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Francis Howell School District 
Dr. Nathan Hoven
Superintendent of the Francis Howell S chool District 
Phone: 636-851-4026 

 

WELCOME VOLUNTEERS 
You have taken an important step towards making a significant impact on the excellent educational 
programs offered within the Francis Howell School District.  Volunteers provide enrichment opportunities that 
enhance the educational experience for students while supporting our teachers and staff.  Volunteers are also a 
great support and resource for helping us build a strong foundation for students as they select a career path or 
post-secondary education. 

As you boost and embellish the academic programs as volunteers, it is important to also support students by 
modeling a positive attitude that will move them forward through challenging times as they grow and learn.  We 
urge you to become a strong champion for the FHSD  Volunteer Program by sharing your fulfilling volunteer 
experiences with others while encouraging them to become involved in their child’s school or their local school 
community. 

This handbook will provide you with a smooth transition into your volunteer role, equipping you with an overview 
of the school volunteer program and the variety of opportunities that are available.  My hope is that you will gain 

 personal satisfaction in your role as a FHSD Volunteer.    

 In this handbook, you will find information regarding how  to sign up to be a volunteer, forms you will need 
to complete, applicable Board of Education policies, regulations, and much more.  

You are an important component in the success of our students.  We are delighted that you have chosen to take 
an active role in the education of our students by volunteering, and we look forward to seeing you at school! 

Thank you,  
Dr. Nathan Hoven
Superintendent of Schools 

4545 Central School Road 
 St. Charles, MO 63304 

Tel:  636-851-4000 
Fax: 636-851-0000 

www.fhsdschools.org 
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Goals of Volunteering 
Volunteering in Francis Howell schools is a benefit to both the school and the volunteer.  It is designed to 
promote and maintain a supportive relationship between students, parents, their schools, and their 
community.  Volunteers who are committed to helping students be successful are important partners in 
academic achievement.   

Goals of Volunteering: 
♦ Enhance students’ learning opportunities
♦ Provide help for individual students
♦ Increase students’ self–esteem and motivation to learn
♦ Establish a school and community partnership for quality education
♦ Assist teachers and other staff
♦ Enrich the curriculum

Tips for Volunteers 

 Encourage and support student success.  Build self-confidence by praising them honestly and
frequently.  Attentiveness and effort can be as important as performance.  Accentuate the positive and
minimize the negative.

 Names are important. Make sure you say the student’s name and the way a student wants it to be said.
Learn to spell it correctly.  Make sure the student knows your name and can pronounce it correctly.

 Be trustworthy and honest in your approach and attitude.

 Avoid making comparisons between students, between teachers, and between schools.

 Always remember to be fair and consistent.

 Students make mistakes.  Let them know that making mistakes is part of learning.

 Show that you are interested in the student as a person by listening carefully to what they say and
showing you care by words and actions.

 Have Fun and Enjoy the Experience!
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Volunteer Responsibilities 
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Support and supplement the 
instructional program of the 

classroom teacher.  The 
volunteer’s role is assistance, 

not replacement. 

Respect the privacy of teachers 
and students by not discussing 
school matters away from the 

classroom. 

 

 

Commit to work in a classroom to
support and improve education 

for all students. 

Know and observe all regulations 
and procedures in the assigned 
school (i.e. fire drills, accident 

reporting, etc.) 

Accept each student and 
encourage the best from them.

Show a genuine interest in each 
student. 

Be prompt, reliable, flexible, 
and regular in attendance. 

Seek help from the teacher or 
another school employee when 
you need additional information 

or instruction. 

Discuss problems that arise with 
the teacher, school 

administrator, or Building Parent 
Involvement Leader. 

Remember that you are 
a role model for students, not 
only in how you interact with 
others at school, but who you 

are as a person. 



Ethical Responsibilities 
 Keep all student information confidential.
 Always do what is in the best interest of each student.
Wear appropriate attire.
 Share concerns with the school staff only.
 Understand that each student is unique and cannot be compared to another.
 Never be alone with or put a student in an uncomfortable situation.
 Learn from the different teaching methods used by the staff.
 Do not use school equipment for personal purposes.
 Show respect for all staff and students.
 Refrain from sharing personal religious or political beliefs.
 Do not smoke on school grounds.
 Do not use illegal drugs or alcohol on school grounds, while volunteering, or volunteer while under

the influence.

