Volunteering at Rothesay Elementary School

Dear Volunteer,

Thank you for your interest in Rothesay Elementary School.
We love having volunteers in our school.

[ am the Community School Coordinator, and I oversee the volunteer
activities at RES, so all of your questions and completed forms should be
forwarded to me, either through the main office or directly via email:
Melanie.KoteffBackman@nbed.nb.ca

Here is the information that you need to get started with volunteering at RES.

1. All volunteers must read the attached “Volunteer Information Brochure™ from ASD-S as
well as the “Volunteer Orientation Information for Rothesay Elementary School”.

2. All volunteers must submit a completed “RES Volunteer Screening Declaration Form™.

3. All volunteers who will be working directly with children must complete and submit the
Policy 701 Validation Questionnaire. http://701.nbed.nb.ca/

4. All volunteers who will be working directly with children must submit a current
Vulnerable Sector Record Check. These are valid for three years at RES. You will need
the “Consent for Criminal and Vulnerable Sector Record Checks™ document to complete
this process. Since the police are now issuing the results of the Vulnerable Sector Record
Checks in electronic form only, you can either print it out and send it in to me or forward
me the electronic copy. If you choose the latter, then I will also need the PIN to open the
file.

Please note that you will be submitting three (3) separate documents: The RES Volunteer
Screening Declaration Form, the completed Policy 701 Validation Questionnaire, and the
completed Vulnerable Sector Record Check.

Please contact me if you require any assistance.
Sincerely,

Melanie
Melanie Koteff Backman

Community School Coordinator
Rothesay Elementary School
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Volunteer Orientation Information for Rothesay Elementary School
updated September 2024

Welcome to RES. We are so glad to have you here!

1.

8]

Your first task will be to complete all of the paperwork and submit it to the Community
School Coordinator. A Vulnerable Sector Record Check and the Policy 701
Questionnaire are required when volunteering with students at RES.

When you enter and exit the school, please sign in and out at the main office. This helps
us to keep track of everyone that is in the building.

Washrooms are located to the right of the main entrance.

If you are in the school during an emergency procedure, do the following:

a. For a fire alarm, leave the building quickly and calmly. Wait at a distance from
the building until you hear the all-clear. The designated spot for
visitors/volunteers is in front of the rainbow crosswalk. If you have signed in,
someone will use that information look for you to make sure you evacuated
safely.

b. For a lockdown, cover all windows, lock the door, and hide in the room. Wait
there until you hear the all-clear.

It is a good idea to have the contact information for the school and, if relevant, the
teacher you will be working with. That way you can call or e-mail if you are not able to
make it on a day that you had planned to come in. If you are working with a particular
student, it is also a good idea to give the teacher your contact info so that you can be told
if the student is absent at a time you had planned to come to the school.

Please keep our students’ allergies and sensitivities in mind. We are a nut-free zone and
there are also other food allergies that can cause anaphylaxis in some students.

RES is a scent-reduced environment, so we are encouraged to reduce or avoid strong
scented products when possible.

If you have any questions during your volunteering time, please do not hesitate to contact
the Community School Coordinator.

[ something unexpected* occurs, you have a few options. After you have resolved the
1ssue, please make a note of it to follow up with the Community School Coordinator or
other school employee you are working with. *This might be anything from a student
vomiting to a toilet overflowing or a dispute between two students.

a. You can call the office for help: 506-847-6203, or use the intercom if you are in a
classroom.

You can send the student(s) to the office. The main desk is always attended.
You can send one or two students to get a specific person to assist.
1. Community School Coordinator = Melanie Backman
ii. Vice Principal = Jeanette McLeneghan
iii. Principal = Sarah Blanchard




RES Volunteer Screening Declaration Form

Name (please print):

Phone: E-mail:

I am volunteering for (please name activity):

I residing in hereby
declare that I have no criminal record and have no history that would prevent me from working
with children of the general public. I declare that I have no interactions at schools in the past that
would prevent me from working within, and helping to create, a positive school environment.
Furthermore, 1 recognize that I am obliged to inform the appropriate supervisor if I am charged,
tried, or convicted of any offense under the Criminal Code or under any other provincial or
federal statutes that would prevent me from working with children of the general public.

I recognize that I have a responsibility to protect the privacy of children, parents, members
of the public and staff and shall not disclose confidential or personal information acquired
by virtue of my position.

I recognize the school district reserves the right to decline my volunteer services without
providing me any reason.
Dated: at

Signature of Applicant:

Signature of Witness:

References
Name:

Phone:

E-mail:

Name:

Phone:

E-mail:




In order to get a VULNERABLE SECTOR RECORD CHECK, you will apply ONLINE through the KV Police:
https://www.policesolutions.ca/checks/services/kennebecasis/index.php

You will need to upload a completed copy of the following page during the online application process.
This lets the police know that we are asking for this check for a volunteer, and it should allow you to pay
the volunteer rate for this service. The prompt looks something like this: To continue with your online
Vulnerable Sector application, you are required to upload a letter from the hiring company or volunteer
organization requiring same.



ANGLOPHONE SOUTH SCHOOL DISTRICT
OFFICE OF THE SUPERINTENDENT S ——————

490 Woodward Avenue - Saint John, New Brunswick E2K 5N3 D
Telephone: (506) 658-5300 - Fax: (506) 658-5399 - www.asd-s.nbed.nb.ca

CONSENT FOR CRIMINAL & VULNERABLE SECTOR RECORD CHECKS

Pursuant to Policy 701 of the Department of Education and Early Childhood Development, Anglophone South
School District has established procedures to ensure appropriate reference checks are carried out for all
persons associated with the school system who have unsupervised access to children. This reference check
includes requesting applicants to document criminal record convictions.

You are required to take this form to your local police station to have a:

o Criminal Record Check completed
o Vulnerable Sector Check completed Employee Volunteer

Description of the paid or volunteer position:

Age(s) of the children or vulnerable person(s):

PERSONAL INFORMATION

Given Name Middle Name Last Name (and maiden name if applicable)

Place of Birth (Town/City, Province) Date of birth (d/m/y) Male Female
Social Insurance Number Home Phone

Current Address:

Previous Addresses, if any, within the last 5 years:

Have you ever been convicted of a Criminal Offence for which you have not received a full pardon? Yes No
Description of offence:

Note: for this request to be valid, all information must be completed and returned after checks are done

Individuals may not be considered tor employment or to fill a volunteer role it:

a) There are previous convictions for violent crimes or crimes against children

b) There are previous charges related to violent crimes or crimes against children that did not result in
conviction solely as a result of documented technical reasons.

c) There are previous convictions under the Criminal Code of Canada.

If you require additional information, please do not hesitate to call Susan Moffatt, Director of Human Resources for
Anglophone South School District

Signature of Applicant: Date:

Witness: -.,-:-:-,:;'l}h-_,’.-’é’/}';‘f,-{f
Signature of Official
Anglophone South School District

Revised - May 2019

Bruinswick




