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Dear China Spring ISD Volunteer:

Thank you for your willingness to commit to public education and share your time and talents
with the students of the China Spring Independent School District. Our volunteers are very
important people to us. As a volunteer, you are helping our district to build strong partner-
ships with our parents, teachers, administrators, and community members.

This handbook can be very helpful to you as you get started. Please take time to read

through it, and then to ask questions. We hope that it will provide ways for you to join hands
with our students, teachers, and other staff members. If you have questions, please contact the
assistant superintendent’s office at 254-836-1115.

One of the great gifts you can give is your time. Your time and your caring are a powerful
combination that impacts our school district in significant ways.

On behalf of our Trustees, our parents, and our staff, I thank you for your dedication and your
willingness to share one of life’s most valuable commodities. . . your time.

Have a great school year!

Sincerely,

Marc Faulkner
Assistant Superintendent &
Human Resource Director




Applicant complete, sign and return to the campus office:

The policy receipt for handbook & background check;

The Consent to Perform Investigative Background Report Authorization Form;
Copy of current government issued photo ID or valid drivers’ license;

The Volunteer Program Application Form
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We appreciate your cooperation and your concern for the safety
of the students at China Spring ISD. Thank you!

China Spring ISD does not discriminate on the basis of sex, disability, race, color, age or national origin in its educational programs, activities, or employment
as required by Title IX, Section 504 and Title VI.



BENEFITS OF VOLUNTEERING IN
CSISD:

TO STUDENTS:

] Increased achievement

1 Higher quality education

] Increased self-esteem/self-confidence
] Motivation to learn

] Association with positive role models
"1 Insight into real world expectations

TO THE VOLUNTEER:

] Satisfaction in preparing future leaders

1 Opportunity to try out new skills

1 Feels more a part of school

"1 Feels good about self

] Involved in children’s lives

"] Feels welcome in school and trusts school to work with children

TO THE SCHOOL:

1 More efficient and effective operation
1 Reduced cost to taxpayer

| More parental/community involvement
| Improved student achievement

"1 Ability to address issues proactively

TO THE COMMUNITY:

"] Improved community image for corporation
] Satisfied corporate employees

"] Creates quality future employees

1 Becomes stakeholder in school

| Improved quality of life




SUGGESTED VOLUNTEER OPPORTUNITIES:

Classroom Assistant

Reading to/from Students

Guest Speakers (Career Day, Texas Scholars, Black History Day, etc.)
Public Translator/Interpreter

Cultural Fair Exhibitor

Mentors

Judges/Coaches (Science Fair, Reflection Artwork, Academic Decathlon, UIL, etc.)
Workroom Assistant (copies, mail, die cuts, etc.)

Field Trip Chaperone (Required - prior approval from trip sponsor)
Library Assistant

Book Reading/Review for Accelerated Reading Program

Maintain Marque

Crossing Guard

Landscape Services/Plant Materials

Musical Instrument/Talents

Snacks for Teachers/Students (Teacher Appreciation, Testing Days)
Childcare provider for meetings and workshops at school

Sewing (uniforms, costumes, curtains)

School Supply Donations

Art Supplies

PTA Member

Campus Committee Member

Choir Assistant

Dance Team Assistant

Cheerleading Assistant

Band Assistant

Theatre Arts Assistant

Student Council Assistant

Athletic Event Gate Keeper (sell and take tickets to enter game)




EXPECTATIONS FROM THE
VOLUNTEER PARTNERSHIP

Some expectations are similar for both teacher and volunteer. Both groups have the same goal in com-
mon: providing the best educational experiences for every child.

