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Volunteer Registration Form:  Literacy & Math Programs 2019 – 2020
Please keep a copy of pages 4-9 for your records.

Please fill out this form and submit it to Tiaisha Tirado, Coordinator of Literacy and Math Programs. For questions, please contact Tiaisha at ttirado@jccmanhattan.org or 646-505-5748. 

Name: _________________________________________
E-mail: _________________________________________
            
Street Address: _________________________________________ 
City: ___________ State: ________   Zip Code: ________   
                             
Home Phone: __________________________ Cell Phone:  _________________________   Date of Birth: ________________



Emergency contact 1 (must live in NYC):  Name: __________________________________ _ Phone: ____________________
Emergency contact 2 (must live in NYC):  Name: ___________________________________  Phone: ____________________
Current Employer (if applicable): __________________________________   [Former] Occupation: _______________________
Name of School (if applicable)::________________________ Grade: ________   
Name of Community Service Advisor (if applicable): _____________________ Email: _________________________________   
How did you hear about the JCC literacy and math volunteer programs? _______________________________________
Your submission of this form signifies your consent to be photographed and/or videotaped and to have your image displayed without compensation in the JCC program guide or in other media to help support the JCC and its tutoring programs. If you do not agree, please sign here: _______________________________________
All volunteers: Please attach a photo and a brief (approximately 150 words) personal bio including your education, special skills, languages in which you are fluent, past teaching, tutoring or other volunteer experiences, hobbies or any other information relevant to your interest in and qualifications for tutoring. This information and photo will be used to create a directory of JCC volunteers who are tutoring at each site.

New volunteers must attend an orientation session at the JCC. Please choose which session you will attend: 
  __   Mon. Sept. 16, 3:30 – 5:00 pm
  __   Tues. Sept. 17, 6:30 – 8:00 pm 

  __   Wed. Sept. 18, 1:30 – 3:00 pm
  __   Thurs. Sept. 26, 3:30 – 5:00 pm

All volunteers- Please designate your 3 choices for volunteering (see pages 8-10), in order of preference, including program, location and day/time of the week. 
#1 _____________________________________#2 ____________________________________
#3 ___________________________________



I have read and accept the requirements stated in the following documents (attached hereto on pages 2-6): 

(i) Disclosure Regarding Required Fingerprinting/Background Check for School Day Programs; (ii) Disclosure Regarding Required Background Check for Afterschool, Evening and Weekend Programs; (iii) Code of Conduct; (iv) Touching Policy, and (v) Policies and Procedures for Tutors. By my electronic signature below, I hereby acknowledge receipt of these documents and agree to abide by all terms and conditions described therein. 
I understand that any violation of the requirements set forth in these documents may result in termination of my position as a volunteer tutor. This acknowledgement also must be signed by the parent or guardian of any prospective volunteer who is under the age of 18.
_________________________________   
_________________________________   
Signature  



Date Signed

_________________________________   
_________________________________   
_________________________________   
Signature of Parent/Guardian

Relationship to Volunteer

Date Signed
Disclosure Regarding Required Fingerprinting/Background Check for Volunteers who tutor in a JCC School Day Program (8:30 a.m. – 2:30 p.m.)
JCC Manhattan Literacy and Math programs are staffed by a corps of responsible, dedicated and compassionate volunteers who are committed to helping students attain literacy and math proficiency. We appreciate and rely on the commitment of volunteer tutors, like you, and share the concern of the NYC Department of Education (DoE) and our partner schools that volunteers who work directly with students pose no risk or threat to the children’s welfare. To achieve this imperative goal and ensure a safe environment for our public school students, the DoE requires that ALL volunteers who are in public schools during school hours (8:30 a.m. – 2:30 p.m.), whether new or returning (unless previously done), receive security clearance based on their fingerprints and background check.  
Pursuant to the DoE requirements, as a condition of working with students in JCC tutoring programs that take place in public schools during school hours (hereinafter referred to as “School Day Programs”), all volunteers must participate in the following eligibility clearance procedures:
 
1. Each prospective volunteer must provide the basic information required by the registration form and submit this form with the completed registration form to JCC Manhattan.

2. If the prospective volunteer has chosen to participate in a School Day Program, shortly after submitting this registration form to the JCC, we will add the prospective volunteer to our Go Pass roster. To do so, we will need a Social Security Number, date of birth, and contact information. Shortly thereafter, the volunteer will receive an email directing him/her to Applicant Gateway, the secure website used by the NYC DoE to collect information from people applying to work in its schools and for Go Pass applications. You will be asked to (a) complete an online background questionnaire and (b) print out a Fingerprint Referral Form.

