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Thank you for volunteering your service at Grace Christian School!

At Grace Christian School, we value our students and can always utilize volunteers in a variety of
areas. We welcome parents, guardians, and grandparents as active school volunteers.
We have created this handbook for all volunteers within the school. We look forward to working with
you for the 2023-2024 school year and would like to thank you in advance for your assistance.

Volunteer Requirements

In accordance with school policy, volunteers are required to have a background check to interact with
students. Completion of the Volunteer Registration Form with your signature provides your request
for the background check. Volunteers must cover the cost of the background check, those fees will
be billed to FACTS. All background checks will need to be renewed each school year and must be
completed before any volunteering can take place. It is advisable to fill out this paperwork early as
the background check clearance can take up to two weeks.

Volunteer Opportunities

There are many ways parents and family members can volunteer. Some possibilities
include:

● Classroom Parent
● Lunchroom Helper
● Front Office Support
● Field Trip Chaperone
● Picture Day Assistant
● Special Event Volunteer
● Classroom Helper
● Hospitality Team
● Fine Arts Volunteer
● Merchandise Volunteer
● Fundraising
● Athletics Volunteer

It takes many volunteers to help a school operate smoothly and to give staff members the support
necessary to provide the best education for the students. Volunteers will work with teachers, the
admin team, and the Volunteer Coordinator. We appreciate any time you donate to make our
school the best possible!



Volunteer Responsibilities

Signing In

Volunteers must sign in and register their vehicle information at the front office before beginning
volunteer duty. Please check in five to ten minutes early so that you may arrive at your volunteer
post on time. You must bring your driver’s license and/or photo ID to sign in to the computer in
the front office. After signing in on the computer a volunteer badge will be printed for you to wear
while on school property. Once your badge has been printed, you may report to your volunteer
station.

Volunteer Parking

Parking facilities on campus are limited. Please park along the graveyard side of the parking lot or
in the designated guest parking spots. Please lock your car doors as the school is not responsible
for your vehicle's loss, damage, or theft.

Volunteer Conduct

● Siblings are not allowed to accompany volunteers during volunteer time. This allows volunteers to
fully attend to GCS students without distraction.
● Leave discipline matters to the teacher. The teacher is responsible for maintaining classroom
order, even when other adults are working with students in the room. If you have a discipline
problem with a student that cannot be resolved by gentle prompting or a few positive words, speak
with the teacher.
● Save private conversations for a time without students. Try not to interrupt someone who is
teaching. It is easy to lose the momentum of an activity when students are distracted or forced to
wait while adults carry on conversations.
● Classroom volunteering must be arranged with the teacher. Teachers will then notify the office of
your anticipated arrival. Please do not drop in unannounced to help or speak with a teacher. It
takes time to plan for volunteers and to ensure that their time is not wasted.
● It is recommended that personal belongings be left out of sight in your locked vehicle. We do not
have a locked space to ensure the safety of your belongings. (GCS is not responsible for personal
items.)
● Volunteers work in cooperation with an assigned teacher or other staff member. Questions,
suggestions, and feedback should be directed to the teacher first, then appropriate volunteer
coordinator or principal.
● Volunteers will not use the school telephone, personal cell phones, or smartphone applications in
the classroom.



● If you suspect child abuse or neglect, please report it to the classroom teacher and/or school
admin.
● Weapons of any sort are not permitted on campus.
● Volunteers may not take photos of students and/or staff.

Student Relationships

● Use a positive, friendly, and engaging attitude when working with students.
● Use honest, specific, and deserved praise. When praising, state the behavior or performance you
appreciated and what you liked about it.
● All children are different, but each has the same need for attention.
● Use the Golden Rule: Treat others the way you want to be treated. All children deserve to be
treated with respect and dignity. Never use humiliating or punitive language with a child.
● Have fun! Students love to have their parents visit the school. We want you to enjoy your time at
our school as much as we enjoy having you here! Your time is an investment in our students and our
school. We are glad to have you on our team. When students see parents volunteering time at
school, they know that education is valued.

Emergency Response

There may be occasions during your volunteer time when the school experiences real or practice
emergency situations. We have regular fire, tornado, and lockdown drills during school hours.
Please follow the directions of the staff member or teacher you are working with.

Canceling Procedures

If you cannot meet your volunteer commitment, procedures depend on the type of volunteer task
you signed up for. If you are participating in a school-wide duty such as carpool, lunch monitor, or
walkway monitor in which a certain number of adults are necessary, please contact the Volunteer
Coordinator immediately so that we have time to find someone to fill the spot.
If you are volunteering in the classroom for a particular activity or teacher need, please notify the
teacher directly or contact the Volunteer Coordinator. Depending on the activity for which the
teacher requested a volunteer, the teacher may or may not need a substitute volunteer.

Grievance Policy



Due to the number of and types of interactions staff members have with students and parents
during the course of a school year, it is natural that occasional misunderstandings or problems may
arise. It is the mission of Grace Christian School to resolve conflicts and misunderstandings from a
biblical perspective while demonstrating genuine love. As a ministry of Grace Chapel Church, it is
critical that we precede all discussions or meetings prayerfully and with a humble heart, especially
those where we are addressing a problem or misunderstanding with another person.

Matthew 5:21-24 Describes the proper attitude when addressing a problem, which is
peaceful instead of being angry or insulting

Matthew 18:15-22 Provides a description for resolving disputes one-to-one at the lowest
level before moving to a higher authority.