Shared Expectations:

1 A genuine love of children

] Honest and open communication
"1 Patience

] Cooperative attitude

1 Enthusiasm

] Respect and courtesy

] Sincerity

What volunteers expect from teacher and staff:

"1 Sensitivity to volunteer’s time and needs

] Students who are prepared for volunteer

1 Acceptance of leadership role

" Relevant information regarding students

| An open mind to volunteer’s ideas

1 To be kept informed of schedule changes

"I Explanation of policies and procedures of the school
"1 Feedback on progress of students, as needed
"I Clear directions and essential materials

] Appreciation of volunteer’s efforts

] To be regarded in a professional manner

What teachers and staff expect from a volunteer:

1 A friendly, pleasant, positive attitude

"I Professional attitude and behavior

] Promptness

| Recognition that the teacher is the authority

"1 Willingness to work with all children

"I Creativity and flexibility

"1 Dependability

"I Discretion and trustworthiness with confidential matters in classroom
"1 Sensitivity to needs of children

"1 To serve as role model

"1 To provide motivation for students

] To follow instructions and ask questions when necessary
"1 Dedication to helping students and teachers




GUIDELINES FOR VOLUNTEERS

All volunteers should:

1 Complete volunteer application and background check forms each school year per district policy.

] Sign in at the front office using the volunteer sign-in sheet.

"1 Call the school and leave a message for the teacher if unable to attend to volunteer assignment.

] Meet with the teacher or school personnel with whom you will volunteer to work out the specific
job duties.

] Support teachers and other personnel as volunteers act only as assistants.

1 Keep communication open between you and the teacher or school personnel.

"1 Share matters of concern or constructive criticism with campus principal or Marc Faulkner at the
Human Resource Department at 836-1115.

"1 If you are unsure about anything, ask a question!

] Turn the situation over to the teacher should behavior problems develop with a student.

1 Avoid expressing dissatisfaction with school or staff in presence of students.

1 Discuss student/s only with assigned teacher or campus principal.

"1 If you do not see much academic progress in your student, don’t be discouraged. Improvement
may take time and patience.

1 Work within the rules of the school district.

For the safety of our students:

1 All volunteer applicants will be subject to a background check each school year.

Share your good volunteer experiences with your friends and neighbors!




PAUTAS PARA VOLUNTARIOS

Todo voluntario debe:

"] Llenar los formularios de solicitud de voluntario y de verificacion de antecedents penales.

] Firmar la hoja de voluntarios en la oficina principal cuando llega.

] Sino puede acudir a su funcién de voluntario, llamar a la escuela y dejar un mensaje para el
maestro.

"] Reunirse con el profesor o personal escolar a quien prestard su servicio voluntario para
Identificar las responsabilidades especificas de las tarea.

] Apoyar a los maestros y demads personal; siendo voluntarios, actuar s6lo de ayudantes.

] Mantener una comunicacion abierta entre usted listed y el maestro o el personal escolar.

] Compartir inquietudes con Director del plantel mediante la critica constructive.

1 Si hay algo del cual no esta seguro jpregunte!

1 Si surgen problemas de conducta con algin alumno, entregar la situacion al maestro.

1 Cuando esta en presencia de los alumnos, no expresarse insatisfecho con la eseuela o
el personal.

1 No desanimarse si no observa mucho progreso académico por parte de su alumno.La mejora
Puede tomar tiempo y paciencia.

1 Trabajar respetando las reglas del distrito escolar.

Para la seguridad de nuestros alumnos:

'] Toda persona que busca servir de voluntario serd sujeto a una verificacion de
Antecedents penales.

Comparte sus buenas experiencias de voluntario con sus amigos y vecinos!




CODE FOR VOLUNTEERS

As a volunteer in our schools, you will be a role model for our students.

o State law and CSISD Board Policy* set certain standards for all staff and volunteers to
follow so that the safety and well-being of our students is ensured while they are attending

school. Therefore, everyone is asked to observe these guidelines:
*Texas Education Code 22.053, (d) and Board Policy GKG (Local)

1 Observe the no smoking policy and dress codes.
1 Keep confidential any information about students and other volunteers.

"1 Volunteers must not give medications or medical treatment unless designated a Red Cross
trained clinic volunteer.

1 Volunteers must avoid proposing any personal or religious doctrines or beliefs to a student.
] Volunteers must seek the aid of school personnel in case of serious discipline problems.
"1 Volunteers must avoid lending money to students.

