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Book Fair Mission Statement 
 

The RPPS School Council Book Fair Standing Committee was formed to manage the annual 
Rockcliffe Park Book Fair fundraiser, the main fundraiser for Rockcliffe Park Public School. 
¢ƘŜ ǇǊƻŎŜŜŘǎ ŦǊƻƳ ǘƘŜ wƻŎƪŎƭƛŦŦŜ tŀǊƪ .ƻƻƪ CŀƛǊ ǎǳǇǇƻǊǘ ǘƘŜ ǎŎƘƻƻƭΩǎ ƭƛǘŜǊŀŎȅ ŀƴŘ ƻǘƘŜǊ 
programs. In addition, every year the Council provides grants to other Ottawa area schools, in 
the name of the Book Fair fundraiser, to support their literacy programs.   
 
¢ƘŜ wtt{ {ŎƘƻƻƭ /ƻǳƴŎƛƭ .ƻƻƪ CŀƛǊ {ǘŀƴŘƛƴƎ /ƻƳƳƛǘǘŜŜΩǎ Ƴƛǎǎƛƻƴ ƛǎ ǘƻΥ 

¶ foster a love of reading in our children; 

¶ support literacy; 

¶ assist other schools to promote reading; 

¶ support the re-use and enjoyment of books in Ottawa; 

¶ provide funds for enriching programs at RPPS; 

¶ build community spirit 

 
Purpose of the Handbook 
 

The purpose of this document is aimed to provide Book Fair volunteers with a clear 
understanding of their role, expectations and rights.  It is also designed to provide appropriate 
control measures on any hazards identified, in order to facilitate the prevention of contracting 
an injury or illness. The foundation of this document will be determined in keeping with the 
guidelines, best practices and/or regulations from relevant organizations including, but not 
limited to: The Ontario Ministry of Education, the Ottawa Carleton District School Board 
(OCDSB), Rockcliffe Park Public School (RPPS), RPPS School Council, RPPS School Council Book 
Fair Standing Committee (Book Fair), the Canadian Government Public Health Agency, Ontario 
Public Health, the City of Ottawa Public Health or other levels of educational and public health 
authorities. 
 
The Book Fair Volunteer Handbook was created by the RPPS School Council Book Fair Standing 
Committee in consultation with Rockcliffe Park Public School: 

¶ Date Created: June 25, 2021 

¶ Created By: Joni Hamlin 

¶ Date Revised: July 12, 2021 

¶ Revised By: Joni Hamlin 

¶ Date Approved: Pending 

¶ Approved By: Pending 
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Volunteer Code of Conduct 
Please read carefully the code of conduct below, and be aware of exactly what you will be 
asked to commit to. If you have any questions, comments or concerns let the Volunteer 
Coordinator know right away. 
 
As a volunteer for Book Fair I agree to the following: 

¶ I will accept only volunteer positions I believe will meet my skills, interests and available 
time. 

¶ I will ensure I understand the policies and structures of the organization as contained in 
the Book Fair Volunteer Handbook. 

¶ I will consult with the Committee when unclear on policy or will provide constructive 
feedback, which will improve effectiveness. 

¶ I will honour my commitment to be there on time. 

¶ I will work as a team member and be a responsible ambassador for RPPS and Book Fair 
and represent the fundraiser in a positive way. 

¶ I will be respectful of all volunteers, customers, families, students and staff. 

¶ I will work with other volunteers, customers, families and staff in a positive manner. 

¶ I will fulfill all volunteer responsibilities (i.e., the tasks assigned of me & the time 
commitment made). 

¶ I will maintain confidentiality with respect to all Rockcliffe Park Public School (RPPS), 
RPPS School Council and RPPS Book Fair information and records. 

¶ I will not bring my children if I am unable to supervise them. 

¶ I will leave my pets at home. 

¶ I acknowledge my position of trust and will not use for my own advantage any money, 
information, or properties belonging to RPPS, RPPS School Council or Book Fair. 
 

Failure to adhere to the Code of Conduct will result in immediate loss of your volunteer 
standing for the current and/or future years. 
 
If you are found be involved in the following, you will be asked to leave immediately: 

¶ Displaying inappropriate behaviour or aggressive attitude. 

¶ Committing illegal, violent or unsafe acts. 

¶ Using or possessing illegal substances on site. 
 
The Volunteer and the School 

¶ The Principal has the final and overall responsibility for the school, including volunteers. 

