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Introduction
The School District of Philadelphia’s Office of Strategic Partnerships (OSP) and United Way of Greater Philadelphia and Southern New Jersey (UWGPSNJ) thank you for your interest in volunteering in Philadelphia public schools. Volunteering is at the core of United Way’s mission. Schools rely on a community of volunteers who donate their time and talents in support of students and the goal of building excellent schools. 
Starting in October 2013, the Office of Strategic Partnerships (OSP) began identifying, organizing, and matching external partner and volunteer resources to better align them with the District’s goals. As part of the ongoing work to build school capacity for coordinating volunteer resources, SDP and UWGPSNJ are partnering to increase volunteerism and improve experiences for all volunteers in our schools. Together, we are building capacity for our city’s volunteer base to make greater collective impact on local public education, and paving the way for the next generation of Philadelphians to be ready for college, careers, and 21st century citizenship. 
Office of Strategic Partnerships (OSP) 
If you have questions about the District’s policies or procedures related to partnerships and volunteers, Office of Strategic Partnerships (OSP) is your first stop. OSP serves as a point of access for external partners (i.e., service providers, volunteers and donors). This includes organizations that wish to strategically align volunteer activities with school needs. OSP is committed to mapping the spread of partnerships and volunteer resources throughout the District, helping coordinate the array of school-community partnerships, and providing excellent customer service to current and future partners. 
OSP is currently surveying partner and volunteer organizations about their resource contributions through its Partnerships Census. Similarly, OSP is taking account of the needs and partnership strengths of 200+ neighborhood schools through its School Partnerships Snapshot. This information is used to match partner resources with school needs more strategically, moving toward the goal of equity across the District. In addition, the partnerships data will complement United Way’s new GET CONNECTED volunteer platform. Together, these interlocking systems constitute a more comprehensive partnerships and volunteer management system that will generate immense value for schools and partners. 
GET CONNECTED Volunteer Portal 
The School District of Philadelphia and United Way are partnering to streamline and strengthen our processes for volunteer management. Starting January 2015, United Way’s new Get Connected Volunteer Portal is their home base for volunteer engagement. GET CONNECTED is a web-based platform that employs a user-friendly model that makes it easy for public/nonprofit “agencies” (schools, in this instance) to reach the right volunteers, donors, and advocates. Similarly, potential volunteers (whether individuals, groups, or organizations) can search for civic engagement opportunities and filter by school, need areas, and events. As a result, public schools and their supporters will be empowered to drive community resources to fill schools’ needs directly.
To set up an agency account, schools will start by selecting an “agency manager” and register the school online. Ideally, the Manager should be the principal, teacher leader, or designated school-community partnerships or volunteer coordinator. To assist with continuity, OSP will also be a co-manager and administrator for registered schools. This allows for coordinated volunteer management and an easier transfer of knowledge in case of principal/staff turnover. Agency registration will require approval by an agency administrator from United Way and/or OSP before it can be made public on the site. Agency (or account) managers can still work on the school’s page under the agency tab, but none of the work will be made public on the site until an administrator has approved it. Afterward, schools can begin posting needs, posting events, recruiting volunteers, approving and tracking volunteer hours, and featuring multimedia clips that provide a snapshot of the school’s strengths and challenges. 
Note: Each school should only have one GET CONNECTED account. Before registering, it’s a good idea to search the site first to ensure that your agency or school does not already have an account. (To search, click Agencies in the Navigation Bar and type the school’s name in the search box.) 

Registration for volunteers follows a similar process. Potential volunteers will be able to browse various school needs upon accessing the site, but they must create a new user account and profile to respond to needs. Individuals, groups, and organizations can set up accounts by clicking the “Login/Join” button on the GET CONNECTED homepage. After submitting basic account information and selecting a password, volunteers will be able to see opportunities, but are unable to respond to a need until their account is approved by a system administrator. When administrative clearance has been granted, volunteers will be free to peruse postings and connect with agencies in need.
 
To get started today, visit volunteer.unitedforimpact.org. For technical assistance and training videos, including step-by-step instructions, access the Agency Managers’ User Manual and these topical instructional videos. 
School District Volunteer Policies

Differentiating Volunteers and Visitors
A “volunteer” is defined as a person who is not a District employee, that is offering services to schools at no cost. 

Individuals participating in one-time or occasional activities in schools are categorized as “visitors.” There are several functional differences between volunteers and visitors, and these have important implications for required clearances, amount of access to children, and level of oversight.  