1 Volunteers must avoid promoting any specific business, commercial products, or brand
names.

"1 The volunteer / student relationship should be restricted to the school setting.

1 Unless supervised by school district personnel, a volunteer must be 18 years of age before
the first day of the school year.

1 While chaperoning students, volunteers will act in the same manner they would if
volunteering on campus. In order to chaperone, prior approval from the trip sponsor is
required.




CODIGO DE VOLUNTARIOS

Como voluntario en nuestras escuelas, usted sera un modelo para nuestros
alumnos.

La ley estatal y la politica de la directiva del CSISD* establecen ciertas normas con las
cuales todos los empleados y voluntarios deben cumplir para garantizar la seguridad y bie-
nestar de nuestros alumnos mientras asisten a la escuela. Por lo tanto, se les pide a todos

conformar con las siguientes pautas.
*Codigo de Educacion de Texas 22.053, (d) y Politica de la Directiva GKG (Local)

"} Honrar la politica de no fumar asi como los codigos de vestimenta.
1 Tener en confianza cualquier informacién acerca de los alumnos u otros voluntarios.

1 Los voluntarios no deben administrar medicamentos o tratamiento médico a menos que sea
Un voluntario designado de la clinica con entrenamiento de la Cruz Rojo.

] Los voluntarios no deben proponer doctrinas o creencias religiosas a los estudiantes.

1 En el caso de que sugieran problemas disciplinarios severos, los voluntarios deben pedir la
Ayuda del personal escolar.

"1 Los voluntarios no deben prestar dinero a los estudiantes.

1 Los voluntarios no deben promocionar ningiin negocio, producto comercial o0 nombre de
marca especifico.

[1 La relacion de voluntario/alumno debe limitarse al entorno escolar.

1 A menos que sea bajo supervision del personal del distrito, un voluntario debe tener por lo
Menos 18 anos de edad antes del primer dia de clases.

"1 Cuando acompanan a los alumnos, los voluntarios se comportaran de la misma manera
como si estuvieran en el plantel escolar.




China Spring Independent School District

Volunteer Program Application Form 2011-2012

(Please print or type)
PERSONAL DATA

Name

Last First Middle Maiden/other
Home Mailing
Address

Street City Zip
Home Phone Cell Wk

Your Chil dbés Name

Experience working with children:

Years of Volunteer service to CSISD (including this year)

TYPE OF VOLUNTEER SERVICE PREFERRED (Circle all that apply)

Listen to students read Assist with displays / bulletin boards Playground aide

Read aloud to students Assist with art activities Room Mother

Campus Greeter (Elem) Math Tutor Assistant Room Mother
Tutor (subject) Office help Classroom Assistant
Small Group Work Lunch Room Monitor Library Assistant

Mentor * Band Assistant * Choir Assistant

* Dance Assistant * Cheerleader Assistant * Music Class Assistant

* Theatre Arts Assistant * UIL Assistant * Student Council Assistant

* Please list capacity serving as assistant (* chaperone, etc.)
Field Trip Chaperone (* MUST have prior approval of trip sponsor)  WATCH DOG
Other Special expertise to share in classroom

Please indicate the days and hours you can serve:

PERSON(S) TO CONTACT IN CASE OF AN EMERGENCY (List name and contact number):

As a prospective volunteer, | agree to conform to the policies and rules of China Spring ISD. | have read both the Guidelines for Volunteers, the Code
for Volunteers, and the district policy for criminal background checks in the handbook, and agree to uphold these principles in my volunteer work.

| agree that information changes and | understand it is my responsibility to update contact information at the central administration office, HR Depart-
ment , as needed at 836-1115.

| understand according to CSISD policy, volunteers are required to complete a new Volunteer Application and background check consent each school
year. Per state mandated requirements | have included a caianl i

VOLUNTEER SIGNATURE CAMPUS DATE

PLEASE RETURN VOLUNTEER APPLICATION FORM TO THE SCHOOL OFFICE.