3. After submitting the online questionnaire, the prospective volunteer may be photographed and fingerprinted, in person, by a technician at the DoE Walk-in Center, 65 Court Street, Room 102, Brooklyn, NY [open 9:00 am – 4:30 pm, no appointment required]. At the time of fingerprinting, the prospective volunteer must present a printed Fingerprint Referral Form and a valid government-issued photo ID (driver’s license or passport) and pay a one-time, nonrefundable $60 fee by personal check or money order. (Cash and credit cards are not accepted.) The prospective volunteer’s name and fingerprints will be sent to the NYS Division of Criminal Justice Services and the FBI for a nationwide criminal background check which will take anywhere from 24 hours to a few days. In rare cases where clear fingerprints are difficult or impossible to obtain, it may take several weeks. If there is no need for additional information or clarification, the volunteer will be considered eligible for Go Pass service. S/he will receive a welcome notice via email and can begin volunteering. If there is a need for additional information or clarification, s/he will be contacted by the NYC DoE Office of Personnel Investigation asking for permission to investigate the matter. The prospective volunteer can explain the situation to investigators who will work to determine final eligibility or may withdraw the Go Pass application and end the investigation. 

For additional information pertaining to the Go Pass process, please visit https://www.nycservice.org/pages/pages/72 .

I wish to participate as a volunteer tutor in a School Day Program and have read and accept the requirements stated above.  This acknowledgement also must be signed by the parent or guardian of any prospective volunteer who is under the age of 18.

_________________________________          _________________________________   
_________________________________   

Signature  



Date Signed



Social Security Number

_________________________________          _________________________________   
_________________________________   
Signature of Parent/Guardian

Relationship to Volunteer

Date Signed

Disclosure Regarding Required Background Check for Every Volunteer, returning or new, who wishes to tutor in a JCC After School or Evening Program

JCC Literacy and Math programs are staffed by a corps of responsible, dedicated and compassionate volunteers who are committed to helping students attain literacy and math proficiency. We appreciate and rely on the commitment of volunteer tutors, like you, and share the concern of our partner schools and organizations that volunteers who work directly with students pose no risk or threat to the children’s welfare.  To achieve this imperative goal and ensure a safe environment for our public school students, the JCC requires that ALL volunteers who are in our tutoring programs after school and in the evening, whether new or returning, participate in its background check process which includes nationwide criminal and sex offender searches.  
 
Pursuant to JCC requirements, as a condition of working with students in its afterschool, evening and weekend tutoring programs (hereinafter referred to as “After School, Evening & Weekend Programs”), all volunteers must participate in the following eligibility clearance process:
 
1. Each prospective volunteer must provide the basic information required by the registration form and submit this form with the completed registration form to JCC Manhattan.

2. If the prospective volunteer has chosen to participate in an After School, Evening & Weekend Programs, upon receipt of this registration form, the JCC will submit the volunteer’s name and email address to CampBackgroundChecks.com (A Datasource Company). Shortly thereafter, the volunteer will receive an email from CampBackgroundChecks.com which appears to be from JCC Manhattan and bears the subject line “JCC Manhattan Background Questionnaire Notification.” The email will request that the prospective volunteer (a) provide an online consent to running the background check and (b) complete and submit an online background questionnaire. This information must be provided to CampBackgroundChecks.com within 14 days after the date of its email request. 

3. CampBackgroundChecks.com will advise JCC Manhattan of the volunteer’s clearance status via an online portal. If the search indicates that the volunteer is eligible, the volunteer may then begin to work with children in an After School, Evening & Weekend Programs. If matters are revealed in the background check and investigation that require additional information, the JCC shall contact the prospective volunteer and recommend that s/he follow up with CampBackgroundChecks.com to clarify any issues.  The prospective volunteer may do so or withdraw from the process at any time. 
I wish to participate as a volunteer tutor in an After School, Evening & Weekend Programs and have read and accept the requirements stated above.  This acknowledgement also must be signed by the parent or guardian of any prospective volunteer who is under the age of 18.

_________________________________          _________________________________   





Signature  



Date Signed





_________________________________          _________________________________   
_________________________________   

Signature of Parent/Guardian

Relationship to Volunteer

Date Signed

Code of Conduct

1. I understand that abuse occurs in our society and I pledge to do my utmost to prevent it.  I will follow the abuse prevention protocols provided by the JCC in order to understand and recognize the signs of abuse, to report suspected cases, and to support best practices that protect all parties. 

2. I understand the importance of guarding against bullying, cyber bullying and inappropriate behavior including peer-to-peer acts (i.e., involving children of similar age).

3. I understand that I am responsible for reporting suspicious behavior and I will be held accountable for immediately reporting such behavior to the JCC Program Director, including the actions of any staff member or volunteer who violates this Code of Conduct.

