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3110: School Volunteers (A/P) 
Approved: 03 03 11 
Amended: 26 03 03 

        
Issu e d  u n de r  t h e  a u t h or it y o f t h e  Su pe r in t e n de n t  in  a cco rd a n ce  wit h  Boa rd  Po licy – Ro le  o f t h e  
Su p e r in t e n d e n t . 

 
BACKGROUND 
 
Pacific Rim  School District va lues the  con tribu tion  of volun teers in  supporting studen t learn ing and 
school activities. Volun teers enhance  educa tiona l opportun ities and strengthen  connections between  
schools and  the  b roader com m unity. 

Pacific Rim  School District is  com m itted  to m ain ta in ing safe , secure , and well-supervised  lea rn ing 
environm ents. Volun teers support school program s under the  d irection of District em ployees and  do 
not rep lace  or d isp lace  sta ff. 

Th is Adm inistra tive  Procedure  estab lishes consisten t requ irem ents for the  recru itm ent, screen ing, 
supervision , conduct, and  risk m anagem ent of volun teers. 

 
1.0 GENERAL PRINCIPLES 

1.1 Volun teers supp lem ent and  support school p rogram s bu t do not assum e responsib ility for 
instructiona l, or p rogram  decision-m aking. 

1.2 The  Board re ta ins responsib ility and  au thority for a ll school p rogram s and  school-sponsored  
activities through  its em ployees. 

1.3 Volun teers sha ll: 

• Work under the  supervision  of a  designa ted staff m em ber 
• Follow a ll school and  District expecta tions 
• Mainta in  confiden tia lity 
• Not access student records 
• Not d isp lace  em ployees 

 
2.0 CRIMINAL RECORD CHECK REQUIREMENT 

2.1 All adu lt volun teers m ust com ple te  a  Crim ina l Record Check (CRC) through  the  Crim ina l Records 
Review Program  prior to  com m encing volunteer se rvice . 

2.2 A volun teer m ay not begin  se rvice  un til CRC clearance has been rece ived  and  reviewed . 

2.3 CRC renewals sha ll occur in  accordance  with  p rovincia l requ irem ents or District d irection . 
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2.4 Where a  CRC iden tifies a  concern , the  Superin tenden t or designa te  sha ll de te rm ine  su itab ility 
for volun teer se rvice . 

2.5 The  requ irem ent for a  CRC applies regard less of: 

• Level of supervision 
• Dura tion  of activity 
• Frequency of involvem ent 

 
3.0 RECRUITMENT AND SCREENING 

3.1 Recru itm ent, screen ing, and  assignm ent of volun teers is the  responsibility of the  school 
p rincipa l or designa te . 

3.2 Volun teers sha ll: 

• Com ple te  a  Volun teer Applica tion  Form  
• Provide  re fe rences where  requ ired 
• Participa te  in  an  in te rview where  deem ed appropria te  

 
3.3 Screen ing decisions sha ll consider: 

• Nature  of the  volun teer role  
• Degree  of studen t con tact 
• Level of supervision 
• Skills, experience , and suitab ility 

 
3.4 Docum enta tion  of screen ing sha ll be  m ainta ined  a t the  school and provided  to the  District 
Office  upon  request. District form s (Form  6100-12, Form  6100-13, Form  6100-15, and  Form  6100-
16), ava ilab le  on  the  Sta ff Porta l, support th is p rocess. 

3.5 The  principa l m ay decline  or term ina te  volun teer se rvice  a t the ir d iscretion . 
 

4.0 ORIENTATION AND SUPERVISION 

4.1 Volun teers sha ll rece ive  orien ta tion  appropria te  to  the ir role , which m ay include : 
 

• School Code of Conduct 
• Confiden tia lity expectations 
• Em ergency procedures 
• Sign-in  and visitor p rotocols 
• Acciden t and  inciden t reporting 
• Safe ty p rocedures 
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4.2 Volun teers are  visitors and  m ust report to  the  school office  upon  arrival un less otherwise  
d irected . 

4.3 A designa ted staff m em ber is responsib le  for: 

• Provid ing d irection  and  supervision 
• Ensuring studen t sa fe ty 
• Monitoring volun teer activities 

 
4.4 Volun teers sha ll not be  le ft in  sole  supervisory charge of studen ts un less expressly authorized 
by the  principa l and  consisten t with  District p rocedures. 

