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SCHOOL VOLUNTEERS 
 

Background 
 
Volunteers can be of valuable assistance to school staff in support of school activities. 
Involvement of volunteers is, therefore, encouraged in activities for which the volunteer is 
qualified, and which do not interfere with or replace employees performing their regular 
duties. 
 
Procedures 
 
1. The Principal is responsible, subject to District administrative procedures, for selection 

and training of volunteers, and for decisions concerning continuation or discontinuance 
of a volunteer’s activities. 
 

2. Volunteers shall perform tasks only under the supervision and guidance of employed 
staff.  
 

3. In the event that the school is unable to provide a District employee sponsor, the 
Principal may solicit the services of a community volunteer pursuant to Administrative 
Procedure 261 – Extra-curricular Activities. 
 

4. Volunteers - Regular Basis/Extended Field Trips 

Volunteers who participate on a regular basis (e.g. library, extended field trips, regular 
classroom parent help, teach coaching) shall be governed by the following: 

4.1 Each regular volunteer will fill out the Application or Registration for Volunteer 
Assistant (Form 490-1).  

4.1.1 Prior to this, the school may circulate a newsletter requesting parent helpers 
that is individual to the school's needs and interests. 

4.2 Each prospective regular volunteer will attend an orientation called by the Principal.  

4.2.1 The school philosophy and goals will be outlined;  

4.2.2 School rules and routines will be reviewed;  

4.2.3 Confidentiality will be stressed;  

4.2.4 The sign-in and nametag procedure will be set out; and  

4.2.5 The brochure "School Volunteers – Procedures and Ethics" (Appendix A) will 
be reviewed. 

4.3 Prior to the field trip, the teacher in charge will make available to the volunteer drivers 
Administrative Procedure 491 – Student Transportation by Volunteer Drivers. 
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4.4 Volunteer drivers will complete the Private Transportation Arrangements/Volunteer 
Drivers Form (Form 553-1) and will have signed and acknowledged that they have 
read the Administrative Procedure 491 – Student Transportation by Volunteer Drivers. 

 
5. Volunteers – Occasional 

5.1 Each volunteer will be provided with the brochure, "School Volunteers - Procedures 
and Ethics" (Appendix A), and the teacher in charge will ensure that the volunteer 
understands the essence of the brochure. 

5.2 Prior to the field trip, the teacher in charge will make available to the volunteer drivers 
Administrative Procedure 491. 

5.3 Volunteer drivers will complete the Private Transportation Arrangements/Volunteer 
Drivers Form (Form 553-1) and will have signed and acknowledged that they have 
read Administrative Procedure 491 – Student Transportation by Volunteer Drivers. 

 
6. Staff Orientation 

6.1 Principals, early in the school year, will review with staff the administrative procedure 
for school volunteers and the following guidelines for the effective use of volunteers: 

6.1.1 Confidentiality – Staff will stress the importance of student confidentiality. 

6.1.2 Professionalism – Staff will model the professional behaviour expected of 
volunteers. 

6.1.3 Clear Expectations - Staff will ensure that the volunteer has a clear 
understanding of the philosophy, goals and procedures of the school and/or 
classroom. 

6.1.4 Worth – Staff will explain to the volunteer the value of the volunteer's 
contribution to the goals of the classroom. 

6.1.5 Ethics – Staff will discuss with the volunteer the brochure "School Volunteers 
– Procedures and Ethics" (Appendix). 

 
 

Reference: Sections 17, 20, 22, 26.1, 65, 85 School Act 
 Freedom of Information and Protection of Privacy Act 
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SCHOOL VOLUNTEERS – PROCEDURES AND ETHICS 
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Reference: Sections 17, 20, 22, 26.1, 65, 85 School Act 
 Freedom of Information and Protection of Privacy Act 
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Administrative Procedure 490 – Appendix B 
  

 
 

VOLUNTEERS NOT UNDER DIRECT  
DISTRICT EMPLOYEE SUPERVISION 

 
 
Form 490-2 (Volunteer Application Form for all Volunteers not directly supervised by 
a District Employee Sponsor) shall be completed by the Principal and be retained in 
school files. 
 
It is the responsibility of the Principal to ensure each of the following screening 
requirements are completed. It will be the responsibility of the Principal to determine 
whether the qualifications of the prospective volunteer is suitable to supervise, coach 
and/or work with the students in the school. The Principal may delegate the completion of 
the form to an appropriate designate, however, the Principal will be required to affix his/her 
signature to verify that the volunteer has been screened and has been approved. 
 
Requirements: 
 
1. The volunteer shall provide two (2) personal references. 

 
2. The two personal references shall be checked as to the volunteer’s suitability to work 

with children, previous suspensions for conduct, probations, technical skills and 
abilities, and skill level in coaching the sport or activity. 

 
3. A Criminal Records Check (Form 401-1) shall be completed prior to the volunteer taking 

his/her assignment. 
 

4. Any criminal charges or convictions shall be grounds to reject the application. The 
school shall cover the cost of the Criminal Records Check. 
 

5. The Principal and/or designate shall meet with each prospective community 
coach/volunteer to discuss Board policies, District Administrative Procedures and the 
expectations affecting the volunteer with respect to the school. 
 

6. The Principal shall provide the volunteer with documents regarding the expectations, 
policies and procedures of the school and the District, and the volunteer shall sign that 
s/he has read, understands and will adhere to the requirements outlined in those 
documents. 

 
 
Reference: Sections 17, 20, 22, 26.1, 65, 85 School Act 
 Freedom of Information and Protection of Privacy Act 




