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Harada Elementary 
 

Volunteer Handbook/Code of Conduct 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Respect 
Accountability 

Integrity 
Leadership 

Safety 
 
 

Hold onto the RAILS! 
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Welcome and thank you for your willingness to volunteer your time 
and energy working with our students and staff at Harada Elementary 
School! 
 
Volunteers Represent Our School 
As a volunteer, you not only serve the needs of the children, you also provide a vital link 
between the school and the community. Students, their parents, and the community will 
view you as a representative of the school. This Code of Conduct is to ensure that you 
are aware of our school and district volunteer policies as well as other important 
information. 
 
Getting Started 
District policy requires that ALL parent volunteers adhere to the following:  
 

 A volunteer shall submit a completed volunteer application to the school site.  
 School site staff shall review the application to ensure it has been completed in 

its entirety. 
 School site staff shall verify that the applicant will be assigned less than four 

hours per week (on average). Any volunteers who will be working more than four 
hours per week (on average over a four-week period), if you want to attend and 
chaperone field trips you must be fingerprinted and show proof of a current 
negative TB test.  

I. The cost of fingerprinting through our District is $22.00. Cash or 
Check payment is made to Harada Elementary. 

II. The cost of Private Fingerprinting/Live Scan will vary. (Quicker turn time)  

 
 Site staff shall verify that the applicant is not listed on the State of California 

Megan’s Law website site. 
 Site staff will then notify the applicant that they have been approved to work as a 

volunteer. 
 

VOLUNTEER GUIDELINES 
 
Sign-In of Visitors and Volunteers 
Each volunteer MUST sign in and out in the school office.  You will be asked to show 
your identification and our clerk will scan it through the RAPTOR program, which 
instantly checks the name against registered sex offender lists nationwide. Once the 
visitor has been cleared through Raptor, the system will print a visitor badge with your 
name, picture, and destination.  It is important to note that the Raptor system only scans 
the visitor’s name, date of birth, and photo for comparison with the national database of 
registered sex offenders. Any additional information is not gathered or stored.   
 
Supervision of Volunteers 
School volunteers always work under the direct supervision of the professional staff and 
only with those teachers who have requested the services of a volunteer.  Names of 
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volunteers must be submitted by the teacher in advance as the office staff will NOT 
disrupt the classroom to ask permission for parent volunteers.  
 
 
 
Bringing Additional Volunteers 
For the safety reasons, district policy does not support having non-enrolled children 
(littles or teenagers) on campus.  When you volunteer in the classroom, you must plan 
on coming alone.   
 
Using Staff Work Room 
No children (including your own) are allowed in the workroom.  Please ask for 
assistance when using the paper cutter and copying machines.  Although we appreciate 
your willingness to troubleshoot, please come to the office staff for assistance when the 
copier is not working properly. 
 
Confidentiality 
Like teachers, volunteers are bound by a code of ethics to keep confidential matters 
within the school. The staff and students need to know they can trust you. 
 
Please do not discuss a child's school progress or difficulties with his/her 
parents or any other person. This is the teacher’s responsibility. 
 
Discipline 
Students rarely have behavior problems while working with volunteers. Volunteers may 
not discipline students. Please make the teacher or administration aware of any 
discipline problem that might arise while you are working with a student. 
 
Playground/Lunch Tables  
Only adults employed by CNUSD or volunteers who have been cleared to be on the 
playground may be on the playground with students.  Watch Dog Dads must wear their 
Watch Dog shirts to be allowed on the playground and are assigned that day.  Parents 
that are assisting teachers in their classrooms may not go out onto the playground 
unless given permission by administration.  
 
Restrooms 
Staff restrooms are available for volunteers. We ask that you do not use student 
restrooms. You will need a key (from the teacher you are working with) to use the staff 
restroom nearest the classroom you are assisting in.  
 
