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SPS Volunteer Guidelines and Confidentiality Agreement
Please read the following confidentiality requirements for volunteers::

Volunteers must maintain the strictest confidentiality about students, staff, parents, and
the school. This reflects not only the need for volunteers to follow ethical practices but
also privacy provisions under the Freedom of Information and Protection of Privacy Act
(FOIP). This responsibility is captured in the section 1(e) of the Act:

“employee”, in relation to a public body, includes a person who performs a
service for the public body as an appointee, volunteer, or student or under a
contract or agency relationship with the public body.

In accordance with this section, volunteers have the same duties and responsibilities as
regular employees in relation to privacy issues. This means that Sturgeon Public Schools
has a responsibility to inform volunteers about our expectations relating to the protection
of personal information and privacy.

Volunteers have the same duties and responsibilities as regular employees regarding
sexual, physical and psychological harassment or abuse. In addition to the legal mandate
above, it is important that volunteers and school staff realize their general responsibilities
in the areas of ethics and confidentiality. Volunteers receive the trust of the students,
parents, teachers and administrators of the schools in which they work. An important part
of that trust is related to ethics and confidentiality.

ORIENTATION: VOLUNTEER GUIDELINES AND EXPECTATIONS

The principal of the school has the responsibility, in consultation with staff, to determine
who will volunteer in the school and what form each school’s volunteer program will take.
The principal is guided in all decisions, including those related to volunteers, by Section
197 of the Education Act, as well as Sturgeon Public School Division policies and
procedures.

All volunteers will read and sign the Volunteer Guidelines and Expectations Form annually.
Volunteers must be made aware of the guidelines, expectations and limitations.

1. A volunteer must not share information about students, staff or other volunteers
with other people. If a volunteer has a concern, they should bring the matter
forward to the appropriate school staff or school administration.

2. Ifavolunteer has a challenge or issue with a student, they should redirect the
matter to the student’s teacher and/or speak with school administration.
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10.

11.

12.

13.

If a volunteer has an issue or conflict with a teacher, they should first discuss the
matter with that teacher and, if necessary, speak with school administration.

A volunteer cannot use their presence in the school as an opportunity to dialogue
with teachers concerning their own child(ren)’s situation. Volunteers who wish to
speak to a teacher about their own child(ren) should make an appointment for
another time.

All volunteer work is done under the direction and immediate supervision of a
teacher and may need to follow an appropriate work style to meet the
expectations of each individual teacher.

The role of volunteers is viewed as a supportive one. Volunteers are not there to
replace paid staff but to support and supplement work that is already being done
within Sturgeon Public Schools.

Individual teachers shall decide whether they wish to utilize the services of
volunteers. Every teacher has the option of deciding not to have volunteers in
their classroom.

School administration must take responsibility to inform volunteers of school and
Division rules regarding entrances, exits, emergency procedures, parking, access
to staff areas, etc. All volunteers are expected to abide by the rules of the school
and Division policies and procedures.

It is the school personnel’s responsibility to ensure that volunteers are properly
informed about their tasks and welcomed in the school.

Itis the responsibility of the volunteer to do their assigned tasks to the best of
their ability. A volunteer is expected to work cooperatively with all staff members
and seek clarification whenever necessary.

A volunteer has the right to refuse a task if they feel that they are not properly
prepared to do what is required. It is the responsibility of school personnel to give
volunteers adequate on-the-job training.

The achievements of students are to be valued and their rights preserved. In the
course of their service in schools, a volunteer may learn personal information
about students and their families. A volunteer must keep all personal information
they may come across in their role as volunteer confidential and must not discuss
it with anyone, either inside or outside of the school, other than the school
administration.

A volunteer is not, under any circumstances, to be placed in a situation where
they are responsible for the direct supervision of students (one on one). Division
volunteers will always be supervised by a teacher or school staff member when
carrying out their duties.
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14. All volunteers are welcome and valued, and we invite volunteers to use staff
facilities while volunteering, including the staff room to store/access beverages
and food. We ask that volunteers refrain from being in the staff room during
recesses and lunch hours, as teachers often dialogue about confidential
information as they collaborate and interact.

15. If you feelill, please stay home and call the school office to inform the teacher
that is expecting you.

16. Asoutlined in AP 315: Volunteers; volunteers taking part in field trips and in
coaching and other responsibilities requiring sole-supervisory responsibility of
students will provide the school with a current criminal record check and
vulnerable sector verification (to be renewed every three years) before the
volunteer can be assigned to such activities. A Volunteer Criminal Record Check
and Vulnerable Sector Verification is required for all volunteer coaches and those
volunteers who accompany students on overnight field trips. Volunteer
opportunities shall generally be established to avoid the necessity of vulnerable
sector verifications.

17. Role model responsible use of technology resources - as outlined in AP870:

Responsible Use of Technology Resources Exhibit 2: Responsible Use of
Technol R r Prot | St nts.

18. Volunteering in schools shall be considered a privilege and not a right, and
therefore the Principal or designate may deny or revoke permission for a
volunteer to work in school(s):

a. If,inthe opinion of the Principal, an individual is not needed in a
voluntary capacity;

b. If,in the opinion of the Principal, the volunteer is deemed unsuitable
for a volunteer position;

c. Ifthe volunteer is deemed to be in breach of Board policies or
Administrative Procedures; or

d. If the volunteer behaves in a way that is contradictory to the Division’s
vision, mission or values.

19. The Principal has the final authority with respect to individuals serving in a
volunteer capacity.

CONFIDENTIALITY AGREEMENT

Volunteers will not disclose confidential student information, images, or confidential
school, department, or personnel records. Adhere to the Freedom of Information and
Protection of Privacy Act (FOIP) and ensure that publishing personal information on the
Internet or in publicly viewed files meets the Division’s FOIP guidelines.


https://www.sturgeon.ab.ca/board/procedures/4613
https://www.sturgeon.ab.ca/download/429001
https://www.sturgeon.ab.ca/download/429001
https://www.sturgeon.ab.ca/download/429001
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Itis very important that each of our volunteers understands and accepts their own
obligations of confidentiality required as a volunteer of Sturgeon Public School Division.

| understand and agree that:

[J Iwillact at all times to preserve the confidentiality of all personal information of
which | become aware during the course of my volunteer work with Sturgeon
Public School Division.

[J Allinformation obtained by me in the course of my volunteer work will be held by
me in strictest of confidence and not disclosed without the expressed consent of
The Sturgeon Public School Division. This information includes, but is not limited to:

Student information (includes student personal information)

Business strategies

Financial information

Information and technology specific to The Sturgeon Public School Division

Staff Information

O O O O O

This Confidentiality Agreement applies during the course of your volunteer work and
following your volunteer work with The Sturgeon Public School Division. | acknowledge
having received, read and understand, Administrative Procedure 315: Volunteers and 315:
Exhibit 1: SPS Volunteer Guidelines and Confidentiality Agreement.

Print Name:

Signature:




