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PISCATAWAY

TOWNSHIP SCHOOLS




MESSAGE FROM THE SUPERINTENDENT OF SCHOOLS

One of the highest callings in our society is the role of volunteer. For you, all rewards from your efforts is intangible, and when you volunteer, our students are the winners.

This Volunteer Handbook is designed to acquaint you with our standard policies and procedures. Not all of them are applicable to you but they provide you with a level of awareness about our district operations. 

The Handbook is also a reflection of where our vision for the children of Piscataway is headed. Our district Strategic Plan emphasizes three important goals - Academic Achievement for All, high-quality Customer Service, and a Community United behind every student. 

Whatever your responsibilities, you are involved in the success of our three goals. You represent our district, safeguard our students, and work for our families. You help us meet our core mission – educating students. 

Sincerely,
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Robert L. Copeland

Superintendent of Schools

INTRODUCTION

The Volunteer Handbook is a compilation and condensation of district policies, procedures and guidelines that may pertain to you duties as a supervised or unsupervised volunteer for the Piscataway Township School District. It was developed in the Human Resources Department for your reference and should only be used as a guide. Your supervising administrator is your best resource for specific duties and guidance related to your volunteering.

Although School Policies included in this handbook are directives and/or law for school employees, we ask that you also adhere to the policies as adopted by the Piscataway Township Board of Education.

PLEASE NOTE: This handbook is not intended as a source of any legal rights in itself, but solely as a convenient reference tool to summarize rights and obligations set forth elsewhere. Nothing in this handbook shall add to, supplement, supersede or override the rights and obligations of the Piscataway Township Board of Education or you, as a volunteer, under any case law governing the terms and conditions of being a volunteer.

TABLE OF CONTENTS

	
	                                                                                                Page

	
	
	

	SECTION I  -
	Standards and Conduct…………………………………..
	5

	
	Affirmative Action/Equal Opportunity/Harassment……….
	5

	
	
	

	
	
	

	SECTION II  -
	District Policies……………………………………………
	6

	
	Fingerscanning……………………………………………...
	6

	
	Application for School Volunteer…………………………..
	6

	
	Affidavit for Volunteer Worker……………………………
	6

	
	Visitor’s Badge……………………………………………..
	7

	
	Exposure Control/Right to Know…………………………..
	7

	
	Smoke-Free District………………………………………...
	7

	
	Fire Drills…………………………………………………...
	8

	
	
	

	
	
	

	SECTION III  -
	General Regulations & Guidelines……………………….
	8

	
	Conduct and Dress………………………………………….
	8

	
	Drug and Alcohol Free Workplace…………………………
	8

	
	Substance Abuse……………………………….…………...
	9

	
	Child Abuse/Neglect Reporting Requirements…………….
	9

	
	
	

	
	
	

	
	
	

	SECTION IV  -
	Acknowledgement…………………………………………
	11


SECTION I - STANDARDS AND CONDUCT

Affirmative Action/Equal Opportunity/Harassment

(Policy 2224)

State and Federal Statutes and Regulations prohibit school districts from discriminatory practices in employment, or education opportunity against any person by reason of race, creed, color, national origin, ancestry, age, marital status, civil union status, domestic partnership status, affectional or sexual orientation, genetic information, sex, gender, identity or expression, disability or atypical hereditary cellular or blood trait, liability for service in the Armed Forces of the United States, nationality, or refusal to submit to a genetic test or make available the results of a genetic test and such other legally protected categories as prescribed by law.

The Board of Education recognizes an employee’s right to freedom from employment discrimination includes the opportunity to work in an environment untainted by sexual harassment. Sexually offensive speech and conduct are wholly inappropriate to the harmonious employment relationships necessary to the operation of the school district and intolerable in a workplace to which the children of this district are exposed. 

Sexual harassment includes all unwelcome sexual advances, requests for sexual favors, and verbal or physical contacts of a sexual nature that would not have happened but for the employee’s gender. Whenever submission to such conduct is made a condition of employment or a basis for an employment decision, or when such conduct is severe and pervasive and has the purpose or effect of unreasonably altering or interfering with work performance or creating an intimidating, hostile, or offensive working environment, the employee shall have cause for complaint. 

