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Book Fair Mission Statement

The RPPS School Council Book Fair Standing Committésrmvad to manage the annual
Rockcliffe Park Book Fair fundraiser, the main fundraiser for Rockcliffe Park Public School.
¢tKS LINPOSSRA FTNRY UGUKS w2O01O0tAFFS tINJ] .221
programs. In addition, every year the Councd\pdes grants to other Ottawa area schools, in
the name of the Book Fair fundraiser, to support their literacy programs.

¢tKS wtt{ {OK22ft [/ 2dzyOAf .221 CFANI {dFyRAY3
foster a love of reading in our children;

support literacy;

assist other schools to promote reading;

support the reuse and enjoyment of books in Ottawa;

provide funds for enriching programs at RPPS;

build community spirit
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Purposeof the Handbook

The purpose of this document is aimed to proviglgok Fair volunteers with a clear
understanding of their roleexpectations andghts. It is also designed to providgppropriate
control measures oanyhazardddentified, in order to &cilitate the prevention of contracting
aninjury or ilness. The foundation of this document will be determined in keeping with the
guidelines, best practices and/or regulations froaevant organizationscluding but not

limited to: TheOntario Ministry of Educatiorthe Ottawa Carleton District School Board
(OCDSBRockcliffe Park Public Sch@RPPSRPPS School Council, RPPS School Council Book
Fair Standing Committee (Book Fdinge Canadian Government PithHealth Agency, Ontario
Public Health, the City of Ottawa Public Health or other levedéslo€ational angublic health
authorities.

Cl

/

The Book Fair Volunteer Handbook was created by the RPPS School Council Book Fair Standing

Committee in consultation wh Rockcliffe Park Public School:

1 Date Created: June 25, 2021
i Created By: Joni Hamlin

i Date Revised: Juy 12, 2021
1 Revised By: Joni Hamlin

1 Date Approved: Pending

i 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 | agree to the followg:
1 1 will accept only volunteer positions | believe will meet my skills, interests and available
time.
1 I'will ensure | understand the policies and structures of the organization as contained in
the Book Fair Volunteer Handbook.
1 I'will consult with the Committee when unclear on policynalf provide constructive
feedback, which will improve effectiveness.
| will honour my commitment to be there on time.
| will work as a team member and be a responsible ambassad&®HBIS andddk Fair
and represent the fundraiser in a positive way.
| will be respectful of all volunteers, customeianilies,students and staff.
| will work with other volunteers, customeramiliesand staff in a positive manner.
| will fulfill all volunteer respnsibilities (i.e., the tasks assigned of me & the time
commitment made).
1 1 will maintain confidentiality with respect to all Rockcliffe Park Public School (RPPS),
RPPS School Council and RPPS Book Fair information and records.
| will not bring my childreif | am unable to supervise them.
| will leave my pets at home.
| acknowledge my position of trust and will not use for my own advantage any money,
information, or properties belonging BPPS, RPPS School Coon@bok Fair.

= =
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Failure to adhere to thedtle 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:
1 Displaying inappropriate behaviour aggressivattitude.
1 Committing illegal, violent or unsafe acts
1 Using or possessing illegal substances on site.

The Volunteer and the School
1 The Principal has the final and overall responsibility for the s¢lra@liding volunteers.
f Volunteers must observet@ OK22f Q&4 2LISN} GA2Yy I f YR | RYAY
1 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:
i orientation and training
receive support from the designatedservisor
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 arrangty and
approved bythe Book Fair Committee)

)l
T
)l
)l

Confidentialty
While volunteering in a schaglou may learn personal information about families, students or
AGFrFFo LG Aa AYLRNIFIYyd G2 NBaLSOl SOSNBR2ySQa

THE VOLUNTEER AGREES TO:
1 Read, acceptnd follow the Book Fair Volunteer Code of Conduct
1 Read, accept and follo@CDSPBOLICY P.125.S€&xhool District Code Of Conduct
revised 30 October 2018 (Appendix
1 Read, accept and follo@CDSPOLICY P. 067.SCWolunteers dated 18 February
2000(AppendixD)
1 Never to be alone with individual students who are not under the supervision of
teachers or school authorities.
1 Respect the confidentiality of all information that may be received regarding any
families, students, staff or volunteers while alunteer.
Dress and act appropriately.
Notify the Book Fair Volunteer Coordinator as soon as possible when circumstances
necessitate their absence (planned holidays, iliness, etc.).