SCHOOL OFFICE INSTRUCTIMIMN®TAIN A COPY OF APPLICATION FORM. SEND ORIGINAL APPLICATION FORM WITH PHOTO ID; THE
CONSENT TO PERFORM BACKGROUND CHECK FORM , SIGNED RECEIPT FOR DISTRICT BACKGROUND CHECK POLICY & copy of current drivers license TO
THE CENTRAL ADMINISTRATION OFFICE, HR DEPARTMENT, FOR PROCESSING & APPROVAL. UPON APPROVAL, HR DEPARTMENT WILL NOTIFY
APPLICANT AND SCHOOL OFFICE. THE DISTRICT APPROVED VOLUNTEER LIST IS POSTED ON THE DISTRICT WEBSITE, STAFF LINK.

China Spring ISD does not discriminate on the basis of sex, disability race, color, age or national origin in its
educational programs, activities, or employment as required by Title IX, Section 504 and Title VI. June, 2011




China Spring Independent School District

FORMULARIO DE SOLICITUD PARA EL PROGRAMA DE VOLUNTARIOS 2011-2012
(FAVOR USAR LETRA DE MOLDE)

DATOS PERSONALES

Nombre:

Apellido Primer Nombre Segundo Nombre

Direccion Postal
Domiciliar

Calle Ciudad Codigo Postal

Teléfono de hogar: Teléfono del trabajo

Nombre de su Hijo Grado Nombre del Maestro

Experiencia en trabajar con nifios

Afios de Servicio Voluntario al CSISD (incluyendo el aio en curso)

TIPO DE SERVICIO VOLUNTARIO QUE PREFIERE:

Escuchar a los alumnos leer Ayudar con tableros/exposiciones Ayudar en el patio de recreo
Leer en voz alta a los alumnos Ayudar con actividades de arte Servir como “madre de salon”
Tutor de matematicas Trabajo de oficina para hacer en casa Acompanante para el Dia Deportivo*
Tutor (asignatura) Ayudante oficinista — oficina “Madre de salén” asistente
Trabajo de grupos pequefios Ayudante oficinista — maestro Ayudante para el Dia Deportivo*
Ayudar con la educacion especial Ayudar en el comedor Pericia especial que puede servir en

participacion con el salon
Habilidades de computacion Ayudante de biblioteca participacion con el salon ~ Ayudante de clinica
Tutor Otro WATCH DOG

* Field Day

Favor de indicar los dias y horas en que puede servir:
Lunes Martes Miércoles Jueves Viernes Sabado Domingo
Maiiana (AM)

Tarde (PM)

PERSONA(S) A QUIEN(ES) CONTACTAR EN CASO DE EMERGENCIA:

Nombre Direccion Teléfono

Nombre Direccion Teléfono

En vista de mi trabajo de voluntario, acept cumplir con las politicas y reglas del China Spring Independent School Distrit. He leido tanto las PAUTAS
PARA VOLUNTARIOS (Guidelines for Volunteamo el CODIGO PARA VOLUNTARIOS (Code for Voluntéessmi manual, y acept acatar
estos principios en mi trabajo de voluntario. Marc Faulkner, HR department 254-836-1115.

FIRMA DEL VOLUNTARIO CAMPUS ESCOLAR FECHA

FAVOR DE DEVOLVER ESTE FORMULARIO A LA OFICINA ESCOLAR
ESTE FORMULARIO PERMANECE EN EL CAMPUS ESCOLAR

China Spring ISD does not discriminate on the basis of sex, disability race, color, age or national origin in its educational programs, activities, or employment as required by Title IX, Sec-
tion 504 and Title VI.



CHINA SPRING INDEPENDENT SCHOOL DiSoRiGaer
Consent to Perform Investigative Background Repor2Q021
(In Compliance with the FCRA)

Last Name First Name Middle Initial or name

Maiden or other name(s) aka (also known as) used in any and all other records of birth or residence.

Address Apartment or #
City County State Zip
Date of Birth Social Security Number Driverds License *BenderSt at e | DRace

*To be used for criminal history checks only & not a part of the personnel file.