The School District of Philadelphia has determined that any individual or group voluntarily participating in special events, field trips, or programs (e.g., school meetings, classroom presentations with teacher present, school sales, fundraising events, days of service, etc.) at or for a school on a one-time or occasional basis, will be considered visitors. For these projects, visitors will only have monitored interactions with children, and are not required to obtain criminal background checks. Visitors may not be engaged in activities that permit unmonitored access, supervision, guidance, or control of children.
A visitor will be considered a volunteer if s/he returns to the same school(s) on a full-time basis, part-time basis, or occasionally over an extended period (more than 60 days) and provides services to the school(s) at no cost. At this time, s/he would be required to obtain the appropriate background clearances as determined by Pennsylvania state law. 
 
Table 1: Differentiating Volunteers and Visitors
	
	Occasional Basis
	Recurring (up to 60 days) Basis
	Principal Discretion (Approval Required)
	Unmonitored Interaction with Children
	Background Clearances Required

	Volunteers
	
	✓
	✓
	✓
	✓

	Visitors
	✓
	
	✓
	
	


Volunteer Policies: Pennsylvania State Child Protection Law Changes of 2014

During the 2013-14 legislative session in Pennsylvania, 23 bills were enacted that made changes to laws governing child protection. The following is a summary of the most significant provisions for United Way staff, volunteer organizations, and School District employees to be aware of.

Act 153 of 2014
 sets new clearance requirements for volunteers and goes into effect July 1, 2015.
Act 153
 mandates that any adult defined as a volunteer (and not a visitor) who is responsible for the welfare of children or has direct contact with children must obtain the following criminal background checks, depending on the length and status of PA state residency: 
· A volunteer that has been a resident of PA continuously for the past 10 years is required to obtain:

· Pennsylvania State Police Criminal Record Check (fee waived by governor) – scheduled to be added to epatch online system by July 1, 2015; 
· Department of Human Services (formerly Department of Public Welfare) Pennsylvania Child Abuse History Clearance (fee waived by governor) – scheduled to be added to ChildLine online system by Jul 1, 2015; and
· Signed disclaimer (affidavit) affirming no charges in other states that would prohibit selection as a volunteer. 

· A  olunteer that has NOT been a resident of PA continuously for the past 10 years is required to obtain:
· Pennsylvania State Police Criminal Record Check (fee waived by governor) – scheduled to be added to epatch online system by July 1, 2015; 
· Department of Human Services Pennsylvania Child Abuse History Clearance (fee waived by governor) – scheduled to be added to ChildLine online system by Jul 1, 2015; and 
· FBI Criminal Background Check (fingerprint) for federal criminal history records ($27.50*) – scheduled to be added to Department of Human Services via Cogent online registration/processing by July 1, 2015. 
Act 153
 further stipulates that:
· Volunteers are required to report to the organization any changes in clearance status within 72 hours; 
· Any organization that has a reasonable belief that a volunteer has been arrested or convicted for prohibited offenses or incidents of child abuse must immediately request and pay for clearances; 
· If a volunteer has clearances as of July 1, 2015 which were issued within the past 3 years (36 months), their clearances are good until 3 years from the date of the most recent certification; 
· Clearances issued prior to July 1, 2015 and are more than 3 years (36 months) old must be renewed by July 1, 2016 to avoid interruption of service, but without prior clearances must comply by July 1, 2015; and 
· Volunteer organizations must use the same prohibitive approval criteria as employers, which means no one is eligible to volunteer who has been:
· Named in the statewide database as a perpetrator of a substantiated report of child abuse within the past 5 years of certification; 
· Convicted of a felony drug offense within the 5 years prior to certification; or 
· Found guilty of one or more state or federal offenses including homicide, aggravated assault, a sexual crime, indecent exposure, or endangering the welfare of a child.**
* Tentative pricing – based on current Department of Human Services fees.  

**See Title 23 Pa.C.S. section 6344 (c)
 for full list 

For questions about new clearance requirements for volunteers or the Pennsylvania Child Abuse History Clearance, please contact ChildLine Verification Unit at 717-783-6211 or 1-877-371-5422. 