Understand that weapons and drugs are not allowed on school grounds. 

Volunteer Job Description 

Volunteers have specific duties assigned to them and work under the supervision of the school staff. 

Customized school volunteer placements that best utilize your skills can be discussed with the person 
responsible for the volunteer program at the school.   

All volunteers must complete steps outlined on pages 7and 8; and forms on pages 9 and 10 of this volunteer 
handbook. 

Volunteering After Retirement from PSRS/PEERS Covered Employer

You can volunteer at a PSRS/PEERS covered employer after the first month after retirement with no effect 
on your benefits if you are not a paid employee for the same employer for any duties, and do not receive 
any type of compensation from the same employer. 

But if you perform paid work and also volunteer after retirement at the same PSRS/PEERS covered 
employer, and the volunteering and working are essentially performing the same function, the time spent 
on so-called volunteer work is not considered volunteering and counts toward the 550-hour limit. 

If the volunteering and working duties are substantially different, only the paid hours count toward the 
550 hour limit. 

(PSRS/PEERS continued on Pg. 4) 
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Example #1: 
Mary volunteers 100 hours per semester reading books to kindergartners at Big City Public School District 
(a PSRS/PEERS covered employer).  She is also paid to periodically sub as a teacher or as a para 
educator.  She is essentially performing the same function when volunteering as when working as a 
teacher or para educator.  Therefore all her hours worked (paid) and volunteered count toward the  
550 hours worked after retirement limit. 

Example #2: 
Mary volunteers 100 hours per semester reading books to kindergartners at Big City School District (a 
PSRS/PEERS covered employer).  She is also paid to periodically sub in the school office.  Her volunteer 
hours do not count toward the 550 hour limit because her volunteer duties are substantially different 
functions than her paid work. 

The rules for post-retirement work in the year you retire may be different than for all subsequent years. 

If you exceed the 550 hour limit, your retirement benefits are put on hold.  Don’t risk losing your benefits!  
Please familiarize yourself with the rules and requirements described in detail in your Retirement Planning 
Guide and PSRS/PEERS Member Handbook. 

You are always welcome to call (800) 392-6848 or email psrspeers@psrspeers.org for more information, 
or for assistance with your individual situation. 

Following are available volunteer opportunities at most schools in the Francis Howell School District: 
Instructional Volunteers 
Instructional volunteers provide direct services to five or fewer students on a regular basis.  

Tutor 
A tutor may work one-on-one with a student or with small groups of students, who need to reinforce basic 
skills in an academic subject.  Placements are made with students from pre-kindergarten through high 
school.  Training to tutor a specific subject and training on working with students will be provided 
by the District.  

Mentor 
Mentors typically work with a struggling student.  Their major task is to motivate the student to stay focused 
on school.  Through tutoring, setting short-term goals and serving as a role model, volunteers can provide 
encouragement and guidance to a student needing to build self-esteem.   
Mentor training will be provided by the school district.   

Teaching English Language Learners (ELL) 
ELL tutors help English language learners to increase their skills in understanding, speaking, reading, and 
writing English.  Volunteers do not need to speak the students’ native language(s). Volunteers who speak 
languages other than English may also work with non-English-speaking adults to explain school information 
or provide interpretation. 

4

mailto:psrspeers@psrspeers.org


Support Service Volunteers  
Support service volunteers provide assistance to school personnel frequently or on a regular basis.  

Classroom Assistant 
Volunteers work closely with classroom teachers and staff, assisting in various projects, keeping records, 
preparing instructional materials and interacting with students.  Duties in elementary schools may include 
telling stories, reading with students and preparing bulletin boards.  Duties in middle and high schools may 
include working on special projects, operating audiovisual equipment, performing clerical duties, making 
instructional materials, reviewing homework and helping during testing times. 

Office/Clerical Assistant 
Clerical assistants help staff members at a school and the administration building.  Duties may include 
typing, computer entry, copying, bookkeeping, record keeping, telephone communication as well as other 
office work.  