1 Samuel 25:18-35 Describes the benefits of using an intermediary in order to address a
problem. A common thread is addressing problems or
misunderstandings in a way that results in resolution and unification,
versus an adversarial approach that tends to cause separation and
division

Applying the above principles, the GCS staff is committed to resolving conflicts in a spirit of
Christian love and respect rather than approaching misunderstandings or problems from an
adversarial perspective. Approaching a problem from an adversarial position clearly hinders the
likelihood that a positive resolution will occur. When reasonable,volunteers should address
concerns and problems one to one with the staff member in question before involving a school
administrator in the matter. If after trying to resolve a misunderstanding/problem at the lowest level
one-to-one, the misunderstanding/problem still exists, both sides should bring the issue to the
attention of the principal. However, if the principal is the person with whom the problem exists, then
the issue would be sent to the Head of School. The principal will review the matter considering both
sides before determining the next steps, which will include some form of a conference with the
parties involved and the principal or the principal’s designee. If the issue is not resolved at the level
of the principal, the matter will be brought to the Executive Director. All parties are expected to
refrain from posting negative, emotionally charged posts on social media platforms that would cast
GCS students, families, teachers, staff and administration in an undesirable light.

Volunteer Dress Code and Appearance



● All clothing should be professional, i.e. neat, clean, and appropriate.
● At all school functions, clothing is to be neither too tight nor too loose-fitting. Clothes that are
too revealing are not acceptable. All clothing must also be modest in fit and neckline.
● Facial jewelry and body piercings (except earrings for ladies) are not permitted.
● Please see specific guidelines for each event or check with administration.
● Anything that the school administration considers to be extreme or immodest in hair or dress
style for either ladies or men will not be permitted.
● All staff/volunteers are invited to participate in Spirit Friday every Friday by representing their
school with a GCS shirt and appropriate jeans (no rips, tears, or holes).
● Volunteers may participate in dress down days.
● No flip-flops or beach-type shoes are to be worn. Dress sandals are acceptable for women.
● Solid-colored leggings are permissible if they are underneath a dress or flowy blouse that
comes to at least the mid-thigh.

Sexual Harassment Policy

● Sexual harassment of students, volunteers or employees by other students, volunteers or
employees of Grace Christian School is unlawful under both North Carolina and federal laws and
is contrary to the commitment of this ministry to righteousness.
● Sexual harassment includes making unwelcome sexual advances, engaging in improper
physical contact, making improper sexual comments, or otherwise creating an intimidating,
hostile, or offensive environment.
● If a student, employee or volunteer has concerns about the nature of any conduct or physical
contact by an adult employed by GCS, volunteer, by a fellow student, or by a member of the
public, the person should immediately report this concern to the Administration.
● All such reports will be investigated promptly by the Head of School.
● Anyone found to have violated this policy will be subject to disciplinary action up to and
including expulsion from school if they are a student or termination from employment if they are
an employee.
● All such reports will be handled discreetly to maintain confidentiality in order to avoid
embarrassment and to protect the student, volunteer or employee; however, it should be
understood that GCS is required by law to report child abuse to the Department of Social
Services.

Family Educational Rights and Privacy Act (FERPA)



The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is
a Federal law that protects the privacy of student education records. The law applies to all
schools that receive funds under an applicable program of the U.S. Department of Education.
FERPA gives parents certain rights with respect to their children's education records. These rights
transfer to the student when he or she reaches the age of 18 or attends a school beyond the high
school level. Students to whom the rights have transferred are "eligible students."
● Parents or eligible students have the right to inspect and review the student's education
records maintained by the school. Schools are not required to provide copies of records
unless, for reasons such as great distance, it is impossible for parents or eligible students to
review the records. Schools may charge a fee for copies.
● Parents or eligible students have the right to request that a school correct records which they
believe to be inaccurate or misleading. If the school decides not to amend the record, the parent
or eligible student then has the right to a formal hearing. After the hearing, if the school still
decides not to amend the record, the parent or eligible student has the right to place a statement
with the record setting forth his or her view about the contested information.
● Generally, schools must have written permission from the parent or eligible student in order to
release any information from a student's education record. However, FERPA allows schools to
disclose those records, without consent, to the following parties or under the following conditions
(34 CFR § 99.31):
● School officials with legitimate educational interest;
● Other schools to which a student is transferring;
● Specified officials for audit or evaluation purposes;
● Appropriate parties in connection with financial aid to a student; o Organizations conducting
certain studies for or on behalf of the school; o Accrediting organizations;
● To comply with a judicial order or lawfully issued subpoena;
● Appropriate officials in cases of health and safety emergencies; and
● State and local authorities, within a juvenile justice system, pursuant to specific State law.
Schools may disclose, without consent, "directory" information such as a student's name,
address, telephone number, date and place of birth, honors and awards, and dates of attendance.
However, schools must tell parents and eligible students about directory information and allow
parents and eligible students a reasonable amount of time to request that the school not disclose
directory information about them. Schools must notify parents and eligible students annually of
their rights under FERPA. The actual means of notification (special letter, inclusion in a PTA
bulletin, student handbook, or newspaper article) is left to the discretion of each school.
For additional information, you may call 1-800-USA-LEARN (1-800-872-5327) (voice).
Individuals who use TDD may use the Federal Relay Service.