Act 33 of 2014
 expands the list of mandated reporters and takes effect on December 31, 2014. 
Act 33 of 2014
 extends the list of mandated reporters to include:

· An individual, paid or unpaid, who on the basis of the individual’s role as an integral part of a regularly scheduled program, activity, or service accepts responsibility for a child; 
· An employee of a social services agency, who has direct contact with children in the course of employment; 

· An employee of a child service who has direct contact with children in the course of employment; and 

· Leaders of a regularly established church or other religious organization. 

Mandated reporters are required to make a report of child abuse if the mandated reporter has reasonable cause to suspect the child is the victim of child abuse under any of the following circumstances:

· The mandated reporter comes into contact with a child in the course of employment or through a regularly scheduled program, activity or service; 
· The mandated reporter is directly responsible for the care, supervision, guidance, or training of the child, or is affiliated with an agency, institution, organization, or other entity that it directly responsible for the care, supervision, or training of the child; 

· A person makes a specific disclosure to a mandated reporter that a child is the victim of child abuse; or

· An individual age 14 or older makes a disclosure to the mandated reporter that the individual has committed child abuse. 
Reports of possible abuse are to be made to ChildLine at 1-800-932-0313. 

Not all mandated reporters are required to be trained. In fact, many volunteers who are mandated reporters are not required to complete the mandated reporter training
. However, there is a free, three-hour, DHS-approved online training available that volunteer organizations and volunteers can access at www.reportabusepa.pitt.edu. 

Act 31 of 2014
 specifies which groups must comply with mandated reporter training requirements.* They include:  

· All those who need a professional license or certification from the Department of state; 
· Operators and employees of institutions, facilities, or agencies which care for children and are subject to the supervision of the Department of Human Services (articles IX and X of the PA Public Welfare Code)
; and

· Foster parents and caregivers in family day care homes.**
*All training intended to satisfy this requirement must be approved by the Pa Department of Public Welfare.

**For each of these categories of mandated reporters, there are both initial training requirements as well as continuing education requirements. 
Differentiating Parent Volunteers and Non-Parent Volunteers
Parent volunteers include any parent/caregiver of a currently enrolled District student who volunteers on a full-time basis, part-time basis, or periodically over an extended period of time (more than 60 days) at or for a school but is not an employee, contractor, or student of the District. Similarly, non-parent volunteers are defined as any individual who volunteers on a full-time basis, part-time basis, or semi-regularly over an extended period of time (more than 60 days) at or for a school but is not an employee, contractor, or student at the District and is not a parent/caregiver of a District student.

While the current School District Volunteer Policy differentiates between parent volunteers and non-parent volunteers, new state laws neither make such distinctions nor lessen clearance and mandated reporter requirements for parent volunteers. Therefore, based on Act 153 of 2014, parent volunteers who have NOT been residents of PA continuously for the past 10 years would be required to obtain all three background clearances, while those who have been residents of PA continuously for 10 years or more would be required to obtain two

Note: Whether a volunteer is a parent or non-parent no longer stipulates the number and kind of background clearances that s/he must obtain.
Table 2: Background Clearances Required for Volunteers based on 10-year Continuous Residency Requirement
 
	
	PA State Criminal Background Check
	Child Abuse Clearance Check
	FBI Background Check
	Signed Disclaimer/Affidavit

	Volunteers w/ 10-year Continuous Residency in PA
	✓
	✓
	
	✓

	Volunteers w/out 10-year Continuous Residency  in PA
	✓
	✓
	✓
	


Note: Starting July 2015, volunteers must renew clearances every 36 months. If clearances were issued prior to this date, they will be considered valid until 36 months from the most recent issuance date. Volunteers are required to report any changes in clearance status within 72 hours to the school and volunteer coordinator.

School Principal Discretion and Pending Clearances
With the permission of the principal, prospective volunteers may begin work at or for a school in advance of the results from the required background checks for up to 30 days under the following conditions:

· They provide copies of the appropriate completed request forms for background checks to a District administrator;

· They swear or affirm in writing via signed disclaimer that they do not have any criminal convictions that would disqualify them from being a volunteer; and 

· They will not be engaged in any activities that will provide them with unmonitored care, supervision, guidance, or control of children or be responsible for children
. 
School principals have the final say as it pertains to who volunteers inside their buildings. Even in cases where the required background checks are cleared, the principal still retains the right to exercise her/his discretion in declining to permit an individual to serve as a volunteer in her/his school. 

Note: Individuals with any serious criminal convictions within five years immediately preceding the date of the report will be barred from serving as a volunteer.