4. All programs operate with the safety of participants foremost in mind. I will not engage in any form of abuse, such as:

· Physical abuse—striking, spanking, slapping 

· Verbal abuse—humiliating, degrading, threatening

· Sexual abuse— touching or speaking inappropriately or showing children inappropriate materials

· Emotional abuse— shaming, being cruel, belittling 

· Neglect—withholding food, water, or basic care

5. I will provide proper supervision to those in my care and will not leave any student unsupervised.

6. I understand that when I am interacting with students, I must position myself where other staff and volunteers can see us and that I must never be alone with an individual student unless we can be readily seen or observed by other staff or volunteers.

7. I understand that when children need to use the restroom, staff and volunteers should stand in the hallway near the restroom but never enter the restroom.

8. I understand that contact with the students outside of the JCC programs (e.g., babysitting, private instruction) is not permitted under any circumstances.

9. I will neither use my cellphone nor access the internet while tutoring my student. I will not access adult-oriented internet sites and/or social media sites in the presence of the students nor will I develop outside online relationships with them.

10. I will use positive behavior management techniques and will not resort to physical or emotional forms of discipline.

11. I will interact with my student and show affection in a manner that is safe and appropriate for all parties as stated in the JCC Touching Policy (see next page).

12. I will provide a positive example and be a positive role model at all times.

Touching Policy - Guidelines for Showing Affection to Children on the Job
Staff and volunteers who interact with children should show affection toward those children in a manner that is safe and appropriate for all parties.  As human beings we tend to use affection to enhance our relationships. Because some children feel uneasy with any form of physical contact, please refrain from touching our holding your student. A “thumbs up” gesture or “high five” may be given as congratulations for work well done. Generally, when working with children, the following guidelines are recommended:

Guideline 1: The Observer Standard

This guideline emphasizes the need to consider how a situation appears to others.  Imagine if an outside observer (either someone related to the child or a total stranger) walked into the room. Would the person think that the affection being shown to this child was appropriate? If not, you must change the situation immediately. 

Guideline 2: Child-Initiated Affection

Children may choose to do something that a staff person never would. In some circumstances, that makes the behavior acceptable, such as when a young child holds a staff person’s hand or climbs into the staff person’s lap.  Other circumstances remain unacceptable. An older child spontaneously kissing a staff person, for example, is to be discouraged, and staff should respond only briefly (although warmly) to full frontal hugs. 

Guideline 3: Age-Appropriate Affection

Consider the age and developmental stage of the child involved. Is the behavior typical of that child’s peer group, or is it cause for concern?  For instance, children who display overly-affectionate or inappropriate touching behavior may be victims of child abuse. Touching behaviors that are deemed appropriate for a 3 year old are often inappropriate for a 13 year old. Please report any inappropriate affection to the Program Director.

Guideline 4: Gentle Limits

Establish gentle yet firm limits regarding a child’s spontaneous affectionate behavior safe for you. Use techniques to redirect a child without making him/her feel rejected. For instance, after a minute of hand holding or lap sitting, ask the child to sit next to you, distract him or her with something else to do, or encourage him or her to return to a previous activity.

Guideline 5: Witnesses

When a situation requires unusual physical contact with a child, be sure to have witnesses who can verify that your actions and responses are appropriate. During a tutoring program, situations probably will not arise that may merit unusual physical contact (e.g., the need to assist a young child with a private activity such as dressing or using the restroom, or during programs such as aquatics, gymnastics, and other sports that require physical contact as part of the instruction); however, if they do, the key is to balance your need for corroboration with the child’s need for dignity and/or privacy in front of others.

Policies and Procedures for Tutors 

1. Regular and prompt attendance is important.  The children look forward to seeing their tutors and they are disappointed when their tutors are not at a session.  Please email Tiaisha Tirado at ttirado@jccmanhattan.org if you need to be absent unexpectedly. Tutors who have two or more unexplained absences may be dismissed from the program.

2. Volunteers who need community service credit must keep track of their own hours. Please request any required documentation of your hours by emailing Tiaisha no later than one month after participation in the program has ended.

3. At the end of each session, give your student feedback about his/her progress.  This part of the tutoring session works to increase motivation and success.  Encourage him/her to express how and what he/she has learned.  Feeling successful is an extremely motivating factor in all life activities, and we tend to repeat activities that make us feel successful.  Reward hard work and success with praise and personal approval. Please do NOT reward your students with gifts, candy, or other food.  You may wish to keep track of progress by using charts and rewarding success with stars, happy faces, or small stickers. 

