective include: 
!" To identify individuals who would create an unacceptable risk if placed in certain 

situations. 

!" To prevent the inappropriate placement of individuals in an organization. 

!" To properly exclude dangerous individuals. 

!" To properly exclude individuals who would be considered too risky for a particu-

lar position. 

Three concerns related to the above, but which go beyond those, include: 

!" Does the volunteer represent an unacceptable risk to the members of the commu-

nity this organization serves? 

!" Does the applicant represent an unacceptable risk to the organization? 

!" Does the specified volunteer position pose an unacceptable risk to the volunteer ? 

BISD will consider “red flags,” which are items that would cause a reasonable person 
to question the suitability of the applicant for the position. Some “red flags” may be 
automatic disqualifiers; others signal the need for further investigation.  Strengths 
and weaknesses of applicants will be evaluated. 
 

If applicants do not have qualifications needed, BISD does not have to be specific in 
notifying  the individual that the school or program or committee is unable to use 
them.  When denying an applicant, BISD will remain respectful, acknowledging pri-
vacy rights. 

BISD expects both volunteers and staff to respect privacy. If either organization or 
individuals question if something is private and cannot verify that, they should pre-
sume it is private. 
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Risk Management  

VOLUNTEER DRIVER CHECKLIST 

 

TRIP INFORMATION 

DATE:     SCHOOL:       

PURPOSE OF TRIP:            

DATE OF TRIP:           

TRIP DESTINATION:           

DEPARTING FROM:           

SCHEDULED DEPARTURE TIME:    RETURN TIME:   

MAXIMUM # OF STUDENTS TO BE TRANSPORTED IN VOLUNTEER’S VEHICLE___ 

 
DRIVER SCREENING/INSURANCE REQUIREMENTS 

NAME OF DRIVER:                 

VEHICLE YEAR/MAKE/MODEL:    ___LIC. PLATE#:   

Please respond to each of the following with a Yes or No and fill-in requested information: 

YES/NO 

_____ I am older than 21 years of age. 

_____ I have a valid Washington State driver’s license. 

_____ Driver’s License #:_____________________________Exp. Date:   

_____ I have not had vehicle moving violations or at-fault accidents within the last 3 years. 

  If you have had any, please list: 

              

              

_____ I carry minimum auto liability limits of $100,000 per occurrence and $300,000 aggre-
  gate combined single limit of liability (or $100,000/$300,0000 Bodily Injury;   
  $50,000 Property Damage) and uninsured motorist coverage. 

  Company:     Policy #     

_____  I am aware that, in the event of an accident while on a school-related activity, any 
   claims will be tendered to my personal automobile insurance company and my pri-
   mary insurance. 
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P. 2 Risk Management Volunteer Driver Checklist 
 
VEHICLE INSPECTION 

Please respond to each item with a yes or no answer. 

YES/NO 

____  There is a working seat belt for the driver and each passenger, and I enforce the wearing 
 of seat belts by all. 

____  My vehicle’s brakes, including the emergency brake, are in good working order. 

____  My vehicle’s tires have legal tread depth (at least 3/32”). 

____  My vehicle’s brake lights, turn indicators, and headlights are in good working order. 

____  My vehicle’s windows are clear and provide an unobstructed view for the driver. 

____  My vehicle has functioning rear view mirrors (center and left side). 

____  My vehicle has no other physical defects that would interfere with the safety of the 
 driver and passengers. 

____ My vehicle has a rated capacity of ten passengers or less. 

____  If my vehicle has dual airbags, I will not seat children under 12 or small persons in the  
 front passenger seat. 
 

The above information is true and accurate to the best of my knowledge. I hereby give my per-
mission for a copy of my personal Motor Vehicle Report to be ordered and used in considera-
tion of my transporting students during field trips. 
 
             
                               Driver’s Signature                Date 

 
ADMINISTRATIVE REVIEW 

YES/NO 

____   If the volunteer will drive more than one day, the district has obtained the information 
 to order a motor vehicle abstract (three-year comprehensive record) from the Depart-
 ment of Licensing. 

____  If the volunteer will drive for more than one day and will have unsupervised student 
 contact, the district has obtained the information to order a Washington State Patrol 
 Request for Criminal History Information and may require a fingerprint check. 

____  All students have parental permission to ride with a volunteer driver. 

____  All “NO” responses have been addressed satisfactorily. 

I have reviewed the above information, and this driver and vehicle are approved for this trip. 

             
                     Signature of Administrator or Designee                 Date 
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VOLUNTEER DISCLOSURE and CONSENT FORM 

Bainbridge Island School District 
 

Please answer the following questions and sign the declaration below. Any falsification, omission, mis-
representation, or failure to complete any part of this form is grounds for rejection as a volunteer for the 
school district. Bainbridge Island School District (BISD) reserves the right to reject any applicant for any 
legitimate, nondiscriminatory reason. 

All questions must be answered. If additional space is needed, attach separate sheets of paper. 

1.  List any crimes you have been convicted of, found guilty of, pled guilty to, stipulated to, or did not 
contest. Provide sufficient details to enable BISD to evaluate the gravity of the crime, including the 
charge, date, court, case number, and penalty. 

 

 
2.  Do you currently have any outstanding criminal charges or warrants for your arrest pending against 
you? ___Yes  ___No 
If you answered “yes,” please provide pertinent details to enable BISD to evaluate, including the charge, 
date, jurisdiction, and status. 

 

 

 

 
3.  Are you presently under investigation for possible criminal charges? ___Yes ___No 

If you answered “yes,” please provide all pertinent details, including the jurisdiction that is doing the 
investigation and the nature of the investigation to the extent it is known. 

 

 

 

 
4.  Have you ever been found in any dependency or domestic matter to have physically abused any child 
or person? ___Yes ___No 

If you answered “yes,” please provide the pertinent details to enable BISD to evaluate, including the 
court, case number, date, circumstances, and finding. 

 

 

 
I hereby authorize and consent to Bainbridge Island School District (BISD), its agents and employees, to 
inquire into and undertake whatever background check of me that the district, in its sole discretion, 
deems appropriate to determine my fitness to serve as a volunteer, and I understand the inquiry may 
include computer database searches. 

 

Pursuant to RCW9A.72.085, I certify under penalty of perjury under the laws of the State of 
Washington that the foregoing is true and correct. 

Date:      

Printed Name:         

Signature:         

Home Address:           

City/State where signed:         
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Thanks for offering your skills and time as we work together  

to build strong minds, strong hearts, strong community! 



 

 

Bainbridge Island School District 