Telephones/Cell Phones 
School telephones are for school business. The use of personal cell phones is 
prohibited in classrooms. This includes recording students/staff or taking pictures of any 
students or the classroom/school environment.  Additionally, posting any pictures or 
classroom information onto ANY social media outlet is strictly prohibited. 
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Dress and Behavior 
Take your lead from the professional staff and dress appropriately for the job you are 
doing. Casual clothing is fine, but we ask that your attire be neat and conservative. You 
should not attract any undue attention. Keep in mind that you are setting an example for 
our students. Your speech and behavior should serve as good models for them to 
follow. Profanity as well as topics of adult nature are not permitted at Harada. 
 
Dependability 
Please be prompt and consistent!  We know there will be times when you will be ill, on 
vacation or unable to volunteer for one reason or another.  However, please let the 
teacher know as far in advance as possible.  Remember, the teacher will be expecting 
you on the days you are scheduled to volunteer, and so will the children! If you fail to 
show up at your appointed time on your appointed day, everyone is disappointed.  
Please call or email the teacher to let the teacher know in advance if you are unable to 
volunteer.  
 
Find Out About School Rules 
Become familiar with the rules and policies of our school. Our RAILS matrix is posted in 
every classroom and hallway, as well as the noise level charts.   
 
Fire Drills/Emergency Procedures 
Please follow the directions of staff supervisors in the event of a fire drill or a school 
lockdown drill. In the event that you are on campus during a drill or actual emergency, 
cell phone use is discouraged.  We take our drills and emergency events very seriously 
and expect volunteers to do the same. 
 
Responsibilities of Staff 
Volunteers are an important part of the educational team. The suggestions and opinions 
of volunteers are always welcome. It is the professional staff, however, that is held 
responsible by law for the decisions that are made regarding the instruction of students 
and the management of the school. For this reason, volunteers always work under the 
direct supervision of teachers and administrators. 
 

Is there anything volunteers should not do? 
Yes! The professional staff at your school is responsible for everything that goes on in 
their classrooms including student instruction, safety, and discipline. Volunteers 
supplement and support the program, but may NOT: 
 

 Walk through the staff lounge 
 Provide the curriculum or teaching plan 
 Discipline students 
 Take charge of the classroom for any length of time 
 Have access to materials in students' permanent record files (psychological 

records, grade cards, health histories, etc.) 
 Diagnose student needs 
 Evaluate achievement 
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 Counsel students 
 Discuss student progress with parents 
 Use their volunteer status to encourage students to associate with them outside 

the school environment 
 Take pictures or record students or staff using cell phones  
 Give students food 

 
 

HELPFUL HINTS 
1. Call students by name at each opportunity - A child's name is very important. 

Make every effort to pronounce and spell each child's name correctly. 
2. Closely observe the techniques used by the teacher - Try to model these 

instructional methods when working with students. 
3. Accept children as they are - Each child is unique. Some children may be very 

different from your own child(ren). Be ready to accept these differences in 
background, values, vocabulary, and aspirations. 

4. Be firm with students, but also be warm and friendly - Let each child know that 
you care about him/her. 

5. Encourage and praise students - Use positive comments that will make children 
feel good about themselves even when they are having difficulty. Avoid saying 
anything that will make students feel bad about themselves or their ability to 
learn. Be ready to praise children for even the smallest successes! 

6. Encourage students to do their own thinking - Try not to give students the 
answers before they have had an opportunity to solve questions on their own. 
Give children plenty of time to answer your questions. Silence often means that a 
child is thinking. Beware of the occasional students who may try to get you to do 
their work for them. 

7. Follow the teacher's lead - Always be consistent with the teacher's rules for 
classroom behavior. Do not allow children to do things their teacher does not 
allow. Remember, the teacher is always available and ready to handle discipline 
problems.  Make sure the children with whom you are working do not disturb the 
rest of the class. 

8. Reinforce positive behavior - When children (especially younger students) are 
displaying appropriate behavior, always let them know how proud you are of 
them and how much you appreciate their effort. This will encourage them to try 
even harder. If possible, do not pay attention to a child who shows minor 
misbehavior problems, but do note things the child is doing well and praise 
him/her for it. 

9. Remember it is okay if you do not know all the answers - Admit to the children 
that you do not know the answer or are not sure what to do. Work the answers 
out together with the students or feel free to ask the teacher for assistance. 

10.  Keep students on task - You will want the children to learn as much as possible 
during the short time they spend with you. Keep the lesson or activity moving. Try 
to avoid letting one or more students get you or the group off track for long 
periods of time by discussing topics that have nothing to do with the lesson. 

11.  Supervise students carefully - Under no circumstances should you leave a 
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student or small group of students without supervision. Always be fully aware of 
what students are doing at all times. 

 
 
Thank you for volunteering at Harada Elementary. Our staff and students appreciate 
your time and contributions to our school community!  
 
Please sign the following code of conduct page indicating that you have read this 
Handbook.  Turn the signature into the school office. Please keep this packet for your 
reference in the future. 
 
Thank you!  
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Harada Elementary Volunteer Code of Conduct Agreement 
 
 
I, ____________________________, have read the Harada Elementary Volunteer Handbook 
and Code of Conduct.  I fully understand and agree to abide by the guidelines set forth in the 
Handbook. I also understand failure to comply with these directives will result in my no longer 
being able to volunteer at Harada Elementary. 
 

Sign-In of Visitors and Volunteers 
Each volunteer MUST sign in and out in the school office.  You will be asked to show your 
identification and our clerk will scan it through the RAPTOR program, which instantly checks the 
name against registered sex offender lists nationwide. Once the visitor has been cleared through 
Raptor, the system will print a visitor badge with your name, picture, and destination.  It is 
important to note that the Raptor system only scans the visitor’s name, date of birth, and photo for 
comparison with the national database of registered sex offenders. Any additional information is 
not gathered or stored.   
 
Supervision of Volunteers 
School volunteers always work under the direct supervision of the professional staff and only with 
those teachers who have requested the services of a volunteer.  Names of volunteers must be 
submitted by the teacher in advance as the office staff will NOT disrupt the classroom to ask 
permission for parent volunteers.  
 
Bringing Additional Volunteers 
For the safety reasons, district policy does not support having non-enrolled children (littles or 
teenagers) on campus.  When you volunteer in the classroom, you must plan on coming alone.   
 
Using Staff Work Room 
No children (including your own) are allowed in the workroom.  Please ask for assistance when 
using the paper cutter and copying machines.  Although we appreciate your willingness to 
troubleshoot, please come to the office staff for assistance when the copier is not working 
properly. 
 
Confidentiality 
Like teachers, volunteers are bound by a code of ethics to keep confidential matters within the 
school. The staff and students need to know they can trust you. 
 
Please do not discuss a child's school progress or difficulties with his/her parents or any 
other person. This is the teacher’s responsibility. 
 
Discipline 
Students rarely have behavior problems while working with volunteers. Volunteers may not 
discipline students. Please make the teacher or administration aware of any discipline problem 
that might arise while you are working with a student. 
 
Playground/Lunch Tables  
Only adults employed by CNUSD or volunteers who have been cleared to be on the playground 
may be on the playground with students.  Watch Dog Dads must wear their Watch Dog shirts to 
be allowed on the playground and are assigned that day.  Parents that are assisting teachers in 
their classrooms may not go out onto the playground unless given permission by administration.  
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Restrooms 
Staff restrooms are available for volunteers. We ask that you do not use student restrooms. You 
will need a key (from the teacher you are working with) to use the staff restroom nearest the 
classroom you are assisting in.  
 
Telephones/Cell Phones 
School telephones are for school business. The use of personal cell phones is prohibited in 
classrooms. This includes recording students/staff or taking pictures of any students or the 
classroom/school environment.  Additionally, posting any pictures or classroom information onto 
ANY social media outlet is strictly prohibited. 
 
Dress and Behavior 
Take your lead from the professional staff and dress appropriately for the job you are doing. 
Casual clothing is fine, but we ask that your attire be neat and conservative. You should not 
attract any undue attention. Keep in mind that you are setting an example for our students. Your 
speech and behavior should serve as good models for them to follow. Profanity as well as topics 
of adult nature are not permitted at Harada. 
 
Dependability 
Please be prompt and consistent!  We know there will be times when you will be ill, on vacation or 
unable to volunteer for one reason or another.  However, please let the teacher know as far in 
advance as possible.  Remember, the teacher will be expecting you on the days you are 
scheduled to volunteer, and so will the children! If you fail to show up at your appointed time on 
your appointed day, everyone is disappointed.  Please call or email the teacher to let the teacher 
know in advance if you are unable to volunteer.  
 
Find Out About School Rules 
Become familiar with the rules and policies of our school. Our RAILS matrix is posted in every 
classroom and hallway, as well as the noise level charts.   
 
Fire Drills/Emergency Procedures 
Please follow the directions of staff supervisors in the event of a fire drill or a school lockdown 
drill. In the event that you are on campus during a drill or actual emergency, cell phone use is 
discouraged.  We take our drills and emergency events very seriously and expect volunteers to 
do the same. 
 
Responsibilities of Staff 
Volunteers are an important part of the educational team. The suggestions and opinions of 
volunteers are always welcome. It is the professional staff, however, that is held responsible by 
law for the decisions that are made regarding the instruction of students and the management of 
the school. For this reason, volunteers always work under the direct supervision of teachers and 
administrators. 

 
 
 
________________________________/________________________  
Name of Volunteer (Print)       Signature  
 
________________________________________________________                                                        
Name of Student/ Grade/ Track  
 
___________________________________ 
Date  



CNUSD Volunteer Application 
 

Corona-Norco Unified School District 
(Revised on 9/10/2010) 

Legal Name: ______________________________________________________________________________________ 
   (First)    (Middle)     (Last) 
Gender: M_____ F _____ Birth Date: ______________ AKA/Nickname ___________________________________ 
 
Street Address _________________________________________ City _____________ State _____ Zip Code________ 
 
Mailing Address __________________________City _________ State ___ Zip______ Home Phone ________________ 
                 (Area Code) 
E-mail address ____________________________________________________Cell Phone_______________________  
               (Area Code) 
 

Student’s Name __________________________________________________________________ Grade ___________ 

Street Address ____________________________________________________________________________________ 
 
City __________________________________________________ State ____________ Zip Code _________________ 
 

 Reading to/with children    Classroom Helper     Library Helper   

 Room Parent      Special event assistance for individual schools 
 

   PTA       Other _____________________________________________ 
 

School/Site ______________________________________________________________________________ 
 

Have you been previously fingerprinted for the Corona-Norco Unified School District?  Yes ____  No _____ 
 

I understand that in applying to serve as a school volunteer, I will be required to comply with Board Policy and 
Administrative Regulation 6801.This includes district staff verifying that my name is not listed on the State of 
California Megan’s Law database. I understand that under certain circumstances I will be required to obtain 
fingerprint clearance, at my expense, and that I will be required to comply with all Riverside County 
Department of Health requirements. Once approved, this application can be revoked by the district.  
 
I certify that, under penalty of perjury, all of the information I have provided is true and correct. 
 
Signature___________________________________________              Date __________________________ 
 

 
School Use Only: 
4 hours or more    yes  no  Confirm Identity/ Photo ID  yes  no 
Megan’s Law clearance   yes  no   
Forwarded for fingerprinting  yes  no              Budget Code# _____________________________ 
 
School Official _______________________________________  Date _________________________ 
 
District Office Use Only: 
Fingerprinting clearance  yes  no 
 
District Official _______________________________________  Date _________________________ 

DISCLOSURE:  All applicants must answer the following question. Failure to answer honestly will disqualify 
the applicant from service as a volunteer. 
 

Have you ever been convicted of a crime?   YES    NO  
 

If yes, describe each conviction in full, even if it was later dismissed, expunged or sealed. Also indicate 
date(s) of crime (s) and in which city, county and state each took place. (Attach a separate sheet if needed.) 
 

_____________________________________________________________________________________ 
 

Previous address if you have lived at current address less than 5 years 
 
 
 
 

I’M INTERESTED IN VOLUNTEERING IN THE FOLLOWING AREAS 
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