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June 28, 2011
Dear Prospective West Dallas Community School Volunteer,

We are so pleased that you are interested in volunteering at West Dallas Community School (WDCS).  We would love for you to join us in our mission to change the lives of children and families in West Dallas.   Enclosed you will find a volunteer application which you may fill out and return to us to begin the process of serving as a volunteer with the school. 
This year, we are being as specific as possible about volunteer opportunities and have asked the faculty and staff to outline their largest needs, including what days and hours during the day that work best. As we finish that outline, we would like to share it with you. In the meantime, you may tell us what, when and where works best for you—and our Volunteer Coordinator, Jamie Rungaitis, will seek a comfortable match. 
We cannot change lives without the contribution of volunteers. You encourage us more than you can ever know. 
If you have additional questions, please call Jamie Rungaitis at 214-634-1927 x115 or email her at jrungaitis@wdcschool.org and let’s find a way to impact the lives of these children.
Sincerely, 
Jay Hohfeler

President & Headmaster

West Dallas Community School

2300 Canada Dr.

Dallas, TX  75212

(214) 634-1927  x102
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West Dallas Community School - Volunteer Application 
: 
PERSONAL INFORMATION

Last ________________________________First _____________________________ M.I ____

Address_______________________________________________________________________



(street)



(city)


(state)              (zip)

Home Phone: ________________________ Business or Cell Phone: ______________________

Email Address: ________________________________________________________________

Ethnicity: African American ___ White ___ Hispanic ___ Asian ___ Other ___ Gender: M/ F

Church:_______________________________________________________________________

Current Employment:  

_____________________________________________________________________________

(position)






(company name)

____________________________________________________________________________

(company address)





(name of supervisor)

______________________________________________________________________________

(telephone)






(from/ to)

May we contact for reference? _________

If retired, list name of previous employer and last position held:__________________________

______________________________________________________________________________


(company address)





(telephone)
Additional Information:

Please list special interests, skills and hobbies that you are willing to share as a volunteer

Foreign languages (if any)  ___________________________________

Please explain previous experience working with youth, including length of involvement: 
How did you learn of West Dallas Community School? 
Please indicate (check) volunteer areas of interest:                                                                                                         

Individual Opportunities:

· Tutoring a child on campus 1 hour, once a week (minimum 2X per month)

· Reading to a class or individual children

· Drills on phonics, spelling, reading, speech, homework

· Classroom Assistant: help a classroom teacher on a regularly scheduled basis

· Once a week for 2 hours

· In classroom, assisting children one-on-one (reading, lesson tasks, admin help)

· Library Volunteer:  help supervise classes, read with students, check out/shelve books

· Administrative copying, answering phone, light computer work

· Shield of Prayer: pray for specific student, teacher, school needs and monthly prayer requests

· Shepherd: commit to face-to-face contact once a month with a student (on & off campus)

· Lunch at school, ice cream, include on family outing, etc.. 

Timeslots:

The Faculty & Staff have identified the days and times where volunteer help is most needed. You may contact Jamie Rungaitis (214) 634-1927 x115 jrungaitis@wdcschool.org to plug into one of the available slots, or the school can initially match you based on your preferences listed below. The school will verify and confirm with you before making final arrangements.

	PREFERENCE
	DAY OF WEEK
	TIMES
	# OF HOURS ON CAMPUS

	1ST
	
	
	

	2ND
	
	
	

	3RD
	
	
	

	4TH
	
	
	


*  School hours: 8:00am – 3:30pm; there are some limited opportunities before & after hours. 
Organizations:

· Young Professionals Organization:  Join this group of young professionals between the ages of 22 - 35 who want to become involved in all aspects of West Dallas Community School through leadership, events and student interaction. 

· WDCS Women’s Council: Enjoy fellowship with women who support the mission of West Dallas Community and help raise funds for the school’s Family Counseling Program and various other fun volunteer projects throughout the year.  . 

Special Events:

· Thanksgiving Book Fair  Volunteer (November 19) : Collect books and run the annual Thanksgiving Book-fair. 

· Spring Luncheon Volunteer (Date TBA): Assist with set-up, check-in, logistics and other details for Spring event that raises scholarships for students at WDCS.

Note:

All volunteers working on campus must consent to a routine criminal background check. A volunteer cannot have been arrested for any felony or any misdemeanor involving a child or abuse of another person, public indecency, or felony violation of any law intended to control the possession or distribution of any illegal substance. WDCS will electronically secure a report from the Volunteer Center of Dallas County which searches records nationwide.

Shepherd a Child Applicants
For Shepherd a Child applicants please complete the next two pages. 


Explain why you would like to Shepherd a child and how you would like to contribute to his/her  education and character development.
(Continue on next page)
(Shepherding a Child application continued)                                                                                                
Please share some of your personal testimony and describe how you know that Jesus Christ is your Savior and Lord.  
Consent for Criminal History Background Check                   
Authorization/Waiver/Indemnity
I hereby give my permission to West Dallas Community School. to obtain information relating to my criminal history through the Volunteer Center of Dallas County.  The criminal history record, as received from the reporting agencies, may include arrest and conviction data as well as plea bargains and deferred adjudications and delinquent conduct committed as a juvenile.  I understand that this information will be used, in part, to determine my eligibility for an employment/volunteer position with this organization.  I also understand that as long as I remain an employee or volunteer with the WDCS, the criminal history records check may be repeated at any time.  I understand that I will have an opportunity to review the criminal history as received by WDCS and a procedure is available for clarification, if I dispute the record as received.  I also understand that the criminal history could contain information presumed to be expunged.