The sexual harassment of any employee of this district is strictly forbidden. Any employee or agent of this Board who is found to have sexually harassed an employee of this district will be subject to discipline which may include termination of employment. Any employee who has been exposed to sexual harassment by any employee or agent of this Board is encouraged to report the harassment to an appropriate supervisor. An 

employee may complain of any failure of the Board to take corrective action by recourse to the procedure by which a discrimination complaint is processed.

The district maintains a working environment that is free from all discriminatory practices and harassment of any kind. Staff may file a formal grievance related to harassment or on the grounds of any perceived violation of an individual’s rights. The affirmative action officer will receive complaints and carry out a prompt and thorough 

investigation to protect the rights of both the person making the complaint and the alleged harasser. 

Findings of discrimination or harassment will result in appropriate disciplinary action. 

The district Affirmative Action Officer for employees and students is Dr. Diane Janson .  She can be reached at (732) 572-2289 extension 22554. 

SECTION II - DISTRICT POLICIES

Fingerscanning

Board Policy requires that all unsupervised volunteers go through a Criminal Background Check administered by Morphotrak, for the State of New Jersey, Office of Criminal History Review.

Please contact the Office of Human Resources at 732-572-2289 extension 22540 for further information.

Application For School Volunteer

An Application for School Volunteer Worker must be completed annually by all supervised and unsupervised volunteers.

Affidavit For Volunteer Worker

An Affidavit for Volunteer Workers certifying, under penalties of perjury, that you have not been convicted in New Jersey or any other state or jurisdiction of any crime or disorderly persons offense involving sexual offenses, child molestation, endangering welfare of children or incompetents, arson, armed robbery, aggravated assault, kidnapping, murder, manslaughter, or violations of the New Jersey Controlled Dangerous Substance Act must be completed and signed annually.

It is the obligation of the volunteer to notify the Principal of the School or Teresa Rafferty, the Director of Communication, Planning & Community Education at 732-572-2289 extension 22522, if your status changes during the school year.

Visitor’s Badge

All volunteers are required to sign the visitor’s log in the reception area at all locations. Volunteers must wear a visitor’s badge at all times. 

The Worker and Community Right to Know Act

On August 29, 1985, the Governor of the State of New Jersey signed the "Worker and Community Right to Know Act."  This Act was the result of growing concern over the proliferation of hazardous substances in the workplace and the environment and the potential adverse effects these substances may have upon the health, safety, and welfare of workers and the public.  The underlying philosophy of this legislation is that individuals have an inherent right to be informed of the potential risk posed by hazardous substances.

The Piscataway Township Board of Education has developed a comprehensive system for disclosing and disseminating information about hazardous substances used within the 

district.  This plan meets the requirements of the "Worker and Community Right to Know Act."  The district has worked toward ensuring continued compliance to the requirements of the Act by annually updating the required documents and training procedures.

Documents required by the Act are on file and available for review in the office of the Business Administrator and the offices of each Building Principal, and supervisors of the Maintenance, Transportation, and Food Services departments.

Smoke-Free District

(Policy 3515)

In order to prevent pupils and employees from an environment potentially damaging to their health, the board prohibits smoking in all district buildings or anywhere on school property. For purposes of this policy, “smoking” means the burning of a lighted cigar, cigarette, pipe, or any other matter or substance which contains tobacco. Chewing tobacco is also specifically prohibited by this policy. 

Fire Drills

Fire drill procedures are posted at each school site in each room and office area and should be followed in an orderly manner. Scheduled fire drills will be conducted as required by law during the school year. 

SECTION III - GENERAL REGULATIONS & GUIDELINES

Conduct and Dress

(Policy 4119.22/4219.22)

The Board of Education endorses the code of ethics for professional educators published by the National Education Association. The Board of Education expects all staff members to be neatly groomed and dressed in clothing suitable for the subject of instruction, the work being performed, or the occasion. 

The personal life of an employee is not an appropriate concern of the board except as it may directly prevent the employee from performing his/her properly assigned functions during the workday or affect his/her professional relationship with pupils. 

When an employee, either within the schools or outside normal duties, creates conditions under which the proper operation of the schools is affected, the board upon recommendation of the superintendent and in accordance with statute shall determine whether such acts or lack of actions constitute conduct unbecoming a school employee, and if so, will proceed against the employee in accordance with law. 

Unbecoming conduct sufficient to warrant board review may result from a single flagrant incident or from a series of incidents. 