In connection with my application for employment, volunteerism, or my continued employment, | have been advised and I hereby consent and
authorize China Spring ISD and its agent, at any time during or subsequent to my application process or employment, to conduct an investiga-
tive consumer background report that may include, but is not limited to, a criminal record check, employment and education verifications; per-
sonal references; personal interviews; and driving record. | understand | am required to provide a copy of a current government issued photo

I D or valid driverods |l icense. I do her eby c qtheagplisaton t o
and/or employment process in performing the background report. China Spring ISD has informed me that | have the right to review and chal-
lenge any negative information that would adversely impact a decision to offer employment/volunteerism. | agree to release, indemnify and
hold harmless China Spring ISD and any reporting agency China Spring ISD uses with regard to any information reported by the reporting
agency. According to the Fair Credit Reporting Act, | am entitled to know if employment is denied because of information obtained from a con-
sumer reporting agency. If so, | will be notified and given the name, address, and phone number of the agency which provided the information.
In addition, | have been informed that | will have a reasonable opportunity to clear up any mistaken information reported within a reasonable
time frame established within the sole discretion of China Spring ISD. Under the fair credit reporting act, | have been advised that upon request
| will be provided the name, address and telephone number of the reporting agency as well as the nature, substance and source of all informa-
tion. | acknowledge that facsimile, copy or email shall be as valid as the original.

The following are my responses to questions about my criminal history (if any).

1. Have you ever been convicted or plead guilty before a court for any federal, state or municipal criminal offense? (exclude minor

traffic
Misdemeanors). Y ES NO
If YES, please provide details below:
State: County: Date of Offense: I

Details of Conviction:

2. Have you ever received deferred adjudication or similar disposition for any federal, state or municipal offense? YES NO
If YES, provide details below:
State: County: Date of Offense: [/

Details of Conviction:

3. Have you ever received probation or community supervision for any federal, state or municipal offense?
YES NO If YES, provide details below:

State: County: Date of Offense: [/
Details of Supervision:

Page 1 of 2 June 2011
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4. Have you ever been convicted of any criminal offense in a country outside the jurisdiction of the United States?
YES NO If YES, provide details below:

Country: City: Date of Offense: [ [/
Details of Conviction:

5. As of the date of this consent form, do you have any pending charges against you? YES NO
If YES, please provide details below:
State: County: Date of Offense: /[

Details of pending charges:

LIST ALL CITIES/TOWNS, COUNTIES, STATES & COUNTRIES OF RESIDENCE SINCE AGE 18.

City/Town County State Country

Personal Statement

| hereby certify that all information provided in this consent form is true, correct and complete. If any information proves to be incorrect or
incomplete, | understand that grounds for canceling of any and all offers of employment / volunteerism will exist and may be used at the
discretion of China Spring ISD.

Signed this day of , 20

Applicant (Print Name)

Applicant Signature




China Spring ISD - Consent to Perform Investigative Background Report
FECHA LIMITE PARA PRESENTAR LA SOLICITUD DE VERIFICACION DE Solo para Uso de la Oficina
ANTECEDENTES PARA SERVIR DE VOLUNTARIO PARA EL: 2011-2012 (fecha de recepcion)

VERIFICACION DE ANTECEDENTES PARA VOLUNTARIOS

(FAVOR USAR LETRA DE MOLDE)

Esta informacion se enviara a la Division de Personal del China Spring Independent School District, quienes
coordinaran la verificacion de antecedentes. Los datos a continuacion son necesarios para poder desarrollar un  historial preciso
de antecedentes.

Si alguno de los datos esta incompleto, se devolvera el formulario a la escuela de su hijo. Esto podra
imponer una demora a su servicio de voluntario.