 
5.0 CONFIDENTIALITY AND PRIVACY 

5.1 Volun teers m ust m ain ta in  strict confiden tia lity regard ing: 

• Student inform ation 
• Studen t behaviour 
• Staff m atte rs 
• School opera tions 

 
5.2 Volun teers sha ll not access studen t records. 

5.3 Questions or concerns m ust be  d irected  to the  supervising sta ff m em ber or school 
adm in istra tion . 

 

6.0 STUDENT SAFETY CONSIDERATIONS 

6.1 Where a  volun teer works d irectly with  a  studen t who has a  known m edica l condition that cou ld  
resu lt in  an  em ergency, appropria te  in form ation  sha ll be  shared  with  consen t. 

6.2 Where a  volun teer m ay be  exposed  to  foreseeab le  behavioura l risk, assignm ents sha ll be  
structured to  ensure  sa fe ty. 

 
7.0 COMMUNITY COACHES 

7.1 A com m unity coach  is a  volun teer who is not an  em ployee  of Pacific Rim  School District and  
provides coach ing se rvices to  a  school team . 

7.2 Com m unity coaches m ust: 

• Com ple te  a  Crim ina l Record  Check 
• Have  a  designa ted  Educator-in -Charge 
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• Com ply with  BC School Sports Associa tion  gu ide lines 
• Dem onstra te  appropria te  qua lifica tions and  tra ining 

 
7.3 The  Educa tor-in -Charge  re ta ins overa ll responsib ility for the  program  and  m ust: 

• Be in  the  bu ild ing during practices 
• Be present a t gam es, tournam ents, and  trave l even ts 
• Ensure supervision a ligns with  District fie ld  trip  and  studen t supervision procedures 

 
7.4 Com m unity coaches do not assum e the  role  of Educa tor-in -Charge for fie ld  trips or trave l 
activities. 

 

8.0 CONDUCT 

8.1 Volun teers sha ll: 

• Dem onstra te  respectfu l and  professiona l conduct 
• Follow District and school expecta tions 
• Model appropria te  behaviour 
• Refra in  from  adm in iste ring d iscip line  beyond  sta ff d irection 

 
8.2 Com pla in ts regard ing volun teers sha ll be  addressed  by the  p rincipa l or designa te . 

 

9.0 LIABILITY AND INSURANCE 

9.1 Volun teers are  covered  by District liab ility insurance  when  acting with in  the  scope  of the ir 
assigned du ties. 

9.2 Cla im s aga inst volun teers a re  governed  by section  91 of the  School Act. 

9.3 Any inciden t tha t m ay give  rise  to a  cla im  m ust be  reported im m edia te ly to  school 
adm in istra tion . 

9.4 Volun teers serve  withou t expecta tion  of com pensa tion . In  lim ited circum stances, and  consisten t 
with  District and  cu ltu ra l p rotocols, a  m odest token  of apprecia tion  m ay be p rovided  a t the  
District’s d iscre tion . 
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FORMS AND DOCUMENTATION  
(Availab le  on  the  SD70 Sta ff Porta l — sta ff access on ly)  

• Volunteer Screen ing (Form  6100-12)  
• Volunteer Hea lth /Medical Form  for Higher Care  Off-Site  Activities/Trave l Excursions (Form  6100-

13)  
• Volunteer Applica tion  for Higher Care  Off-Site  Activities/Trave l Excursions (Form  6100-15)  
• Volunteer Consen t and  Acknowledgem ent of Risk for Higher Care  Off-Site  Activities/Trave l 

Excursions (Form  6100-16)  
 

RESOURCES AND REFERENCES 

 
• Policy XXX Off-site Experience / Field Trips  
• Policy 320 Conveyance of Students  
• Policy 410 Criminal Record Review 
• Policy XXX: Administration of Medication and Student Health Support  
• Policy XXX: Anaphylaxis  
• AP XXXX Conveyance of Students  
• AP 3110 School Volunteers  
• AP 3200 School Bus Transportation for Extra-Curricular Activities  
• AP XXXX Administration of Medication and Student Health Support  
• AP XXXX: Anaphylaxis  
• AP XXXX: Criminal Record Review 
• YouthSafe Outdoors: Safety First! Guidelines for BC School Off-site Experiences   