Visit the School District’s Office of General Counsel website to access downloadable versions of the necessary clearance forms and visit here for the signed disclaimer. For additional information or clarification on the District’s volunteer policy, please contact Vivian Chang, Strategic Partnerships Coordinator in the Office of Strategic Partnerships, at 215-400-5339 or at partnerships@philasd.org.

Photography and Media Policy
United Way understands the importance of showing and telling the larger community about the amazing work that volunteers are doing daily to create lasting change. When volunteers arrive for their volunteer event, United Way will ask each volunteer to sign a photo release form. These releases permit United Way and the School District of Philadelphia to use volunteer images in promotional materials. Unless otherwise explicitly stated, volunteers do not have permission to take photos featuring children for distribution of any kind, including social media. 

Family and Community Engagement 

Family and community engagement is the centerpiece of strong public education systems. Parents are essential partners in their children’s education. The School District of Philadelphia and United Way are working to engage with parents more meaningfully around their roles in their children’s education: research shows that high quality parent-child interaction during early grades is positively linked with literacy and language development, among other positive outcomes. 
Consequently, the most effective school-based strategies, including volunteerism, will incorporate significant family and community engagement components. Whether direct or indirect, increasing the level of parent involvement results in more impactful interventions at the school and system levels. 
Use of Facilities Form
Each school building operates on a schedule specific to the school’s activities and needs. In the past, United Way has secured access to school sites with varying success through its relationships with school leaders at partner schools. In rare instances, however, lack of clarity and communication around the District’s Use of Facilities procedures has derailed/delayed large-scale service projects school sites. The lesson from these setbacks is that coordinating Use of Facilities at the school level is easiest when all aspects of building management (e.g., reservation fees, site access, janitorial services, etc.) are administered uniformly by the school principal or his/her designee, and with the full cooperation of the maintenance staff. 
The School District manages these processes through its standard Use of Facilities policy and procedures. All volunteer and collaborating organizations that wish to utilize District  buildings outside of normal operating hours (Monday-Friday, 7:30 AM to 3:30 PM for K-8 schools, and __ for high schools) must comply with the Use of Facilities policy and procedures. View the Use of Facilities Checklist section for a summary of the procedures. The first step is completion of the Customer Registration Form. The second step is submission of the Use of Facilities Form. Both documents can be downloaded from the FAQ page of the Office of Strategic Partnership’s external website (www.philaosp.weebly.com). The Customer Registration Form is submitted only once for each organization doing work in schools. After that, the Facilities Department assigns the organization a unique SDP Customer Registration Number. As a longstanding partner with an assigned Customer Registration Number (10013), United Way can skip the initial step and proceed directly to submission of the Use of Facilities form for school sites. Other organizations should contact the Office of Strategic Partnerships at partnerships@philasd.org to request a lookup prior to submission of a new Customer Registration Form. 
For all volunteer events and service projects for which the United Way is the convener, a representative from the Engagement team will submit a separate Use of Facilities form to the principal for each school site. The forms should be completed and returned to the school principal or his/her designee at the participating school at least one month prior to the date of the scheduled event, which will provide ample time for processing and staffing.  In scenarios when payment is required for use of facilities—it is often waived for volunteer events—funds must be deposited in full prior to the start of the date of execution. For events and service projects for which the United Way is not the convener, please work with your school to complete the Use of Facilities process. Should you encounter difficulty completing the Use of Facilities process, or have questions, please feel free to contact the Office of Strategic Partnerships at partnerships@philasd.org. 
Additionally, all volunteer convening organizations will present, along with the Use of Facilities form, a certificate of insurance naming SDP as an additional insured (and in some scenarios, an SDP Indemnification Form, as the Facilities and Management Services departments
). Without the insurance certificate, an organization requesting use of facilities cannot be entered into the system and will therefore be denied access to the school. 
To review, United Way will have completed the Use of Facilities process once it has:  
· Submitted the Use of Facilities Form and insurance certificate to the school principal or his/her designee one month prior to the event; http://www.philasd.org/forms/EH-45.pdf EH-45c: Customer Number Registration request
· Obtained contact information for the point of contact on the day of the event; and 
· Verbally or electronically verified execution with the school principal or his/her designee in the week preceding the event.  
· Rendered payment in full for use of facilities prior to the start of the event (if/when payment is deemed necessary).

Principal’s handbook http://webgui.phila.k12.pa.us/uploads/bK/rH/bKrH4GS5nARcQqRMCTVyxA/Principals-Handbook-12-18-08-Linked.pdf 

Use of Facilities Checklist

· Completed the Customer Registration Form for the organization and submitted it to the Facilities Department for issuance of new Customer Registration Number (if and only if CRN has not been previously assigned). FAQ page
· Filled out Use of Facilities Form for each participating school and returned it to the school principal or his/her designee at least one month prior to the planned date of execution. 

· Simultaneously submitted a certificate of insurance naming SDP as additional insured with Use of Facilities Form. 

· (Checked with the Facilities Department to determine whether SDP Indemnification Form shall be required for execution). 

· Obtained the contact information of the building engineer or another point of contact who can grant access to the building during the days leading up to and on the day of the event. 

· Spoken with the school principal verbally or via email within five days of the scheduled date of execution to confirm knowledge, scope, and scale of the event. 

· Made payment in full prior for use of facilities to the start of the event (if/when payment is deemed necessary).

· Ensured that project managers, staff people, and volunteers know what time they can enter the building at the start of the event and what time they will be expected to exit the building at its conclusion. 

Supplies Costs
Frequently, days of service and beautification projects require materials, supplies, and provisions (e.g., paints, tools, uniforms, food and beverages, etc.). As part of the volunteer project, volunteer partners working with United Way will either provide funding directly to the host school for supplies, in line with the budget proposal, or partners will work with United Way as a pass-through for purchasing supplies.
Budgets of $5,000 or less
In most cases, the budget for volunteer service projects is $5,000 or less, which is within the maximum amount permissible to deposit in a school’s Student Activity Fund
. When payment is ready to be made, the volunteer organization will: 

· Give the donation directly to the school by making a check payable to the individual school’s Student Activities Fund. (Note: United Way can also serve as the intermediary upon request.)
· Advise the principal to deposit the money into the school's Student Activities Fund (Student Body Activity Account – previously referred to as the Principal’s Fund or General Fund).
· Inform the principal that s/he can request a check from the account and take it to a store to purchase supplies, being sure to keep and submit the payment receipt, or order from SDP’s list of approved vendors. (SDP's W-9 form should be used to make the purchase tax-exempt). 
For all volunteer events with budgets of $5,000 or less, UWGPSNJ will follow the aforementioned steps to fund and fulfill the project. As best practice, United Way’s Engagement team will determine procurement options with the help of school principals based on budget and product parameters and make final purchasing decisions at least one month before the volunteer event. This will leave sufficient time for United Way to deliver payment and for School Principals to make necessary purchases and/or delegate this responsibility to staff. 

Note: The general rule to remember is that donations exceeding $5,000 cannot be deposited into the school’s Student Activity Fund checking account. Any monetary donation that exceeds $5,000 and/or is earmarked for contracted services or salaries must be forwarded to Treasury Operations (via Grants Fiscal Services) and deposited into the central School District bank account.
Budgets above $5,000 and up to $20,000
If the purchasing budget for the event exceeds $5,000, United Way must mail the check directly to The School District of Philadelphia to the attention of the Director of Grants Fiscal Services: 

Geraldine Levy, Director of Grant Fiscal Services

School District of Philadelphia

440 North Broad Street, Suite 341

Philadelphia, PA 19130

The United Way staff should indicate the name of the preferred Philadelphia public school in the subject line along with a generic note on the purpose of the funds (e.g., “Dr. Ethel Allen Promise Academy, United Way Day of Caring Materials and Supplies”), which will permit the Office of Grants Fiscal Services to create a special fund (earmark) for the specified school. The school principal and staff can then access this centrally-managed account to purchase needed materials and supplies. Whether or not this act requires an accompanying resolution for authorization is contingent upon the amount of the donation. Donations up to $20,000 do not require an SRC resolution1. Although such a donation would be somewhat speedier due to the lack of an authorizing resolution, United Way Community Engagement staff should still make plans to finalize purchasing decisions at least 2 months before the volunteer event to permit time for procurement and fulfillment from various potential vendors.
Budgets above $20,000
Donations exceeding $20,000 automatically require SRC approval and the most time to process1. All donations upwards of $20,000 will follow the same process as detailed above for those between $5,000 and $20,000, which means they will be accepted and accounted for by the School District Office of Grants Fiscal Services. However, the requirement of an authorizing SRC resolution dictates that funders and facilitating organizations make plans to finalize purchasing decisions 3-4 months before the volunteer event to permit time for fulfillment from various potential vendors. 
Table 3: How Funds Must be Processed, Based on Project Budget  

