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Volunteer Coordinator
Handbook
Austin Partners in Education (APIE) was created as an independent 501(c) (3) organization through a partnership between Austin ISD and the Austin Chamber of Commerce. Our vision is for the Austin community and classrooms to work together to ensure academic excellence and personal success for all students.  APIE realizes this vision through school-coordinated School Connections Programs and through its own Classroom Coaching programs.
APIE Contact Information

Austin Partners in Education

1601 Rio Grande, Suite 300A

Austin, TX 78701

Main Phone: 512-637-0900

School Connections Phone: 512-637-0983
Fax: 512-473-8636

AISD Campus Mail: Austin Partners in Education, c/o School Connections Program

GENERAL/MENTOR QUESTIONS

School Connections Program

512-637-0983

REGISTRATION QUESTIONS

Volunteer Intake Specialist

512-637-0900

BACKGROUND CHECK QUESTIONS

Manager, Finance & Operations

512-637-0978

APIE@austinpartners.org

Roles & Responsibilities
Austin Partners in Education

Austin Partners in Education will support the Volunteer Coordinator by:

·  Providing criminal history background checks for volunteers, in accordance with federal regulation and AISD policy.

· Posting specific volunteer opportunities for your school.

· Referring new volunteers to Best Practice programs.
· Providing general training materials for use with new volunteers.
· Submitting volunteer hours in the Community Involvement Report to Austin ISD

Volunteer Coordinator
The Volunteer Coordinator is the primary point of contact for all volunteers who participate in programs that are coordinated by school staff members (ex., library, office, and tutor, etc). 
Volunteer Coordinators will: 

· For school-coordinated programs:
· Solicit volunteer opportunities from campus staff and/or provide Volunteer Opportunity Application Forms to staff
· Ensure that all incoming volunteers:
· Are approved for their specific volunteer opportunity
· Require each volunteer to enroll in each volunteer opportunity they participate in regardless of background check age.  

· Each opportunity will have a different level of background clearance and approval for one opportunity and/or year does not imply approval for all opportunities and years.

· Have their ID verified
· Receive basic training on school procedures & district policies
· Are utilized for the registered opportunity or reassigned (following re-registration)
· Update APIE on volunteer utilization every two weeks
· Set up sign in procedures
· Track & report volunteer hours once per semester
· For external (nonprofit) coordinated programs:
· Verify Non-APIE program volunteers from approved non-profit on campus programs (i.e. Con Mi Madre, Seedling, GenAustin) before they are permitted to participate in program on site. 

Volunteer Registration Overview
NOTE FOR RETURNING VOLUNTEER COORDINATORS: “General Volunteering” opportunities will NO LONGER be posted on the Austin Partners in Education website. Unless otherwise indicated by the school principal, APIE will post the following opportunities for each school:

APIE MENTORING


CLASSROOM VOLUNTEER


TUTOR


FIELD TRIP CHAPERONE


FIELD TRIP DRIVER

Any additional AISD approved on campus activity must be submitted to APIE to be posted on the APIE website for volunteer registration and/or background check approval.

Who needs a background check?

According to Austin ISD, ALL VOLUNTEERS who participate on a school campus must submit to a criminal history background check. This includes general volunteers, tutors, and mentors.

There are three exceptions:

· Parents and grandparents who are only volunteering in their grand/child’s classroom with the teacher present.

· Volunteers who are only participating in one-time events.

· Visitors (Non-volunteer) that will be constantly supervised by an Austin ISD employee.
See the Appendix for more background check information.
What is APIE’s role in providing background checks?

APIE approves volunteers for Austin ISD school programs by contract to Austin ISD. Schools may post specific volunteer opportunities on the APIE website.  Volunteers can then individually register for each of these opportunities and receive a criminal history background check, in compliance with AISD policy, at no cost.  The school simply needs to submit an Application Form for each volunteer opportunity on campus, in compliance with the Guidelines below.  
OPPORTUNITY GUIDELINES
APIE can only screen volunteers who are participating on an Austin ISD campus, and approvals are for specific opportunities ONLY. Different volunteer opportunities may require different levels of scrutiny, so it is important that an approval for a specific volunteer opportunity is not interpreted as a blanket volunteer approval.  

To qualify, volunteer opportunities must meet ALL of the APIE/AISD guidelines, including:

1. validation by a campus administrator as an appropriate public school program with adequate volunteer supervision

2. free for AISD student participants

3. structured volunteer opportunity 
4. confined to campus property
5. expectation of regular volunteer visits throughout the school year

APIE disclaims liability for volunteers, including these general volunteer opportunities.  Volunteers serve at the discretion of the principal and an APIE approved background check does not require a school to use a volunteer.  A school reserves the right to terminate any volunteer’s participation in any program.  APIE can assist schools in terminating a volunteer’s participation in a program with sufficient notice if desired by the school.
If you have questions about the APIE Volunteer Registration Program, please contact Austin Partners in Education at (512) 637-0983. 
Alternative for Opportunities Not Meeting Guidelines/Student Teachers/Academic Credit Programs
If your campus is hosting opportunities that do not meet the above guidelines, but for which you still wish to obtain background checks for your volunteers, you may do so independently.  