I, the undersigned, do, for myself, my heirs, executors and administrators, hereby remise, release and forever discharge and agree to indemnify the Volunteer Center of Dallas County and each of their officers, directors, employees and agents and hold them harmless from and against any and all causes of actions, suits, liabilities, costs, debts and sums of money, claims and demands whatsoever (including claims for negligence, gross negligence, and/or strict liability of the Volunteer Center of Dallas County) and any and all related attorneys’ fees, court costs and other expenses resulting from the investigation of my background in connection with my application to become an employee/volunteer of WDCS
Signature: 






Date: 




Printed Name: 








Last Name:










Maiden and/or other names used:








First Name:



Middle Name:





Date of Birth:




Social Security Number:



Current Address: _______________________________________________________________

Please list your addresses, including county, for the past 8 years:

Address

City


 County


State

From
     To






































________________________________________________
___________________________________________________________________________________________________________________________________________________________

West Dallas Community School
Volunteer Policies and Procedures

Please keep for your records
MISSION STATEMENT

The mission of the West Dallas Community School is to provide students with a challenging educational experience designed to help them know, love and practice that which is true, good and excellent and to prepare them to live purposefully and intelligently in the service of God and man. 

VOLUNTEER GUIDELINES
· Follow Biblical principles in all contact and dealings with children.

· Exhibit Godly attitudes and actions before the children so that they can see Christ modeled. 

· Abide by the mission and philosophy of West Dallas Community School. 

· Agree to commit to a regular schedule. 

· Arrive promptly for all committed volunteer activities. 

· Inform immediate supervisor in advance when he/she cannot be present. 

· Do not discipline students or interfere in the staff’s discipline procedures.  

· Understand each classroom’s established procedures. 

· Limit physical contact with children to short hugs, pats on the back, etc. 

· Do not ask for children’s phone numbers or addresses without the permission of the administration. 

· Do not give money or gifts to children without the approval of the administration. 

· Do not participate in or encourage rowdy behavior such as chasing, wrestling, tickling, etc. 

DRESS CODE/PERSONAL APPEARANCE XE "DRESS CODE/PERSONAL APPEARANCE" 

 TC "DRESS CODE/PERSONAL APPEARANCE" \f C \l "2" 
The volunteers, like our faculty and staff, serve as models of adult Christians to the students and as examples of how to dress in the workplace.  Professional dress standards elevate an individual’s profession in the eyes of the parents and students, encouraging respect.  In addition, visitors and students need to see that the school sets a high standard of professionalism.  In this light, the dress and personal appearance of faculty, staff, and volunteers must be given serious attention.

During school business hours or when representing West Dallas Community School, you are expected to present a clean, neat, and tasteful appearance.  You should dress and groom yourself according to the requirements of your position and accepted social standards using the guidelines below.

On campus during school hours.                                                                                                                                          
Women
 Females should wear conservative, modest attire and jewelry – revealing apparel does not meet this standard.  Skirts and dresses of appropriate length (i.e. below the knee) are appropriate.  Sleeveless tops and dresses are always worn with a sweater or jacket.  

Men  
Males are required to wear shirts of conservative colors and slacks.  Excessive or unkempt facial hair is discouraged.  

The following attire is not appropriate: 

· Form-fitting (tight) clothing and low-cut pants 

· Tank tops/spaghetti straps/low cut tops or blouses

· Multiple piercings (more than one ring in each ear lobe) and toe rings are not professionally appropriate and must not be worn during school hours. 

· If possible, tattoos must be covered.

SUPERVISION AND RISK MANAGEMENT PROCEDURES

· Every precaution will be taken to ensure the safety of the children. 

· Doors are to be locked at all times, unless there is a specific reason, for a brief time, to leave them unlocked.

· Volunteers will be supervised.

· Volunteers will remain on the school property with exception of offsite field trips. 

· Volunteer applicants will be carefully screened to ensure the safety of each child. 

GRIEVANCE PROCEDURE

West Dallas Community School maintains an open door to all levels of staff and management to ensure that all volunteers have an avenue through which job-related problems may be heard and resolved. 

Problems or grievances should be discussed with the volunteer’s supervisor.  If this is not possible or if the supervisor cannot resolve the problem, the volunteer may feel free to communicate with the Volunteer Coordinator or Headmaster. 

If interested in Shepherding a Child, please complete the following additional information:


Would you prefer to shepherd a boy or a girl?


□ Boy		□ Girl		□ No Preference





What is your age preference?


□ Pre-K  □ K	□ 1st	□ 2nd	□ 3rd	□ 4th	□ 5th	□ 6th	□ 7th	□ 8th	□ No preference


Additional Information:
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