Library Media Center Assistant 
Volunteers in the library media center help fill teachers and student requests for services.  They may work 
at the circulation desk catalogue and shelve books, use a computer, mend books and operate audiovisual 
equipment. 

Chaperone 
Volunteer chaperones have the opportunity to enjoy museums, exhibits, musicals, and plays as they 
accompany students and teachers on field trips.  Trips may involve free transportation on a bus and 
occasionally free admission tickets.  

Great by 8 
Volunteers are asked to dedicate one hour a week (during school hours) to tutor students in a one-on-one 
small group setting, to increase students’ proficiency and mastery of targeted skill sets.  Volunteers will 
help students with sight words, letter recognition, sounds, handwriting, and assist with students’ individual 
needs. 

Mentors4College 
FHSD partners with Mentors4College, a non-profit organization that provides assistance to high school 
students during their college search. 

Customized volunteering experiences can be explained in the school where you volunteer. 
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VOLUNTEER TRAINING & SECURITY REQUIREMENTS 
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 Request for Mandatory FBI 
FHSD Background Checks are performed in order to be Child Abuse Video Training Fingerprint 

confident in our ability to provide the highest care for or Neglect Check 

our FHSD students through our school personnel, Criminal 

contractors, and volunteers who establish relationships Record 

[Completed through a school or school activity, and are deemed 
as a first time [COMPLETED [Completed as responsible for the care, custody, and control of our 
volunteer; or YEARLY; and a first time 

students through the following volunteer opportunities: 
every 6th as a first time  volunteer; or 

year] volunteer] every 6th year] 

Assisting or Mentoring Individual Students Yes Yes Yes 

(examples): 

 Great by 8

 Mentors4College

 ELL Tutors

 Classroom or Library Assistant Yes Yes Yes 

 School Office Assistant

 Candy or Spirit Sales During School Hours

Chaperones for:  Transporting Yes Yes Yes 

 Class Party Students for School

 School Dance Events

 Class Field Trip  Set up for

 Overnight Travels Performances,

 Athletic, Club or Competitions,

Band Sponsored School Events

Competitions  Construction of Sets

 Coaching  Assisting Students

with Costumes or

Make-Up

Visitor opportunities where a student and visitor are not  Request for  Mandatory FBI 

alone.  There is direct and constant supervision by FHSD Child Abuse Video Training Fingerprint 

teachers or other FHSD staff members. or Neglect Check 

Criminal 

Record  

 Attending Class Party with your student No No No 

 Eating lunch with your student in the cafeteria

 Attending school performances

 Book Fair Sales

 Parent Only Booths for Sign-Ups or Sales

 Assisting with Teacher Appreciation Events

 PTO Meetings and Booster Club Meetings

 Guest Speaker

 Parent Concessions
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How do I become a Volunteer? 
A. Becoming a FHSD approved volunteer

B. ANNUAL requirements for an already approved volunteer

C. FHSD employee ANNUAL volunteer requirements

Francis Howell School District Volunteer Background Checks are performed in order to be confident in our 
ability to provide the highest care for our FHSD students through our school personnel, contractors, and 
volunteers who establish relationships through a school or school activity, and are deemed responsible for 
the care, custody, and control of our students.  

In accordance with House Bill 604, determination of an approved FHSD volunteer status will be predicated 
on fingerprint-based background checks. During online registration for fingerprints please review The State 
and National Rap Back Privacy Notice, The Noncriminal Justice Applicant Privacy Rights, and The Missouri 
State Highway Patrol Privacy Act Statement which allow for a volunteers fingerprints and associated 
information/biometrics to be provided to the FHSD for comparing a volunteers fingerprints to other 
fingerprints in the FBI’s Next Generation Identification (NGI) system or its successor systems (including 
civil, criminal, and latent fingerprint repositories) or other available records of the employing, investigating, 
or otherwise responsible agency. The FBI may retain your fingerprints and associated 
information/biometrics in NGI after the completion of this application and, while retained, a volunteers 
fingerprints may continue to be compared against other fingerprints submitted to or retained by NGI for SIX 
years. 