One option for campuses to obtain quality background check information is directly through First Advantage/Safe Schools.   Individual online instant criminal history background checks cost approximately $6.  There can be additional fees for records that need further investigation.  To join this service, please contact First Advantage (Safe Schools), 214-360-9159.   
Also, programs for student teachers and for in class credit for academic programs do not meet the APIE guidelines for background checks. Examples of these programs are ACC Tutors with a Vision, Caritas, academic observation hours, etc.  Those individuals looking to work in the schools will have appropriate background checks performed by  the AISD Human Resources Student Teacher program.

Our proposed opportunity meets the AISD  guidelines.  How do I get background checks for volunteers on my campus?
Simply complete an Application Form for the volunteer opportunity.  There is no limitation on the number of separate volunteer opportunities you can post as long as each opportunity meets the guidelines (see below).  You are encouraged to consider your campus priorities when posting numerous opportunities simultaneously.
Schools will submit a separate Volunteer Opportunity Application Form for each volunteer opportunity occurring on campus. As the Volunteer Coordinator, you can submit these Forms yourself, or provide forms to your school staff for their completion.  Your signature is required on the Program Application Form and you must email the form to School Connections from your AISD email address to ensure that you are aware of all volunteer opportunities requested on your campus.  

Example: If volunteers consistently help in the library, whether it’s by reading to children or doing administrative work, the librarian can submit a Volunteer Opportunity to be posted on the APIE website. All correspondence about volunteers who sign up for this opportunity will be sent directly to the librarian and the Volunteer Coordinator will be copied as relevant.
Example: If there are multiple tutoring opportunities at your school, they can be listed as separate opportunities based on the subject being tutored, the time of day, or how the program is structured. There could be “Math Tutoring”, “3rd grade Math Tutoring”, or “After School Math Tutoring”. Each will provide a description of how the volunteer will participate.
What happens when a volunteer wants to help in other ways?
Background check approvals are for specific opportunities ONLY.  Different volunteer opportunities may require different levels of scrutiny, so it is important that an approval for a specific volunteer opportunity is not interpreted as a blanket volunteer approval.  Volunteers interested in volunteering in additional opportunities can sign up online simply by entering their email address or you as the Volunteer Coordinator may do so for them.
What happens once I submit my Application Form?

To approve volunteers through APIE:

1.  Complete both the School Volunteer Registration MOU and School Volunteer Opportunity Application Form for a volunteer opportunity that meets the below Guidelines
2. Within one week, you will receive confirmation of receipt from APIE, as well as requests for any further information needed.  
3. Your application will be processed within one week of completion, including any necessary follow-up information.
4. Once your application is approved, your opportunity is immediately available for posting on the APIE website.  You will receive detailed instructions for accessing the volunteer opportunity on the APIE website.  The opportunity will also be searchable for the general public by location.
5. Once your opportunity is posted, volunteers can immediately begin registering for this opportunity.
How do volunteers register (submit to a background check)?

To submit to a background check, volunteers simply need to register for the Volunteer Opportunity in which they plan to participate.  It is important that you keep your postings for Volunteer Opportunities up-to-date so that when you need volunteers to register and receive background checks, there is a place for them to do so.
To register, volunteers will:

1. Go to www.austinpartners.org.
NOTE: You may enter a registration for a volunteer if you have all of their relevant contact and personal information.  You must read to them the approval for background check, get their verbal permission and make note of their permission with your name and date in the comment section of their application.
2. Select “Volunteer” from the top menu.

3. From the School menu, choose their preferred school and click “Search”.

4. Click on the Name of the appropriate volunteer opportunity.

5. Input their e-mail address. Volunteers must submit an e-mail address to receive notice of the background check results.
NOTE:  If a volunteer does not have an active e-mail address, they will input name.birthdate@noemail.com and a valid phone number.

Example: jason.122884@noemail.com
6. If a volunteer’s e-mail address is already in the APIE system, they will be immediately signed up for the volunteer opportunity.

NOTE: If a volunteer has registered in the APIE system before, but has a new e-mail address, they should contact APIE directly at (512) 637-0900 to update their registration.

7. If a volunteer’s e-mail address is not in the APIE system, they will click on the “Volunteer Registration” button and complete all required fields.
How long do background checks take?

Volunteers with no criminal history should receive an approval notice by e-mail within 2 business days. The Volunteer Coordinator can select to be copied on these approval e-mails (see below).
If a volunteer has a criminal history, APIE will contact the volunteer directly by e-mail to request further information. If a volunteer does not respond within 1 week, APIE will contact the volunteer by phone. If a volunteer does not respond within 2 weeks or does not provide accurate contact information, he/she will be denied.  If a volunteer does not appear on your list of approved volunteers, they are not approved to volunteer for that opportunity. Please contact APIE with any questions regarding a specific volunteer if you are unsure of their application status.
What if one of my volunteers wants to do other things on campus?
Through the APIE website, volunteers will be able to register for multiple volunteer opportunities. Volunteers need to sign up separately for each opportunity in which they plan to participate.  Once a volunteer has gone through a complete registration, they can sign up for additional volunteer opportunities simply by entering their email.  You can also sign up this volunteer for the new volunteer opportunity through the APIE website.  This is VERY important because there are different background check approval requirements for different programs.