= =

StudentVolunteer 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 wéllease read carefullgnd be aware of exactly what you will

be asked tacommit to. If you have any questions, comments oraams let the Volunteer
Coordinator know right away.

As a student volunteer for Book Fair | agree to the following:

T ¢KFd GKS &aiddzRSYyd FyYyR GKSANI LI NByidk3Idzr NRALFY
Liability beforethe volunteer assignment can begiAn information package will be
sent to the parent/guardian who fills out the volunteer form.

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

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

1 The parent or guardian has given permission for the student to volunteer with Book Fair.

Book FaiVolunteer Handbook Summer 2021 5



Additional Volunteer Information

Personal possessiondf 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 ApronBorrowed t¢othing items that identify you as a Book Fair
volunteer are for use during Book Fairlp and must be returnedt the end of your shift.
Conflicts or Issuedf 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 avajlaiie
your concers to thesupervisor on duty.

Hospitality: Water will be made available at all timd3deaseobring a reuable water bottle with
your name on it.

First Aid/Medical Emergencies: Fist Aid Ki will be available If you happen to have a serious
medical conditionlet the Volunteer Coordinator know ahead of tinse,in the event
something happes,we can provide immediate assistance.

Evacuation ProceduresAll Summer 2021 events will occur outdoors. In the event of any
emergencydo not hesitate to leave the locatiorif you see any areas for safetgprovements,
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, arpertise contribute greatly to the
success of the event and oversdinse of communitat RPPS.

All volunteers are valued partners in the fundraiser and the interaction armpeoation
between and among the school and the wider community benefits theal, the students and
their families, while enabling volunteers to gain valuable experience, friendships, personal
growth and the satisfaction of working with an incredible teBoman incredible cause.

Liability

The Ottawa Carleton District School Bb& covered with liability insurance by the Ontario
{OK22f . 2FNRAQ Lyadz2N» yOS 9EOKIy3IS o6h{.L90O®
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In any schoesponsored activity that is undertaken by a volunteer, the Bogvra € A 0 Af A G &
Ayadz2NlT yOS NBIFNRAYy3I ySIEtAISYyOS gAatft LI ed +2
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insurance does not include a lesgincome 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 theevent

The following measures will be taken at eadtdoor locationto ensure a safe environment:

Onssite 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 probleas, sanitization stations, PPE)
Evaluation of flow of traffic, paying attention to distancing (neask wearing,
directional signagesocial distancing signage

Book Fairvolunteersmust wear maskat all times, sufficient stock will ben-site. Work
gloves must be work whremovingboxes

Appropriate clear signage and indicators will be planned@osted

Please note if théocationhas identified spaces requiring proximity, refer to their
posted signageradirections fromBook Fair volunteers

Testruns have been performed to assess logistics and safety measures piher to
commencemenbdf the book drop off, sorting osale

Safety Measures

Please note that all safety measures that may be in place during a BodloBkisorting, book
drop off, book sale pother event have been mandated by the following:

1)

Ottawa Carleton District School Board

Rockcliffe Park Public School

RPPSchool Council

RPPS School Council Book Fair Standing Committee
Canadian Federal Government

Province of Ontario

City of Ottawa

and, the specifitocatiorQa Y I y I 3SYSy i

TheBook Faiivolunteer Handbook must be read agpdu mustfill out an online form
indicatingthat you have readand agree tothe Volunteer Code of Conduct prior to your
first shift.

Adult Book Bir Volunteer
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https://docs.google.com/forms/d/e/1FAIpOQLSerigAPeVhOreW2aHh4TggFacOoMjFzYveo4YR
TaQYNDSmnXag/viewform?usp=sf link

Stucent Book Rir Volunteer
https://docs.google.com/forms/d/e/1FAIpOLSelLk7 GvXR6hwlI
Mji6_gYNNIit35c5PWMAKMrQq3X5vTTqg zoQ/viewform?usp=sf link

2) Contact information including full name, address, phone number, email addressrent
photo and emergency contact informatianust be provided prior to your first shiftlf you
are part of the Transportation Teaiyu must confirmon the sign up form thiayou have a
valid license andre authorized to drive in thg@rovinceof Ontario.

3) Book Fair volunteers are to weBook Fair tshirts oname tagsiuring theirshifts
Volunteers will also be reged to sign in and out orhe sheet made available at each
event.

4) Forthe summer of 2021for anyBookFairadivity, the Committeeis permitted to have 10
volunteers workingputdoorsat one time and 5 volun&rs working indoorst one time.

COVIB1L9 Safety Measures

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

2) The following two measures are required Bgok Fairas per their safety protocals

- Complete a selassessment every day yoolunteer. If it has not been completed
prior to attending, a selassessment poster must be read through onsite. An answer
2F a4, Sa¢ G2 reghiieydjtixfdve immediatadyrandicontact Ottawa
Public Health for next steps.

- TheVolunteer Coordinatowill ensurethat, for each shift, your contact information
is added to theBook Faicontact 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) Asper Ottawa Carleton District School Board regulations for School Council activities, it is
mandatoryto wear a maskvhile working Keep your mask on at all times exceptyour
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break. Eating and drinking will only be permitted while on your braakl you must move
away fromthe site to eat and drink.

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

Parking

Volunteers are not to use the library parking lot. It is reserved for litmasyomersPermission

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 ther®ol.

SpecialAccommodationand Accessibility

Volunteersrequiring special accommodations shouidform the Volunteer Coordinatoprior
to taking part in the sale.While maintaining privacy and avoiding discrimination, special
situations will be identified and addressed to support gtesent

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

Accessibility Book Faits committed to diversity, inclusioand 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 accommadatto make your experience more
enjoyable pleaséet the Book Fair Volunteer Coordinatkmow. We will make every

attempt to ensure thdocationswe use are accessible to all.

Etiquette

Respect foBook Fair Volunteers and Customers

Abuse toward€8ook Fair volunteers or customesdl not be tolerated. Refrain from:
- pushing
- foul language
- vyelling
- disregarding safety measures
- angry confrontations of any kind
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This is a stressful timeBook Rir will do its utmost to make your experiea enjoyable
and memorable. Any unacceptable behaviour will result in immediate renodvhaé
volunteer or customer.

What do | do if | have to sneeze? Do | 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 thdocation, should you need one.

What do | do if 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 infothre Book Fair supervisor esite. It is possible
there are people who have informed us in advance and require certain medical
accommodations.
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Appendices

Appendix ABOOK FAIR STANDING COMMITTEE CONTACTS

Position Name Email Phone

Chair Joni Hamlin joni@hamlinca 6136207277
CoChair VACANT

Past Chair Christina Leadlay

School Council CGo
Chair

Sarah Jane Estabrooks

School Council Go
Chair

Kristen Healy

Volunteer
Coordinator

Keumnim Lim

keumnim@gmail.com

Administration VACANT

Team Lead

Book Donation AhmedSaeed

Team Lead

Communications | Hart Shouldice hartshouldice@gmail.com
Team Lead

| KAt RNBY (G
Lead

Laura McCurdy

Accounting Team | Dave Mackie

Lead

Sponsorship Team| John Leefe meehyunjohn@gmail.com
Lead

Café Team Lead | VACANT

NON VOTING Heather Watts

NON VOTING Laura Charlton

NON VOTING Crystal Holly

NON VOTING Nick Treanor

Book FaiVolunteer Handbook Summer 2021
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Appendix BCOVID Self Assessment

Do you have any of the following
new or worsening symptoms?