A. Becoming an approved volunteer: This approval is contingent to the completion of a fingerprint-
based submission background check with review by FHSD, viewing FHSD volunteer mandatory training
videos, a child abuse & neglect background check and the properly executed submission of FHSD’s
two required forms. Fingerprints are current for SIX years following approval by the FHSD.

Checklist for becoming an approved FHSD volunteer: 

i. View the Mandatory Volunteer Videos _____
ii. Complete and Return TWO Required Forms to the FHSD Human Resources Department

1. Complete Child Abuse or Neglect Background Check Request Form _____
2. Complete FHSD Annual Mandated Volunteer Video Application Form _____

iii. WAIT before going for FINGERPRINTING.  WATCH for an email from FHSD with detailed
instructions to complete the FHSD volunteer fingerprinting process._____

■ A volunteer applicant in the FHSD will be financially responsible for their fingerprint submission to the
State of Missouri’s current fingerprinting services vendor.

■ Once the FHSD HR department has received a clearly viewable copy of the child abuse or neglect
criminal request form, and FHSD Annual Mandated Volunteer Video Application form; the FHSD
volunteer applicant will then be contacted by email with directions for completing the
predicated fingerprint-based background check.



■ FHSD will not accept a fingerprint-based background check from another employer or
volunteering body, governmental or authorized non-governmental agencies responsible for
employment, contracting, licensing, security clearances, and other suitability determinations;
local, state, tribal, or federal law enforcement agencies; criminal justice agencies; and agencies
responsible for national security or public safety. FHSD will not accept or reimburse a
volunteer applicant who initiates their own fingerprint-based background check without
communication first from the FHSD HR department.

■ Discussion of the approved process for completing the FHSD fingerprint-based background
check will not begin until the FHSD volunteer applicant has fulfilled the completion of the
mandatory training videos along with successful submission of the two required forms. It is then
the applicant will be contacted by email with instructions on how to properly complete
registration for the FHSD fingerprint-based background check. Registration for the fingerprint-
based background check is provided by the custodian of criminal history information for the
state of Missouri, the Missouri State Highway Patrol’s Criminal Justice Information Services
Division (MACHS).  The purpose of the Child Abuse & Neglect Background Criminal Request
Form is to provide information available to child care agencies including volunteer agencies.
The Missouri State Highway Patrol Children’s Division, Background Screening Investigations
Unit (MSHP CD BSIU) report for the FHSD, will only contain information contained inside the
CD central registry database.
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B. ANNUAL Volunteer Requirements: To be in accordance with Policy 1425, FHSD will require
approved volunteer applicants to view on an annual-basis, the mandated volunteer training videos and
submit the signed and completed FHSD annual mandated volunteer video application form as proof.
Failure of an approved volunteer to complete watching the videos and turn in the needed form by the
volunteer’s annual anniversary date will result in a suspended approved volunteer status; until the
annual requirements are completed.

Checklist of ANNUAL volunteer requirements: 
1. View mandatory volunteer videos _____
2. Complete and return FHSD annual mandated volunteer video application form _____

C. FHSD Employee ANNUAL Volunteer Requirements: FHSD Employees who wish to volunteer will
need to complete ANNUALLY, the FHSD annual mandated volunteer video application form, marking
the box for an FHSD employee box, and submitting the form to HR.  An FHSD employee is already
subjected to a predicated fingerprint-based background check prior to employment which is retained
with the FBI’s NGI system for continuous comparison and status reporting through MACHS to the
FHSD HR Department, until employment with the FHSD has ceased.  Therefore, an FHSD employee’s
volunteer status will be listed within IC showing only in the field - Volunteer Status Expires: (HR-Video).
FHSD employees and third party contractors are required by FHSD to complete the mandatory training
videos annually and the record of such is contained with the FHSD HR Department for personnel file
purposes, thus the completion of the FHSD annual mandated volunteer video form is still separately
required, ANNUALLY; as they serve for different state required purposes within the FHSD Human
Resources Department.

All volunteer applicants will be contacted by email from the FHSD HR department, when the 
volunteer application process is completed. 