	Project Budget
	School Receives Funds Directly (via Student Activity Fund)
	School District Grants Office Creates Budget Line Item for School to Use Funds (via Office of Grants and Compliance)
	SRC Resolution Required

	≤ $5,000
	✓
	
	

	$5,000–20,000*
	
	✓
	

	≥ $20,000
	✓
	✓
	✓


*In some rare instances, the School District may request that donations between $5,000 and $20,000 be authorized through SRC approval to ensure appropriate grant regulations and all other District financial and managerial control policies. 
Recognizing Volunteers
The reasons that people volunteer for any organization or cause are as numerous as there are volunteers. The one constant factor is that people volunteer when it meets their needs, whatever those needs may be. Research shows that volunteers prefer to be thanked individually and in small but sentimental ways that speak to the impact of their contributions. This strongly suggests that the return on investment (ROI) for volunteerism is measured in the positive self-identification with worthwhile social causes. Therefore, we have found that the best way to reinforce this behavior and retain volunteers in the long-term is to let them know how much their work means to the communities that they serve. 
Similar to DonorsChoose.org and other successful volunteer and civic engagement initiatives, we want to make volunteer and donor recognition a permanent part of the engagement process. As a best practice, a representative from OSP and/or UWGPSNJ will work with the school-based volunteer coordinator or designated point of contact ahead of the volunteer event to design and deliver an appropriate student-generated acknowledgement to thank participating individuals/organizations. In some instances, this will require coordination with the school’s art teacher or the resident OST arts program manager. Although this does entail some additional effort to facilitate, planning for recognition of volunteers in advance helps to institutionalize this behavior on behalf of schools going forward and strengthen District relationships with the greater volunteer community. 
OSP also features upcoming volunteer events and recognizes the outstanding work of volunteer organizations in our bi-weekly OSP newsletter. If you would like to make OSP aware of how volunteerism has resulted in positive change in a school or community, please feel free to share the good news in an email to partnerships@philasd.org. 
Recommendations 

Volunteer organizations and schools maintain strongly interdependent relationships. The vast volunteer resources external networks bring to schools have become increasingly valuable to sustaining public education and building cross-sector coalitions. Conversely, schools offer onsite space, as well as access to children and youth and insight into schools’ needs. Developing dynamic bonds between schools and willing volunteer organizations requires that we establish norms of quality, reciprocity, transparency, and fidelity as they pertain to service delivery. Knowing and following policies and procedures of collaborating organizations is a best practice to begin normalizing these behaviors.

With that in mind, here is a short list of questions pertaining to SDP volunteer policies and procedures for external partners to review prior to execution: 

· Are you and/or the members of your organization parents or non-parents? 

· Based on frequency and levels of access and oversight, will you and/or members of your organization most likely be considered visitors or volunteers? (See “Visitor vs. Volunteer Checklist”)

· Following from the designation as a visitor or volunteer, what kind (and level) of clearances will you and/or members of your organization need to obtain? 
· What if any attempts have you made to integrate family and community involvement into the volunteer opportunity? 

· Where applicable, have you/or members of your organization submitted to the school principal or his/her designee the Use of Facilities Form and insurance certificate at least one month prior to the date of the volunteer event? 

· Have you obtained the contact information of a reliable school staff person (as determined by school principal or his/her designee) on the volunteer start date or the date of volunteer vent? (Note: for large-scale volunteer events, this contact person may or may not be the building engineer, whose contact information is also critical.) 

· Have you confirmed the necessary event details with School Principal or his/her designee verbally or electronically during the week preceding the volunteer start date or volunteer event? 

· If the school is expected to do procurement, have you finalized purchasing decisions with the school principal and/or staff to leave sufficient time for fulfillment? 
· Less than $5,000 – 1 month

· Between $5,000 and $20,000 – 2 months

· More than $20,000 – 3-4 months

· Have you met with the school principal or his/her designee before project execution to make plans for an appropriate student-generated thank you? 
Table 3: How Funds Must be Processed, Based on Project Budget  
	Project Budget
	School Receives Funds Directly (via Student Activity Fund)
	School District Grants Office Creates Budget Line Item for School to Use Funds (via Office of Grants and Compliance)
	SRC Resolution Required

	≤ $5,000
	✓
	
	