Fever/Chills Cough Difficulty breathing/ Sore throat/
Shortness of breath Difficulty swallowing

Runny nose Loss of taste Not feeling well, Mausea, vomiting,
(unrelated to or smell headache, unexplained diarrhea,
seasonal allergies) tiredness and muscle aches abdominal pain

In the last 14 days, have you had dose physical contact with a person who:
was sick with a respiratory illness (had a new or worsening cough, fever
or difficulty breathing)?
has returned from travel outside of Canada in the last 14 days?
was a confirmed or probable case of COVID-197

In the last 14 days, have you travelled outside of Canada?

If you answered YES to any of these questions, please return home and self-isolate.
Visit OttawaPublicHealth.ca/COVIDCentre for more information about getting tested.

If you are feeling unwell, contact your health care provider or call Telehealth Ontario at
1-866-797-0000 to speak to a registered nurse.

@
)
=)
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AppendixC. OCDSPBOLICY P.125.SC8&CHOOL DISTRICT CODE
OFCONDUCTevised 30 October 2018

2

O TAWA CARLETON
DUTRICT SCHICL BMAD

POLICY P.125.8CO
TITLE: SCHOOL DISTRICT CODE OF CONDUCT
Date Issued: May 2008

Last Revised: 30 October 2018
Authorization: Board: 13 May 2008

1.0 OBJECTIVE

To outline the School District Code of Conduct and to provide guidelines for the development
of school codes of conduct.

2.0 DEFINITIONS
In this policy,
21 District means the Ottawa-Carleton District School Board.

22 Medical Cannabis User means a person who is authorized to possess cannabis
for the person's own medical purposes in accordance with applicable federal law.

2.3 Parent(s) refers to parent{s) and guardian(s). Parental involvement applies, except in
cases where the student is eighteen years of age or over or is sixteen or seventeen
years of age and has “withdrawn from parental control®.

24  Persons in positions of authority refer to members of the school such as principals,
teachers, occasional teachers, administrative staff, support staff and volunteers.

2.5 The school community is composed of trustees, Board staff, students, parents and
volunteers of the school and feeder schools/family of schools as well as the community
of people in businesses that are served by or located in the greater neighbourhood of
the school.

3.0 POLICY
3.1 ltis the policy of the Board that:

a) a school be a place that promotes responsibility, respect, civility, accountability
and academic excellence in a safe learning and teaching environment;

b) a positive school climate exists when all members of the school community feel
safe, comfortable, accepted and valued;
-1- P.125.5C0
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c) all students, teachers, other staff members, volunteers, trusfees, and parents
hawve a responsibility to contribute to a positive school climate; and

d) the implementation of initiatives such as Student Success and character
development, along with the employment of progressive discipline strategies to
address inappropriate behaviour, fosters a positive and inclusive school climate
that supports academic achievement and responsible citizenship for all students.

4.0 SPECIFIC DIRECTIVES

4.1 The District Code of Conduct sets clear standards of behaviour that apply to all
individuals (trustees, students, parents, volunteers, teachers and all other Board staff
members) invalved in the system when they are on District or schoaol property, on
school buses, at school related events or activities, or in other circumstances that could
have an impact on the school climate.

4.2 The standards of behaviour in the District Code of Conduct fall into two categories:

a) In category one, all members of the school community shall:
(i) respect and comply with all applicable federal, provincial and municipal
laws;
{ii} demonstrate honesty and integrity in all matters including copyright and
academic acknowledgement;
(il respect differences in people, their ideas, and their opinions;

{iv) treat one another with dignity and respect at all times, and especially when
there is disagreement;

{v) respect and treat others fairly, regardless of, for example, race, ancestry,
place of arigin, colour, ethnic origin, citizenship, religion, gender, gender
identity, sexual orentation, age, or disahility;

{wi) respect the rights of others;

{wii) show proper care and regard for school property and the property of
others;

(viii) take appropriate measures to help those in need;