Numbers and Information if needed: Direct questions regarding criminal records can go to the Missouri State Highway Patrol at (573-526-6153); direct questions regarding child abuse or neglect can go 
to the children’s division (573-526-1438, tt: 1-800-735-2466). The Information on the child abuse & neglect background request form, and responses generated as a result of the form, are confidential. Any 
person disclosing the information in violation of 43.540, 589.400, RSMo. and/or 210.150 RSMo. is guilty of a class A misdemeanor.



SHP-159K 11-18 
Missouri State Highway Patrol 
REQUEST FOR CHILD Al;IUSE OR NEGLECT/ CRIMINAL RECORD 
TYPE OF SERVICE (Check ALL thal apply) See reverse side for further Instructions. E PA�IDER 

)( (1) CD Central Registry Child Abuse Search Only - No Charge 
□ (1 nse D (2) Name Search - ($14.00) and CD Central Registry Child Abuse Search �

D (3) Fingerprint Search & CD Central Registry Child Abuse Search D ( Li nse Exempt 
□ $20.00

(3) Registered 

l?ENTIFYING DATA (Please type or print Information leglbly In Ink.) The subject of the request must complete the next section and sign. 
( 

APPLICANT'S NAME (Last, First, Ml, Jr., Sr., Ill) 

( 
1, - ""' I""\ I""\ 
MAIDEN NAME \.. 1,DATE OF BIRTH (MM/DD/VY) STATE OF BIRTH SEX '-RACET I

( 
1,

ALIAS NAME(S) \.. 
-

SOCIAL SECURITY NUMBER DRIVER'S LICENSE NUMBER ' STATE I , 

C _.ADDRESSES FOR PAST 5 YEARS (starting with your current address)
STREET CITY STATE STREET CITY STATE 

C .Have you ever been found guilty to or been convicted of any criminal act in this state or any slate?

D YES (Complete section below) D NO, I have not been found guilty to or been convicted of any criminal offense In this stale or any stale. 
DATE CITY STATE COUNTY CIRCUMSTANCES (ldenlHy charges, attach saparate page, If necessary.) 

C Have you ever been substantiated as a perpetrator In any child abuse or neglect report made to the Children's Division In this state or any state? 

D YES (Complete section below) D NO, I have not been substantiated as a perpetrator in any child abuse or neglect report. 
DATE CITY STATE COUNTY CIRCUMSTANCES (Attach separate page, If necessary.) 

C he Information provided la complete and accurate to the beat of my knowledge. I understand It Is unlawful to withhold or falsify Information 
required on this form. I grant permission to the Department of Social Services to obtain any and all Information needed to process my request 

_ and to use the Information as permitted by law. 
(_ SIGNATURE OF APPLICANT (REQUIRED IN INK) l ,PATE 

SIGNATURE OF REOUESTOR (Required In Ink) � _/4.,,,_L-
X-<Z-' DATE 

TITLE OF CHILD CARE PROVIDER TELEPHONE 
Chief Human Resource Officer (636) 851-4000
STATE AGENCY STATE VENDOR OR CONTACT NO. (If applicable) 
Francis Howell School District N/A 
CHECK APPROPRIATE BOX 
□ CHILD CARE RELATED EMPLOYMENT □ DOH / CCB CHILD CARE BUREAU � SCHOOLS / PUBLIC AND PRIVATE 
□ CHILD CARE RELATED VOLUNTEER □ DMH / DMH VENDOR □ CD CONTRACT PROVIDER 

□ CD LICENSURE □ HEALTH CARE □ OTHER

COMPLETE RETURN ADDRESS (REQUIRED ON EACH APPLICATION) SE FEE ORM TO: 
Complete your mailing label below 

Confidential Mall Mlssou ate Highway Patrol 
Crimin slice Information Services Division 

AGENCY NAME P.O. ox 9 0 
Francis Howell School District Je rson cit , MO 65102 

ATTENTION 
Human Resources 

ADDRESS 
4545 Central School Road 

CITY, STATE, ZIP CODE 
St. Charles Missouri 63304 
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FHSD Annual Mandated Volunteer Video Application Form 2020-2021 

Check Box 

if FHSD 

Employee 
Name (please print): _____________________________________________________________________________ FHSD: 

Address: _______________________________________________________________________________________________________________ 

Phone #: ____________________________________ Email: _____________________________________________________________________ 

Birth *(Mo. / Day): ____/____     *(The address, phone number and email provided will be added to the Infinite Campus program for schools to contact volunteers.  