Su nombre:

Su teléfono: Dia 3. Noche

Su direccion de correo electronico

Su fecha de nacimiento: Mes Dia Aflo

A e e

Su Grupo Etnico:
[J Nativo Americano [J Afro americano [J Caucasico
[J Asiatico, de las Islas Pacificas, [ Hispano [J Otro
Nativo de Alaska

7. Su sexo: (] Hombre [ Mujer

8. Condados en los que ha vivido en los tltimos cinco (5) afos:
Condado Estado Condado Estado

9. Favor de indicar los nombres y las escuelas de todos sus hijos que viven en el hogar con usted:
Nombre de cada menor Escuela(s) a la que Asiste(n)

ACUERDO - Favor de leer detenidamente antes de firmar

Certifico que las respuestas que he dado a todas las preguntas en esta solicitud y cualquier documento adjunto son fieles y verdaderas a mi mejor
saber y entender. No he ocultado a sabiendas ningtin dato ni circunstancia pertinente. Comprendo que cualquier omision o distorsion de hechos en
esta solicitud podria resultar en el rechazo o descontinuacion de mis actividades de voluntario, en el momento en que se descubrieren.

Autorizo por la presente al China Spring Independent School District presentar la verificacion de antecedentes para voluntario al Departamento de
Seguridad Publica, y libero por la presente a dicha agencia y al China Spring Independent School District, sus agentes y empleados, de cualquier y
toda responsabilidad que pudiere resultar del suministro de dicha informacion. Entiendo que la solicitud y los antecedentes llegan a ser la
propiedad del China Spring Independent School Distrito, que se reserva el derecho de aceptar o rechazarlos.

10. FIRMA DEL VOLUNTARIO 11. CAMPUS ESCOLAR 12. FECHA

miso por escrito.

(Revised 8/08Spanish) FAVOR DE DEVOLVER ESTE FORMULARIO A LA OFICINA ESCOLAR

China Spring ISD does not discriminate on the basis of sex, disability, race, color, age, or national origin in its educational programs, activities, or employ-
ment as required by Title IX, Selction 504 and Title VL



China Spring ISD

Investigative Background Policy

For

Employees and Volunteers



Investigative Background Policy for Employees and Volunteers

Public Law H.B. 1498 (TEC21.917) requires that an investigative background search be conducted on
all applicants that become employees or volunteers of the district. In order to ensure that the District has
qualified teachers, support staff, administrators, substitute teachers and caring volunteers, the
“continued employment process”, as well as the “school volunteer process” includes an investigative
background check of all prospective and current employees and volunteers each school year. In accor-
dance with Texas Education Code 22.083, the District may obtain investigative background information
that relates to a person the District intends to employ or a person who has indicated in writing, an inten-
tion to serve as a volunteer with the District, as well as to a person currently employed or serving as a
volunteer. This administrative procedure outlines the District’s expectations and guidelines regarding
the investigative background check for present and prospective District employees and volunteers.

Conviction Defined

For the purposes of this policy, the word “conviction” shall mean a verdict by pleas of guilty, or other-
wise by plea of nolo contendere, upon judgment of a court (with a jury having been waived), without
regard to subsequent disposition of the case or suspension of sentence, probation, deferred adjudication,
or other disposition.

Moral Turpitude Defined

Moral turpitude includes but is not limited to dishonesty; fraud; deceit; misrepresentation; deliberate
violence; base, vile, or depraved acts that are intended to arouse or gratify the sexual desire of the actor;
drug-or alcohol-related offenses; or acts considered abuse under the Texas Family Code.

Examples of offenses that involve moral turpitude include, but are not limited to:
. Arson

. Forgery

. Public lewdness

. Prostitution

. Theft (in excess of $500.00 in value)

. Sexual offenses (various)

. Swindling

. Any crime involving assault or indecency with a child.

03N N kAW~

Deferred Adjudication Defined

The legal process of resolving a dispute. The formal giving or pronouncing a judgment or decree in a
court proceeding; also the judgment or decision given. The entry of a decree by a court in respect to the
parties in a case. Delay; put off; remand; postpone to a future time.

Nolo Contendere Defined

“I will not contest”. Do not wish to contend a plea in a criminal prosecution that subjects the defendant
to conviction but does not admit guilt or preclude denying the charges in another proceeding.