{ix) seek assistance from a member of the school staff, if necessary, to
resolve conflict peacefully;

{x) respect all members of the school community, especially persons in

positions of authority; and
{xi) respect the need of others to work in an environment that is conducive to
learning and teaching;

b) In category two, all members of the school community shall not:
(i} engage in bullying behavwviours;
{ii) commit sexual assault;
{iii) traffic weapons, alcohol, cannabis or illegal drugs;

{iv) give alcohol or cannabis to a minor;

{v) commit robbery;

{wi) be in possession of any weapon, including firearms;
{wii) use any object to threaten or intimidate another person;
(viii) cause injury to any person with an object;

-2- P.125.8C0
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{ix) be in possession of, or be under the influence of alcohol, illegal drugs or,
unless users of medical cannabis, cannabis;

(x)  inflict or encourage others to inflict bodily harm on another person;

(xi}  swear at any member of the school community;

(xii) engage in hate propaganda and other forms of behaviour motivated by
hate or bias;

(xiii) commit an act of vandalism that causes damage to school property or to
property located on the premises of the school; nor

(xiv) engage in plagiarism or other means of academic dishonesty.

43  Under the leadership of their principal, teachers and other school staff members
maintain order in the school and shall hold everyone to the highest standard of
respectful and responsible behaviour. As role models, teachers and school staff uphold
these high standards when they:

a)

b)

)]

help students work to their full potential and develop their sense of self-worth;

empower students o be positive leaders in their classrooms, school and
community;

communicate regularly and meaningfully with students and parents;
maintain consistent standards of behaviour for all students;

demonstrate respect for all students, staff, parents, volunteers, and the members
of the school community; and

prepare students for the full responsibilities of citizenship;

demonstrate conduct in keeping with the provincial Code of Conduct, the District
Code of Conduct, and school rules.

44  Students shall demonstrate respect for themselves, for others, and for the
responsibilities of citizenship through acceptable behaviour. These standards are
demonstrated when students:

a)
b)

c)

d)

)

come to school prepared, on time, and ready to learn;

show respect for themselves, for others, for those in authority, and for District
and school property;

refrain from bringing anything to school that may compromise the safety of
others; and

follow the established rules, take responsibility for their own actions, and
encourage/assist peers to follow the rules of behaviour;

demonstrate conduct in keeping with the provincial Code of Conduct, the District
Code of Conduct, and school rules.

4.5  Parents play an important role in the education of their children, and should support the
efforts of school staff in maintaining a safe and respectful learning environment for all
students. Parents fulfill their role with respect to the District Code of Conduct when they:

-3- P.125.8CO
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a) show an active interest in their child's school work and progress;
b) communicate regularly and meaningfully with the schoal;

c) help their child be neat, appropriately dressed, organized, and prepared for

school;
d) ensure that their child attends school regularly and on time;
e) promptly report to the school their child's absence or late amrival;

f) demonstrate conduct in keeping with the provincial Code of Conduct, the District
Code of Conduct, and school rules;

g) encourage and assist their child in following the rules of behaviour;
h) assist school staff in dealing with disciplinary issues involving their child.
i) demonstrate respect for all students, staff, other parents, volunteers, and all

other members of the school community; and
i are engaged in the initiatives that foster a positive, safe school environment.

The school code of conduct shall include character development expectations as outlined in
the Framework for Schools, Community of Character (Attachment 1).

46  The school code of conduct shall be consistent with provincial and the Distnct Codes of
Conduct and shall set out clearly what is acceptable and what is unacceptable
behaviour for all members of the school community.

47  The principal shall develop a communication plan that outlines how these standards of
behaviour will be made clear to everyone, including parents and guardians whose first
language is not English.

48  The principal shall seek input from the school council, parents, students, staff members,
and the school community when developing a school code of conduct that is expressly
tailored for their school.

49  The principal shall ensure that the school code of conduct is enforced in a fair and
impartial manner.

410 The principal shall inform all members of the school community of the provincial, the
District, and school codes of conduct.