¶ Volunteers must observe the ǎŎƘƻƻƭΩǎ ƻǇŜǊŀǘƛƻƴŀƭ ŀƴŘ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǇƻƭƛŎƛŜǎΦ 

¶ Volunteering at a school is a privilege which may be withdrawn by the Principal at 
his/her discretion. 
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Rights 
A volunteer has the right to: 

¶ orientation and training 

¶ receive support from the designated supervisor 

¶ be kept informed about what is happening in the organization 

¶ be trusted with necessary confidential information 

¶ be reimbursed for out of pocket expenses (but only if previously arranged with, and 
approved by, the Book Fair Committee) 

 
Confidentiality 
While volunteering in a school, you may learn personal information about families, students or 
ǎǘŀŦŦΦ Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǊŜǎǇŜŎǘ ŜǾŜǊȅƻƴŜΩǎ ǇǊƛǾŀŎȅ ŀƴŘ ƪŜŜǇ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ ǎǘǊƛŎǘƭȅ ŎƻƴŦƛŘŜƴǘƛŀƭΦ  
 
THE VOLUNTEER AGREES TO: 

¶ Read, accept and follow the Book Fair Volunteer Code of Conduct 

¶ Read, accept and follow OCDSB POLICY P.125.SCO - School District Code Of Conduct, 
revised 30 October 2018 (Appendix C) 

¶ Read, accept and follow OCDSB POLICY P. 067.SCO ς Volunteers, dated 18 February 
2000 (Appendix D) 

¶ Never to be alone with individual students who are not under the supervision of 
teachers or school authorities. 

¶ Respect the confidentiality of all information that may be received regarding any 
families, students, staff or volunteers while a volunteer. 

¶ Dress and act appropriately. 

¶ Notify the Book Fair Volunteer Coordinator as soon as possible when circumstances 
necessitate their absence (planned holidays, illness, etc.). 

 

Student Volunteer Code of Conduct 
If you are under the age of 18, you and your parent/guardian will need to agree to the Student 
Volunteer Code of Conduct as well. Please read carefully, and be aware of exactly what you will 
be asked to commit to. If you have any questions, comments or concerns let the Volunteer 
Coordinator know right away. 
 
As a student volunteer for Book Fair I agree to the following: 

¶ ¢Ƙŀǘ ǘƘŜ ǎǘǳŘŜƴǘ ŀƴŘ ǘƘŜƛǊ ǇŀǊŜƴǘκƎǳŀǊŘƛŀƴ Ƴǳǎǘ ǎƛƎƴ .ƻƻƪ CŀƛǊΩǎ ±ƻƭǳƴǘŜŜǊ ²ŀƛǾŜǊ ƻŦ 
Liability before the volunteer assignment can begin.  An information package will be 
sent to the parent/guardian who fills out the volunteer form. 

¶ The student must notify the Volunteer Coordinator in advance should they require sign 
off on volunteer hours. 

¶ That if the student is under 14 years of age they will be accompanied by a parent or 
guardian who will supervise them. 

¶ The parent or guardian has given permission for the student to volunteer with Book Fair. 
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Additional Volunteer Information 
 

Personal possessions:  If possible, travel as light as you can.  RPPS and Book Fair are not 
responsible for any lost, stolen or damaged items. 
Book Fair Volunteer Vests or Aprons: Borrowed clothing items that identify you as a Book Fair 
volunteer are for use during Book Fair only and must be returned at the end of your shift. 
Conflicts or Issues: If you have a concern or happen to find yourself in conflict with anyone, 
please bring this to the attention of the Volunteer Coordinator.  If they are not available, take 
your concerns to the supervisor on duty. 
Hospitality: Water will be made available at all times. Please bring a reusable water bottle with 
your name on it. 
First Aid/Medical Emergencies: A First Aid Kit will be available. If you happen to have a serious 
medical condition, let the Volunteer Coordinator know ahead of time so, in the event 
something happens, we can provide immediate assistance.   
Evacuation Procedures:  All Summer 2021 events will occur outdoors.  In the event of any 
emergency, do not hesitate to leave the location.  If you see any areas for safety improvements, 
please inform the Volunteer Coordinator. 
 
 

Thank You 
 
Volunteers have an important role to play in making Book Fair happen.  In addition to the 
physical labour, their life experiences, knowledge, and expertise, contribute greatly to the 
success of the event and overall sense of community at RPPS. 
 
All volunteers are valued partners in the fundraiser and the interaction and co-operation 
between and among the school and the wider community benefits the school, the students and 
their families, while enabling volunteers to gain valuable experience, friendships, personal 
growth and the satisfaction of working with an incredible team for an incredible cause. 
 

Liability 
 
The Ottawa Carleton District School Board is covered with liability insurance by the Ontario 
{ŎƘƻƻƭ .ƻŀǊŘǎΩ LƴǎǳǊŀƴŎŜ 9ȄŎƘŀƴƎŜ όh{.L9ύΦ 
 
¢ƘŜ ǇƻƭƛŎȅ ƛƴ ǘƘŜ .ƻŀǊŘ ǎǘŀǘŜǎ ǘƘŀǘ ǾƻƭǳƴǘŜŜǊ ǿƻǊƪŜǊǎ ŀǊŜ ŎƻǾŜǊŜŘ ŦƻǊ DŜƴŜǊŀƭ [ƛŀōƛƭƛǘȅ άǿƘƛƭŜ 
ǘƘŜȅ ŀǊŜ ŀŎǘƛƴƎ ǿƛǘƘƛƴ ǘƘŜ ǎŎƻǇŜ ƻŦ ǘƘŜƛǊ ŘǳǘƛŜǎ ŀǎ ŘŜŦƛƴŜŘ ōȅ ǘƘŜ ǎŎƘƻƻƭ ōƻŀǊŘΦέ   
 
In any school-sponsored activity that is undertaken by a volunteer, the BoarŘΩǎ ƭƛŀōƛƭƛǘȅ 
ƛƴǎǳǊŀƴŎŜ ǊŜƎŀǊŘƛƴƎ ƴŜƎƭƛƎŜƴŎŜ ǿƛƭƭ ŀǇǇƭȅΦ ±ƻƭǳƴǘŜŜǊǎ ǎƘƻǳƭŘ ōŜ ŀǿŀǊŜ ǘƘŀǘ ǘƘŜ .ƻŀǊŘΩǎ 
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insurance does not include a loss-of-income provision should the volunteer sustain an 
injury that prevents him/her from resuming his/her normal employment.  
 
All volunteer activities must be approved by the RPPS School Principal in order to be covered 
under the liability policy. 

 
Preparing the Event 
 
The following measures will be taken at each outdoor location to ensure a safe environment: 

 On-site evaluation completed in advance and changes made to ensure all recommended 
health and safety guidelines are followed (floor plans, directional signage, physical 
distancing signage, safety barriers, identifying problem areas, sanitization stations, PPE) 

 Evaluation of flow of traffic, paying attention to distancing (i.e.  mask wearing, 
directional signage, social distancing signage) 

 Book Fair volunteers must wear masks at all times, sufficient stock will be on-site.  Work 
gloves must be work when moving boxes. 

 Appropriate clear signage and indicators will be planned and posted 
 Please note if the location has identified spaces requiring proximity, refer to their 

posted signage or directions from Book Fair volunteers 
 Test-runs have been performed to assess logistics and safety measures prior to the 

commencement of the book drop off, sorting or sale 
 

Safety Measures 
 
Please note that all safety measures that may be in place during a Book Fair book sorting, book 
drop off, book sale or other event, have been mandated by the following: 

- Ottawa Carleton District School Board 
- Rockcliffe Park Public School 
- RPPS School Council 
- RPPS School Council Book Fair Standing Committee 
- Canadian Federal Government 
- Province of Ontario 
- City of Ottawa 
- and, the specific locationΩǎ ƳŀƴŀƎŜƳŜƴǘ 

 
1) The Book Fair Volunteer Handbook must be read and you must fill out an online form 

indicating that you have read, and agree to, the Volunteer Code of Conduct prior to your 
first shift.  
Adult Book Fair Volunteer 
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https://docs.google.com/forms/d/e/1FAIpQLSeriqAPeVh0reW2aHh4TggFac0oMjFzYveo4YR
TqQYNDSmnXg/viewform?usp=sf_link 
 
Student Book Fair Volunteer 
https://docs.google.com/forms/d/e/1FAIpQLSeLk7GvXR6hwI-
Mji6_qYNNit35c5PwMAkMrQq3X5vTTg_zoQ/viewform?usp=sf_link 

 
2) Contact information including full name, address, phone number, email address, a current 

photo and emergency contact information must be provided prior to your first shift.   If you 
are part of the Transportation Team, you must confirm on the sign up form that you have a 
valid license and are authorized to drive in the province of Ontario. 

 
3) Book Fair volunteers are to wear Book Fair tshirts or name tags during their shifts.  

Volunteers will also be required to sign in and out on the sheet made available at each 
event. 

 

4) For the summer of 2021, for any Book Fair activity, the Committee is permitted to have 10 
volunteers working outdoors at one time and 5 volunteers working indoors at one time.   

 
COVID-19 Safety Measures 
 

1) Cancel your volunteer shift if you are unwell.  Contact the Volunteer Coordinator, to let 
them know. 

 
2) The following two measures are required by Book Fair, as per their safety protocols: 

 
- Complete a self-assessment every day you volunteer.  If it has not been completed 

prior to attending, a self-assessment poster must be read through onsite.  An answer 
ƻŦ ά¸Ŝǎέ ǘƻ ŀƴȅ ǉǳŜǎǘƛƻƴ ǿƛƭƭ require you to leave immediately and contact Ottawa 
Public Health for next steps. 

- The Volunteer Coordinator will ensure that, for each shift, your contact information 
is added to the Book Fair contact tracing form should it be needed by Ottawa Public 
Health. 