Current District Employees

Annually, the Human Resources Department will obtain investigative background information that
relates to all persons employed by the CSISD. The following guidelines are applicable to current
employee investigative background checks:

A CcsiIsD wildl obtain information regarding cri me
tion demonstrates the employee: (1) failed to disclose on employment application any conviction, pro-

bation or deferred adjudication not protected by an order of non-disclosure; (2) committed a crime in-

volving moral turpitude; or (3) committed violence toward a person or injury or indecency with a child,

or conspiracy. This policy would apply whether the above offenses were committed before or after em-

ployment. They would still be grounds for immediate termination.

A An employee who did not disclose a prior cri-t
and whose records are not protected by an order of non-disclosure may be recommended for termina-

tion.

A An employee who did not have a criminal hi st
involved in an incident that resulted in criminal history after employment in CSISD will be reviewed

on a “case by case basis” and disciplinary action up to and including termination may result.

A District employees must notify the Superintet
for, charged with, convicted of, granted deferred adjudication for or if they have entered a plea of nolo

contendere to any felony or misdemeanor involving moral turpitude.

Failure to make such notification will constitute grounds for termination.

1. A district employee placed on deferred adjudication may be recommended for termination
based upon the underlying facts that led to the deferred adjudication. For the purpose of a termi-
nation hearing, the facts to which the employee pleaded in order to obtain deferred adjudication
will presume to exist and be correct.

2. The District may suspend or terminate any employee convicted of a felony or misdemeanor if
the crime directly relates to their fitness for duty, their job duties and responsibilities or ad-
versely affects their job effectiveness or the mission of the school district.

3. District employees under felony indictment may be reassigned, placed on administrative
leave with or without pay, or recommended for suspension with or without pay pending adjudi-
cation of their cases.

A I'n compliance with Texas Education Code 22. 0¢
Board for Educator Certification (SBEC) any known criminal record of employees who hold certifica-
tion.

Volunteers

The District will obtain investigative background information of any volunteers including mentors and
tutors, who intend to volunteer with the District annually. Volunteers are to complete and sign the
CSISD Consent to Perform Investigative Consumer Background Report form and return it to the
selected school. The campus administrator will immediately send the signed authorization form



to the school assistant superintendent’s office at the central business office. In addition, the following
guidelines will be followed:

1. Any individual who fails or refuses to grant authorization for the District to conduct a criminal
history check will not be eligible for volunteering. All prospective volunteers, including previously
approved volunteers, will complete/update and sign the CSISD Consent to Perform Investigative
Consumer Background Report form for the present school year in order to become an eligible volun-
teer.

2. No individual charged with a misdemeanor involving moral turpitude or a felony will be eligible for
volunteering.

3. The District may allow individuals with non-moral turpitude felonies or non-moral turpitude misde-
meanors to serve as volunteers. After a case-by-case review of the applicant’s circumstances, including
the nature of the offense, the applicant’s post-conviction history, and the number of years since the
conviction, the District at its discretion may allow individuals to serve as volunteers. The Superinten-
dent or his/ her designee will consult with other administrators before making the final decision.

4. Volunteers will notify the campus principal in writing within three days if they are arrested for,
charged with, convicted of, granted deferred adjudication for or if they have entered a plea of nolo con-
tendere to any misdemeanor involving moral turpitude or felony. Volunteers will not be allowed to per-
form any volunteer duties until a written report has been made and the campus principal has issued a
written approval to continue with volunteering. Failure to make such notification will constitute
grounds for termination of services.

5. Volunteers under felony indictment will be removed from volunteering pending adjudication of their
cases.

Questions regarding the Employee or Volunteer Section of this procedure should be addressed to the
Assistant Superintendent, P.O. Box 250, China Spring, Texas 76633/254-836-1115.

Criminal Background Review

A current employee who has a criminal record that would preclude him/her to continue employment
with the District using the criteria contained in this policy or in the administrative regulations may ap-
peal to the criminal record review committee made up of district personnel as designated by the Super-
intendent. The Assistant Superintendent will serve as chair of the committee. The decision of the crimi-
nal record review committee is final.