411 The District Code of Conduct and school codes of conduct shall be reviewed at least
every three years and revised as necessary.

412 The Director of Education is authorized to issue such procedures as may be necessary
to implement this policy.

4. P.125.8CO
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5.0

APPENDICES
Attachment 1, Framework for Schools, Community of Character

REFERENCE DOCUMENTS

The Eduecation Act

Education Amendment Act (Progressive Discipline and School Safety) 2007

Cannabis Act, 2017

Ontario Regulation 472/07 Suspension and Expulsion of Students

Policy/Program Memorandum 128, the Provincial Code of Conduct and School Board Codes
of Conduct, 2018

Policy/Program Memorandum 144, Bullying Prevention and Intervention, 2018

Policy/Program Memorandum 145, Progressive Discipline and Promoting Positive Student
Behaviour, 2018

Board Policy P.O032.5C0O: Safe Schools

Board Policy P.124.5C0O: Progressive Discipline and Promoting Positive Student Behaviour
Board Procedure: PR.521.5C0: Safe Schools

Board Procedure: PR.ES9.5CO: Bullying Prevention and Intervention

Board Procedure PR.GE0.SCO: Progressive Discipline and Promoting Positive Student Behaviour

-5- P.125.8CO
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AppendixD: OCDSBolicyPOLICY P. 067.SOBDLUNTEERS
dated 18 February 2000

e

OTawa CARLETON
DETRICT WL MMAD

PROCEDURE PR.555.5C0O
TITLE: VOLUNTEERS
Date issued: 18 February 2000

Last revised: 05 May 2015
Authorization: Senior Staff: 19 January 2000

1.0 OBJECTIVE

1.1 To manage effectively the use of volunteers under the direction and supervision of
Board staff in order to ensure the safety and security of students, staff and volunteers;
and

1.2 Towork in co-operation with community organizations involved in recruiting, screening
and placing volunteers.

2.0 DEFINITIONS

In this procedure,

21  Parent volunteer in a school is a parent or guardian who currently has a child enrolled
in and attending that school, or is a member of the community who continues as a
volunteer in a school without interruption after the child has left the school.

2.2  Community volunteer is a member of the community who does not have a child
enrolled in the school and who agrees to undertake, without pay, a designated task that
supports a classroom, school or Board-sponsored activity.

When not specifically stated, the word volunteer refers to both parent and community
volunteers. Co-op students are not defined as volunteers.

2.3  Management of volunteers includes procedures for screening, orienting/training,
supervising, evaluating and recognizing volunteers.

2.4  Supervision is the overseeing of an activity for regulation or direction. The Ontario
Physical and Health Education Association (OPHEA) has produced Physical Education
Safety Guidelines to assist school boards in formulating site-specific safety guidelines
for physical education, intramural sports programs, and inter-school athletics at the
elementary and secondary levels. The Guidelines designate three categories of
supenvision: constant visual supervision; on-site supervision; and in the area
supervision.

2.5 Constant visual supervision means that a teacher is physically present, watching the
activity in question. Only one activity requiring constant visual supervision may take

-1- PR.555.5C0

Book FaiVolunteer Handbook Summer 2021 18



place while other activities are going on. On-site supervision entails teacher presence
but not necessarily constantly viewing one specific activity. In the area supervision
means that the teacher could be in the gymnasium while another activity is taking place
nearby to the gymnasium.

3.0 RESPONSIBILITY
3.1 The school principal
4.0 PROCEDURES
Scope and Interrelationship of this Procedure with Other Board Policies and Procedures:

4.1 This procedure is intended to address the use of non-salaned staff in all capacities in
any school-sponsored activity and includes both parent and community volunteers.

4.2  The use of parent andfor community volunteers is encouraged but remains optional.

4.3  Within a school, volunteers are assigned at the discretion of the school principal and in
accordance with the restrictions and requirements outlined in this and other Board
policies and procedures.