Example: A volunteer who registers for “7th Grade Writing Tutoring After School” receives an approval.  This is a supervised, group volunteer opportunity, and their background check was approved on that basis.  If a volunteer forms a strong relationship with one of their students and wants to begin mentoring, they must sign up for mentoring.  The background check requirements for one-on-one mentoring are stricter.
What if someone has signed up for lots of programs, but they only want to do one?

New volunteers may sign up for multiple programs, possibly even at multiple schools, upon initial registration, simply because they are exploring possibilities.  Separate listings on the Volunteer Coordinator report will appear with the volunteer’s contact information. If a volunteer decides not to participate in any specific program at your school for which they are registered, the Volunteer  Coordinator will contact APIE so that the opportunity can be removed from the volunteer record and the volunteer position can be opened up for a new volunteer.
Verifying Volunteer ID
A volunteer’s background check is NOT complete until their legal name (first, middle and last names) and birth date have been verified.  Because APIE uses an online background check system, it is essential that additional steps are taken to ensure the accuracy of the information used for the check. APIE accepts no responsibility for misrepresentation or inaccurate information submitted during registration.   It is the responsibility of the school to verify this information before allowing volunteers into your program.  
Before allowing a volunteer to meet with students, your school MUST confirm that the legal name; first, last and middle names, along with birth date used on the volunteer’s driver’s license, passport, or other government-issued picture ID matches the information provided for the background check. In situations where a picture ID was instrumental in determining that a background check result was attributable to the applicant, your school must verify that the ID used matches the ID presented in person.   
What if information on an ID is different from information used for a background check?
If the information is inconsistent, please notify APIE so that a new background check can be re-processed.  Requests for background check updates should be sent via email at apie@austinpartners.org. Background check re-processing will take 2 business days to 2 weeks. 

Do volunteers approved by APIE need to check in through Raptor?
Yes, all visitors to a school campus will be told to follow regular school processes, including complying with office check in procedures through the Raptor system.

Ongoing Communication
Weekly Report from APIE & Required Response
Once a Volunteer Coordinato has their first approved volunteer, APIE will send an email link to a complete report of all approved volunteers, listed by Opportunity.  As long as a volunteer appears on the list with a status of REQUESTED or IN PROCESS, the volunteer coordinator will receive a weekly reminder email to update the statuses of their volunteers.  If you do not have new volunteers or volunteers waiting to be placed, APIE will not send you a reminder email.  Please remember to bookmark the link to this report, so you can check real-time for new volunteers, as APIE will onlyu send reminder emails weekly.  If you need assistance in bookmarking the link, please contact School Connections at 5120637-0983.  If you have volunteers who are consistently on the list as not placed, the School Connections office will contact you to determine how to work with you to update the volunteers’ statuses correctly.

Immediate Notification via Email
Volunteers are told the school’s volunteer coordinator will contact them within one week of their approval and place them as active volunteers within 2 weeks  If you have a problem meeting that deadline, please contact School Connections for assistance (512-637-0983).

Volunteer Sign-In
Every volunteer at the campus will sign in the front office, just as all campus visitors do. It is particularly important for you as the Volunteer Coordinator to have procedures for tracking school-coordinated volunteers on campus.  

There will be at least 4 designations for visitors to your campus:

· Tutor -- Tutors focus on the academic enrichment of one student or a group of students. Tutors may participate in a structured program, assist with test preparation or tutor within a classroom. 
· Mentor -- Mentors are volunteers who commit to meeting with one student for the academic year. While mentors can tutor, they focus on meeting their students’ individual needs -- academic or personal. 
· General Volunteer -- General Volunteers serve in a variety of capacities to help meet the needs of specific campuses.  Examples of General Volunteers include office aids, teacher assistants, and library volunteers. 
· Visitor -- Visitors may be coming to the school to meet with a specific person and will not be directly interacting with students during their time on the campus. Visitors will be consistently supervised by an AISD employee and do not need background checks.
If your school uses a sign in book, modify the sheet so that all campus visitors check their purpose for being on campus.

If your school uses Raptor to track visitors and no longer uses a sign in book, ensure that your front office staff is correctly recording visitors’ purpose on campus.  You will ONLY be able to run this report off Raptor IF it has been correctly input (see Reporting below).
NOTE:  If a volunteer participates in different ways at the school, they will sign in under the activity that takes up the majority of their time or the activity that they are participating in on that day.

Example: If a volunteer helps in a classroom by making copies and tutoring students who need help with the assignment, they will sign in the front office as a tutor.
Example: If a volunteer tutors on one day and helps in the front office on the next day, they will sign in with the respective activity for each day (tutor then general volunteer).
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