Drug and Alcohol Free Workplace

(Policy 4119.23/4219.23)

The use of alcoholic beverages in school worksites is prohibited. The unlawful manufacture, distribution, dispensing, possession of, use of or sale of any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana, or any other controlled substance on or in school worksites is prohibited.  Please refer to policy 4119.23/4219.23 for detailed information.

Substance Abuse

Drug and alcohol abuse and/or dependence pose a serious threat to the physical and psychological well-being of all members of the educational community.  Please become familiar with the information provided below on the dangers of substance abuse.
Alcohol is the number one drug of choice.  Alcoholism is an equal opportunity illness.  Nobody starts drinking so they can become alcohol dependent, but it happens to at least one in ten people in America.  Alcohol is a major factor in domestic violence and most auto accidents.  

Illegal drugs like marijuana, heroin and cocaine are easily accessible in New Jersey.  Legal prescription drugs can be very effective, but using drugs without the supervision of a physician or for purposes different from their intended use can lead to serious consequences.  Addiction has no socioeconomic restrictions.  

Child Abuse/Neglect Reporting Requirements

(Policy 5141.4)

All school employees, volunteers, and interns are required by law to report suspected abuse/neglect, whether or not substantial corroborative evidence is available.  It is the responsibility of the district's staff to report all cases of suspected abuse, abandonment, cruelty, or neglect, resulting in physical or mental injury by other than accidental means, to the Division of Youth and Family Services and to appropriate school administrators.  Any person who reports abuse or neglect pursuant to the law or testifies in a child abuse hearing resulting from such a report is immune from any criminal or civil liability as a result of such action.  The telephone hotline to report suspected child abuse is 1-877-NJABUSE.

Penalty for failure to report: Any person who knowingly fails to report suspected abuse or neglect, pursuant to the law or to comply with the provisions of the law is a disorderly person and subject to a fine up to $500 or up to six months imprisonment, or both.  

In addition, whenever a staff member is suspected or alleged to have engaged in inappropriate conduct with or toward a student, the Institutional Abuse Investigation Unit (IAIU) shall be notified immediately.  The IAIU can be reached at 1-877-NJABUSE. 

The Board of Education approved a policy on Child Abuse and Neglect that addresses abuse/neglect and reporting procedures.  Staff must familiarize themselves with this policy.  (See Policy 5141.4 on the district Internet site.)

Some indicators for identifying those children who are victims of child abuse may include, but are not limited to, the following:

Child Abuse Detection: Educators should take note of a child who:

1. Is habitually away from school and constantly late;

2. Arrives at school very early and  leaves very late because he/she does not want to go home;

3. Is compliant, shy, withdrawn, passive, and uncommunicative (perhaps having internalized his/her problem of dealing with adults);

4. Is nervous, hyperactive, aggressive, disruptive, or destructive (perhaps acting out his/her hurt to secure attention);

5. Has an unexplained injury--a patch of hair missing, a burn, a limp, or bruises;

6. Has an inordinate number of "explained" injuries such as bruises on his/her arms and legs over a period of time;

7. Exhibits an injury that is not adequately explained;

8. Complains about numerous beatings;

9. Complains about the mother's boyfriend "doing things" when the mother is not at home;    

10. Goes to the bathroom with difficulty;

11. Is inadequately dressed for inclement weather with, for example, only a sweater in winter for outerwear;

12. Wears a long-sleeved blouse or shirt during the summer months to cover bruises on the arms;

13. Has clothing that is soiled, tattered, or too small;

14. Is dirty and smells, or has bad teeth, hair falling out, or lice;

15. Is thin, emaciated, and constantly tired, showing evidence of malnutrition and dehydration;

16. Is usually fearful of other children and adults; or

17. Has been given inappropriate food, drink, or drugs.

SECTION IV - ACKNOWLEDGEMENT

This is to acknowledge that I have received a copy of the Piscataway Township School District Volunteer Handbook and am aware of the following provisions:

· It is my responsibility to read the handbook and to understand the outlined policies and procedures. 

· The full content of the policies outlined in this handbook, as well as all other policies appear on the district’s website (www.piscatawayschools.org), which is accessible by using any district computer.  

· I can receive assistance with questions relating to the handbook from Teresa Rafferty, Director of Communication, Planning, & Community Education, or my supervising administrator.

_______________________________

____________________________

    Volunteer’s Name (Please Print)


             School/Department

________________________________

_____________________________

             Volunteer’s Signature




  Date
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