The criminal record review committee shall assess the records of employees found to have committed
crimes. The committee shall use the guidelines set out in the administrative regulations concerning
criminal records checks to determine if an employee shall be recommended for termination and/or ter-
minated based on his or her criminal record.

Required Notification by Employee

An employee who is arrested for any felony or any offense involving moral turpitude must report the
arrest to the Superintendent or his/her designee within three calendar days of the



arrest. An employee, who is convicted of or, as defined in this policy, receives deferred adjudication or
probation for such an offense must also report in writing to the Superintendent or designee, within three
calendar days of the event. Failure to report shall be considered job-related misconduct.

Confidentiality

Criminal history information is privileged and for the use of the District, the Texas Education Agency, and
the State Board for Educator Certification only. No District employee shall release or disclose such infor-
mation to a person other than the person who is the subject of the information, under penalty of law and/or
possible discharge. Except that in compliance with the Texas Education Code 22.083

(c), the District shall report to the State Board for Educator Certification any known criminal record of em-
ployees who hold certification.

Applicants

The District reserves the right to terminate any employee or decline to employ an applicant if the person
fails to disclose any criminal conviction or misrepresents information regarding any such conviction on an
employment application.

Criminal record checks shall be conducted in accordance with procedures outlined in the administrative
regulations concerning criminal history records checks.

Information obtained in this manner shall be used only to evaluate an individual who, in the sole opinion of
the District, is a finalist for employment and may be offered a position. The District shall not issue to any
applicant a written contract of employment until it has obtained and reviewed an initial criminal history
record.

Drug Free Workplace Commitment

China Spring Independent School District is committed to providing its employees with a working envi-
ronment that is free from the problems associated with the use and abuse of illegal substances.

Non-compliance with the following statements will carry serious penalties:

- Any employee using, selling, possessing, distributing, transferring, or manufacturing illegal substances in
any setting and at any time will be in violation of China Spring Independent School District's employment
policy and will be subject to immediate dismissal and possible referral for prosecution.

- Any employee convicted of a controlled substance violation or pleading guilty or nolo

contendre to charges of such a violation must inform China Spring Independent School District within
three (3) day of such a conviction or plea. Failure to do so will result in disciplinary action which may in-
clude termination from employment for a first offense.

- Compliance with these provisions and prohibition is a mandatory condition of employment.



Receipt for Criminal Background Policy for Employees
and Volunteers & the Volunteer Handbook
2011-2012

Name

Campus/department

I hereby acknowledge receipt of my personal copy of the China Spring ISD Criminal Background Pol-
icy for Employees and Volunteers and the Volunteer Handbook. I agree to read this policy and hand-
book and will abide by the standards, policies, and procedures defined or referenced in these docu-
ments.

The information in these documents is subject to change. I understand that changes in district policies
may supersede, modify, or eliminate the information summarized in this publication. As the district
provides updated policy information, I accept responsibility for reading and abiding by the changes.

I understand that no modifications to contractual relationships or alterations of at-will employment
relationships are intended by this handbook.

I understand that I have an obligation to inform the central business office of any changes in personal
information, such as phone number, address, etc. I also accept responsibility for contacting my campus
principal/supervisor or the central business office if I have questions or concerns or need further expla-
nation.

Signature Date

Note:

Employees - Make two (2) copies of this form. Sign, date and return one form to your campus office. Keep one
copy for your records. The campus office is required to keep a check list of each employee turning in a form.
Upon receipt of all employee forms for their campus, secretaries will submit all completed and signed copies to
the central business office for record keeping.

Volunteers - Sign, date and return this form with the Criminal Background Authorization Form, current govern-
ment issued photo ID & the Volunteer Application Form to your campus office. Campus will send to the central
business office.

China Spring I1SD does not discriminate on the basis of sex, disability, race, color, age or national origin in its educational programs, activities, or employment as required
by Title IX, Section 504 and Title VI.