The provided email address is used to communicate with volunteers regarding the volunteer process.  The month and day of birth is used to verify identification when there 

is more than one of the same name in the Infinite Campus Program.  By signing this document I have completed viewing all FHSD Mandatory Training Videos, and I agree to 

follow all FHSD policies, procedures, and the state law.) 

*Signature (not typed): ____________________________________________________________________ Date: _________________________

List ALL Students: (Name and School): _____________________________________________________________________________________ 

_______________________________________________________________________________________________________________________ 

I have no FHSD students, but I would love to volunteer! – Please list school(s), list what activity or group you are interested in volunteering 

for: ____________________________________________________________________________________________________________________ 

OR; if completing a field work study, please list what type - and your FHSD contact and your dates on campus: 

 

________________________________________________________________________________________________________________________ 

FHSD Yearly Mandatory Volunteer Training Videos: 

***** Please initial each line as you view the indicated section. ***** 

Videos Located: www.fhsdschools.org Community / Volunteer / Volunteer Training Videos

Link to FHSD Mandatory Training Videos 

Missouri United School Insurance Council (MUSIC) videos: 

MUSIC Sexual Misconduct: Staff to Student 

MUSIC Youth Suicide: Awareness and Prevention 

Intro. / FERPA (policy 2400) 

 Restraint / Seclusion (policy 2770) 

 ADA (policy 6250) 

Section 504 of the Rehabilitation Act (policy 6250) 

Universal Precautions / Severe Allergy (policy 2860 / 2875) 
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Code of Student Conduct (policy 2610) 

Safe Schools Act (policy 2610 / State) 

Mandatory Reporting (policy 2710) 

Acceptable Use Policy / Digital Safety / Security / Social 

Media    (policy 1505 / 6335 / 2400 / 6320) 

Anti-Bullying (policy 2655) 

Copyright (policy 6243) 

Harassment / Equal Opportunity (policy 1300) 

People First Language (policy N/A) 

Student Suicide Awareness (policy 2785) 

http://www.fhsdschools.org/
https://www.fhsdschools.org/cms/One.aspx?portalId=995782&pageId=2059556
https://www.fhsdschools.org/cms/One.aspx?portalId=995782&pageId=2113077
https://www.fhsdschools.org/cms/One.aspx?portalId=995782&pageId=20368719


 
 

 
 

School Contact Information: If you wish to volunteer, please contact
the specific school to determine their procedure and availability for volunteering: 

SCHOOL NAME BUILDING TELEPHONE (636) 

Francis Howell Central High 851-4600 

Francis Howell High 851-4700 

Francis Howell North High 851-4900 

Barnwell Middle School 851-4100 

Bryan Middle School 851-5800 

Francis Howell Middle School 851-4800 

Hollenbeck Middle School 851-5400 

Saeger Middle School 851-5600 

Becky David Elementary 851-4200 

Castlio Elementary 851-4300 

Central Elementary 851-5700 

Daniel Boone Elementary 851-4400 

Fairmount Elementary 851-4500 

Harvest Ridge Elementary 851-5100 

Henderson Elementary 851-5200 

Independence Elementary 851-5900 

John Weldon Elementary 851-5500 

Warren Elementary 851-6100 

Early Childhood Family Education Center - 851-6400 Central School Road 

Early Childhood Family Education Center - 851-6200 Hackmann Road 

Early Childhood Family Education Center - 851-6000 Meadows Parkway 

FHC Athletic Department 851-4612 

FHH Athletic Department 851-4765 

FHN Athletic Department 851-5006 

Human Resources – Volunteer Information 851-4000 
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Thank you for 
sharing your 

time and talents
with the students

of the  
Francis Howell 
School District! 
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