4.4 Al provisions of Board policies and procedures and of negotiated collective agreements
supersede any statements regarding the use of volunteers unless specifically noted
herein.

Role of Volunteers
4.5  \olunteers serving in any capacity are to be assigned appropriately in order to augment
and supplement staff supervising school activities or programs.

46  ‘Volunteers enhance and support student and school activities at the request of and
under the supervision of Board staff, and the principal in particular.

4.7 \olunteers cannot assume any responsibility for the diagnosis of learning strengths or
difficulties, the assignment of learning experiences, or the evaluation of pupil progress.

Responsibility for Volunteers

48  Subject to the policies of the Board and barring direction or intervention by the Director
of Education or designate to the contrary, the principal of the school in which a
volunteer is serving will be responsible for determining that any activity to which the
volunteer is assigned is a school-sponsored activity.

School-Sponsored Activities:
49  Itis the responsibility of the principal to ensure that:
a) prior to any assignments, all volunteers have been screened in keeping with

Board policies for parent and community volunteers;
b) references have been requested and verified;

c) all volunteers are given an orientation to the school as appropriate; to relevant
school and Board policies and procedures; and to the role, responsibilities and
expectations for volunteers;

-2 PR.555.SCO

Book FaiVolunteer Handbook Summer 2021 19



d) all aspects of volunteer management are being carmed out once the volunteer is
placed; and

e) appropriate in-service for Board staff who have supervisory responsibilities for
volunteers is provided to ensure the effective management of all volunteers.

410 The principal and all staff of the school will ensure that volunteers:
a) are not assigned responsibility for the sole supervision of pupils or the delivery of
programs without the direction of a teacher;

b) are utilized to assist the staff members in the fulfillment of their roles;

c) are not involved in any evaluation of students, school personnel or program or
made a party to personal information regarding students, their families or staff
unless it is critical to the performance of their duties as a volunteer and
specifically released under the provision of the Municipal Freedom of Information
and Protection of Privacy Act and Board policies;

d) treat as confidential all personal information which they may acquire in the
course of their involvement in the school.

Supervision of Students in Physical Education/Sports Activities

411 ‘olunteer coaches may, at the discretion of the principal and under the direct
supervision of a regular staff member, participate in extra-cumicular physical education
activities.

412 Under exceptional circumstances, following consultation with the school council, with
the approval of the principal of the school and the Superintendent of Schools, teams
may be coached by volunteers. Community volunteers will be subject to the high-risk
screening process described in 4.23 below. All non-employee volunteer coaches must
be qualified as a coach for the sport in question, be present at every practice and game,
and authorized through completion of a Letter of Agreement as provided in the National
Capital Secondary School Athletic Association Constitution (NCSSAA). Parents of
those students involved must sign a consent form acknowledging that they understand
that there will be no staff member involvement. A sample consent form is provided in
Attachment E to this procedure.

413 The level of supervision required and specific directives for each physical education
sport or activity is specified in the Ontario Association for the Supervision of Physical
and Health Education (OPHEA) Physical Education Safety Guidelines (Elementary) and
(Secondary). These Guidelines can be referenced on the Board's electronic bulletin
board (BEAM). A summary of supervision guidelines by category of supervision as
defined in 2.4 of this procedure is provided in Attachment D.

4.14 The NCSSAA Constitution recommends that any school entering a NCSSAA sponsored
competition should be under the control of a regular staff member of the school. The
regular staff member should be present, on the bench and available to facilitate and
maintain educational direction. Regular staff member means a person who is on the
teaching or support staff of the participating school. This does not include a daily
occasional teacher.
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415 MNon-teaching personnel may be permitted to coach MCSSAA teams without teacher
supervision with the approval of the principal and designate of the school concerned,
and upon completion of a Letter of Agreement. These individuals must be at least
twenty-two (22) years of age. However, a member of the school's teaching staff must
be present and responsible for the team at all NCS5AA and OFSAA Championships
and at all OFSAA-sanctioned toumaments.

416 Ateacher from the same school should accompany and be responsible for the team at
out-of-town non-0FSAA competitions. A supervisory adult, as approved by the
Principal of the school and of the same sex as the athletes, should be present and on
site for the duration of the competition.

Liability

417 In any school-sponsored activity that is undertaken by a volunteer, the Board's liability
insurance regarding negligence will apply. Volunteers should be aware that the Board's
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.

Medical Reguirements of the Board

418 In a manner consistent with the practices of the City of Ottawa Public Health
Department for the admission of students from foreign countries, volunteers recently
arrived from some countries may be reguired to have a Mantoux tuberculosis skin test
andfor chest x-ray prior to beginning their assignment in OCDSB schoals.

Screening and Risk Management

419 Recognizing that the welfare of students is at all times of paramount importance, all
Board employees are required to exercise their full responsibility for the care, welfare
and supervision of pupils. In this regard, all volunteers must be assessed as to their
suitability for placement within a school or program setting.

420 The process of screening for volunteers begins at the very moment a person applies or
is recruited to the time he/she terminates this commitment. The degree of screening is
dependent upon the volunteer activity, the extent of interaction with, and responsibility
for, students, and the degree of direct supervision of the volunteer. Levels of risk are
outlined below:

LEVEL OF RISK
low risk * in classroom under direct supervision of staff
e * in open, common area (for example, hallways,
medium risk library, gym) with intermittent observation
& * inisolated area working with group of students
high risk + inisolated area working with one or two students
*  cogching or other group activity off-site

421 Initial screening tools include but are not limited to:
a) volunteer intake interview;

b) reference checks;
c) police record check;

d) TE tests
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MNote: The techniques for screening volunteers are defined in the Ottawa Network for
Educations (ONFE's) Volunteers in Education = A Handbook for Educators.

Screening Procedures

422

423

Most volunteer activities in the school are considered low risk; for example, if the parent
volunteer is working in the classroom or an open, common area with a group of
students under direct supervision or intermittent observation by staff. Where the
principal deems the volunteer activity to be of low risk, the principal or designate may
allow a parent to volunteer without screening as outlined in 4.23 below, provided the
principal or designate has verified that the parent volunteer has the necessary skills
and/or experience and does not require a TB test.

Where the principal deems the volunteer activity to be of medium to high risk and for all

community volunteers, the principal or designate will complete the screening procedure

that follows:

a) Before the parent (medium to high risk activity) or community volunteer begins
placement:

(i complete and file a Volunteer Interview Form (Attachment A);

(i) complete and file Reference Check (Attachment B). If possible, two
different types of references are required (professional, personal'character
or family). The applicant should provide written permission to contact
referees;

(iiiy  verify and file a Police Reference Check if applicable. A police record
check is advisable when the proposed volunteer position is determined as
high risk;

{iv)  wverify and file record of TB test, if applicable;

(v} complete and file SchoolVolunteer Agreement Form (Attachment C;

(vi)  conduct crientation to the school/Board and provide information regarding
school/Board policies concerning volunteers such as discipline,
confidentiality, and disclosure of abuse;

(vii) provide training for the specific volunteer position.

MNote: Where the principal or designate utilizes the services of community
organizations such as the Ottawa Network for Education (ONFE) in recruiting,
screening and placing community volunteers, steps i) through iv) are the
responsibility of the community organization, while steps v) through viil) are the
responsibility of the school.

b) After the volunteer begins the placement, the principal or designate is
responsible for:

(i) ongoing supervision and evaluation of the volunteer. If a volunteer's
performance is deemed unsatisfactory, the supervising staff member will
inform the volunteer, review performance, retrain or reassign or advise the
volunteer that hisfher services are no longer desired;

(i) immediately reporting and appropriately dealing with a staff member's
concerns or doubts regarding the volunteer's character or actions, in
accordance with Board policies and procedures.

(i) If the degree of risk assigned to a volunteer's task significantly changes, or
if a volunteer is assigned a new task with a higher risk level, the screening
process should be reviewed.
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