 
3) Arrive at least 15 minutes prior to your shift to ensure the supervisor on site can check you 

in. 
 

4) As per Ottawa Carleton District School Board regulations for School Council activities, it is 
mandatory to wear a mask while working.  Keep your mask on at all times except on your 

https://docs.google.com/forms/d/e/1FAIpQLSeriqAPeVh0reW2aHh4TggFac0oMjFzYveo4YRTqQYNDSmnXg/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSeriqAPeVh0reW2aHh4TggFac0oMjFzYveo4YRTqQYNDSmnXg/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSeLk7GvXR6hwI-Mji6_qYNNit35c5PwMAkMrQq3X5vTTg_zoQ/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSeLk7GvXR6hwI-Mji6_qYNNit35c5PwMAkMrQq3X5vTTg_zoQ/viewform?usp=sf_link
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break.  Eating and drinking will only be permitted while on your break and you must move 
away from the site to eat and drink. 

 
5) Follow guidelines and wash your hands frequently.  Hand sanitizer will be made available. 
 

 

Parking 
 
Volunteers are not to use the library parking lot.  It is reserved for library customers. Permission 
has been given for Book Fair volunteers to park in the school parking lot during Book Fair 
activities.  You must obtain a parking pass from the Volunteer Coordinator and display it in your 
car window at all times while parked at the school. 
 

Special Accommodations and Accessibility 
Volunteers requiring special accommodations should inform the Volunteer Coordinator prior 
to taking part in the sale.  While maintaining privacy and avoiding discrimination, special 
situations will be identified and addressed to support all present. 
 

 Volunteers requiring special accommodations should inform the Volunteer Coordinator 
prior to taking part in the sale.  While maintaining privacy and avoiding discrimination, 
special situations will be identified and addressed to support all present. 

 
 Accessibility - Book Fair is committed to diversity, inclusion and accessibility for persons 

with disabilities and to ensuring that its policies, practices and procedures are consistent 
with and promote the core principles of dignity, independence, integration and equal 
opportunity.  Should you require any accommodation to make your experience more 
enjoyable please let the Book Fair Volunteer Coordinator know.  We will make every 
attempt to ensure the locations we use are accessible to all. 

 

Etiquette 
 Respect for Book Fair Volunteers and Customers 

 
Abuse towards Book Fair volunteers or customers will not be tolerated.  Refrain from: 

- pushing 

- foul language 

- yelling 

- disregarding safety measures 

- angry confrontations of any kind 
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This is a stressful time.  Book Fair will do its utmost to make your experience enjoyable 
and memorable.  Any unacceptable behaviour will result in immediate removal of the 
volunteer or customer. 

 
 What do I do if I have to sneeze? Do I do it in my mask? 

It is important to cover your sneeze.  So, yes, sneeze into your mask, rather than 
removing it before a sneeze; then replace it with a clean one.  Disposable masks will be 
available at the location, should you need one. 

 
 What do I do if I encounter someone who is not wearing a mask or is wearing one 

incorrectly? 
Please do not confront anyone who is not wearing a mask or adhering to physical 
distancing guidelines.  Immediately inform the Book Fair supervisor on-site.  It is possible 
there are people who have informed us in advance and require certain medical 
accommodations. 

 
  



 

Book Fair Volunteer Handbook ς Summer 2021  11 

 

Appendices 
Appendix A: BOOK FAIR STANDING COMMITTEE CONTACTS 
 

Position Name Email Phone 

Chair Joni Hamlin joni@hamlin.ca 613-620-7277 

Co-Chair VACANT   

Past Chair Christina Leadlay   

School Council Co-
Chair 

Sarah Jane Estabrooks    

School Council Co-
Chair 

Kristen Healy    

Volunteer 
Coordinator 

Keumnim Lim keumnim@gmail.com  

Administration 
Team Lead 

VACANT   

Book Donation 
Team Lead 

Ahmed Saeed     

Communications 
Team Lead  

Hart Shouldice hartshouldice@gmail.com  

/ƘƛƭŘǊŜƴΩǎ ¢ŜŀƳ 
Lead 

Laura McCurdy   

Accounting Team 
Lead 

Dave Mackie   

Sponsorship Team 
Lead 

John Leefe meehyunjohn@gmail.com  

Café Team Lead VACANT   

NON VOTING Heather Watts   

NON VOTING Laura Charlton   

NON VOTING Crystal Holly   

NON VOTING Nick Treanor   
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Appendix B: COVID Self Assessment  
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Appendix C: OCDSB POLICY P.125.SCO - SCHOOL DISTRICT CODE 
OF CONDUCT, revised 30 October 2018  
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Appendix D: OCDSBPolicy POLICY P. 067.SCO - VOLUNTEERS , 
dated 18 February 2000  
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