	$5,000–20,000*
	
	✓
	

	≥ $20,000
	✓
	✓
	✓


*In some rare instances, the School District may request that donations between $5,000 and $20,000 be authorized through SRC approval to ensure appropriate grant regulations and all other District financial and managerial control policies. 
School and Partner Preparedness for Volunteers
Volunteer Preparedness Checklist
· Demonstrates significant interest in target populations or geographic areas served

· Schedules multiple dates and times, including alternates, marked off for volunteering
· Understands the importance of the commitment to the community, the convening organization, and the school
· Has the ability to remain present, passionate, and purposeful throughout the volunteer experience

· Willing to be flexible and adaptable in event of unexpected or uncontrollable on-site circumstances 

· Open to attending at least one preliminary training and briefing for the event (which may be scheduled immediately prior) 

· Agrees to follow all applicable School District rules and code of conduct

· Has knowledge of all pertinent school procedures (e.g., arrival and dismissal, inclement weather, emergency, etc.)  
School Preparedness Checklist
· Communicates clear expectations for volunteer engagement, including hours, duties/responsibilities, oversight, and emergency situations 

· Prominently displays sign-in sheets, school schedules, and emergency procedures for all volunteers and visitors to see.

· Shows clear understanding of the needs of the school and how strategic deployment of volunteers can build capacity in those areas

· Understands how to work with volunteers to achieve the desired setting-level outcome

· Designates single point of contact (and one deputy) who is responsible for coordinating daily volunteer activities and scheduling large-scale events

· Understands the effective differences between volunteers and visitors and the corresponding levels of clearance

· Open to attending at least one preliminary training and briefing for the event (which may include volunteer management training hosted by OSP in the new year)
FAQs and More Information for Volunteers
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� HYPERLINK "http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=2014&sessInd=0&smthLwInd=0&act=33" ��� PA State Legislature Act 33 of 2014�


� HYPERLINK "http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=2014&sessInd=0&smthLwInd=0&act=33" ��� PA State Legislature Act 33 of 2014�


� HYPERLINK "http://www.pano.org/Public-Policy/Legislative-Issues/Volunteerism/" ��� PA Association of Nonprofit Organizations�


� HYPERLINK "http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=2014&sessInd=0&smthLwInd=0&act=31" ��� PA State Legislature Act 31 of 2014�


� HYPERLINK "http://www.legis.state.pa.us/WU01/LI/LI/US/PDF/1967/0/0021..PDF" ��� PA Public Welfare Code of 1967� 


� HYPERLINK "http://webgui.phila.k12.pa.us/uploads/TV/43/TV43-9F_gMIiKwc0Tk7fQw/Background-Checks-for-Volunteers---Policy.pdf" ��� School District Policy 916�


� HYPERLINK "http://www.legis.state.pa.us/cfdocs/legis/li/uconsCheck.cfm?yr=2014&sessInd=0&act=153&mobile_choice=suppress" ��� PA State Legislature Act 153 of 2014�


� HYPERLINK "http://webgui.phila.k12.pa.us/uploads/TV/43/TV43-9F_gMIiKwc0Tk7fQw/Background-Checks-for-Volunteers---Policy.pdf" ��� School District Policy 916�


� HYPERLINK "http://www.legis.state.pa.us/cfdocs/legis/li/uconsCheck.cfm?yr=2014&sessInd=0&act=153&mobile_choice=suppress" ��� PA State Legislature Act 153 of 2014�


� HYPERLINK "http://www.legis.state.pa.us/cfdocs/legis/li/uconsCheck.cfm?yr=2014&sessInd=0&act=153&mobile_choice=suppress" ��� PA State Legislature Act 153 of 2014�


� HYPERLINK "http://webgui.phila.k12.pa.us/uploads/TV/43/TV43-9F_gMIiKwc0Tk7fQw/Background-Checks-for-Volunteers---Policy.pdf" ���� � HYPERLINK "http://webgui.phila.k12.pa.us/uploads/TV/43/TV43-9F_gMIiKwc0Tk7fQw/Background-Checks-for-Volunteers---Policy.pdf" ��School District Policy 916�


� Virginia Torres – SDP Facilities Department – 215-400-5377, � HYPERLINK "mailto:vtorres@philasd.org" ��vtorres@philasd.org�, 


� � HYPERLINK "http://www.phila.k12.pa.us/offices/administration/policies/702.pdf" ��School District Policy 702�
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