4. If you are concerned about a child’s physical or social wellbeing (e.g., if s/he discusses, or you suspect, child abuse or neglect), please discuss your concerns privately with the JCC Program Director (Judy Gross), the JCC’s Coordinator of Literacy and Math Programs (Tiaisha Tirado) or the on-site principal, director or teacher.
5. Please be mindful of appropriate behavior when working with your student.  Please do not use your cellphone or text message while you are with your student. Try to be patient.  Do not raise your voice nor tease the student.  Never be sarcastic.  Please do not eat gum, food, or candy nor share such items with your student, as the student is not permitted to have these items. Always work in a public space within the school building and keep the classroom door open.  Do not allow your student to sit on your lap or become inappropriately affectionate.

6. Adults are not permitted in the students’ restrooms in public schools. Please accompany your student to the restroom, but stay in the hallway.  Please find out where the adult restrooms are located for your own use.

7. If your student needs medical attention during your session together, please bring him/her to the school nurse, JCC reading or math teacher, main office, or other school staff member who is familiar with the public schools’ strict rules regarding exposure to bodily fluids and will take responsibility for the student’s physical wellbeing. 

8. Please do not engage in activities with your student other than the JCC tutoring program.  The JCC and our partner public schools, shelters and community centers, do not condone and will not be responsible for individual at-home tutoring sessions, babysitting, outings, or other such activities.

9. Never allow your student to leave the program area. If someone comes to pick up the child during the tutoring session, please refer him/her to the classroom teacher, JCC Program Director or literacy/math teacher to ensure an authorized and safe dismissal.

JCC Manhattan Literacy and Math Programs 2019-2020
 

 School Day Programs

Please note: To ensure the safety of its students, the DoE requires that all volunteers in public schools during the school day (8:30 a.m. – 2:30 p.m.) be fingerprinted for a background check. 
 
PS 75, 735 West End Avenue, entrance on W. 95th Street

Mondays - Fridays, 8:10 a.m. - 12:05 p.m. (Choose your day(s) and times.)
JCC volunteers work one-on-one with kindergarten, first and second grade students to master the prerequisites to reading and ensure the acquisition of early literacy skills. JCC reading specialist, Judy Gross, will train tutors and provide daily lessons (including letter recognition, letter sounds, letter formation, common sight words and phonics lessons) for the tutoring sessions. Tutors will be paired with the same student during each session and can “move up” with them to first or second grade the following year and beyond!
PS 84, 32 West 92nd Street (between Columbus Avenue & Central Park West)
Mondays – Fridays. 11:10 a.m. – 12:00 p.m. (Grades 1 - 2) and/or 12:05 – 12:55 p.m. (Grades 3 – 5) 

(Choose your day(s) and times.)
JCC volunteers work one-on-one with an elementary school student to read aloud, complete classroom assignments or reinforce math skills during their lunch periods. Volunteers may choose to stay for more than one lunch period to work with children from multiple grades.  
PS 145, 150 West 105th Street (between Amsterdam & Columbus Avenues)
Mondays – Fridays, 8:25 a.m. – 2:25 p.m. (Choose your day(s) and times.]  

JCC volunteers work consecutively one-one or with small groups of students who need additional help with reading or math.

PS 163, 163 West 97th Street (between Amsterdam & Columbus Avenues)
Mondays – Fridays, 10:08 a.m. – 11:02 a.m. (Kindergarten & Grade 1), 11:03 a.m. – 11:57 a.m. (Grades 2 & 3), 11:58 a.m. – 12:52 p.m. (Grades 4 & 5) (Choose your day(s) and times.)
JCC volunteers work one-on-one with an elementary school student to read aloud, complete classroom assignments or reinforce math skills during their lunch periods. Volunteers may choose to stay for more than one lunch period to work consecutively with children from multiple grades.  
PS 191, 300 West 61st Street (at West End Avenue) 
Mondays – Fridays, 8:20 a.m. – 2:30 p.m. (Choose your day(s) and times.)
JCC volunteers assist small groups of students or work one-on-one with struggling students during the school day in the School Library or other spaces outside of the student’s classroom.
Professional Performing Arts School, 328 West 48th Street (between 8th & 9th Ave)
Mondays – Fridays, 8:30 a.m. – 1:00 p.m. (Choose your day(s) and times.) 
Tutors help students with New York State Regents exam subjects (English, U.S. history, global history, algebra, geometry, or trigonometry), English language skills, and other academic needs.
 
International High School at Union Square (“IHS”) 40 Irving Place 
Mondays – Fridays, 8:00 a.m. - 4:00 p.m. (Choose your day(s) and times.)
IHS is a public high school serving students who have lived in the US for less than four years whose native language is not English. JCC volunteers assist students during morning study hall or their free periods throughout the school day by providing help with New York State Regents exam subjects (English, U.S. history, global history, algebra, geometry, or trigonometry), English language skills, preparation of portfolios or personal statements, completing college applications, creating resumes, job search, research and other academic needs. 
Afterschool Programs

Please note:  A background check of all volunteers who participate in these programs will be performed by, and at the cost and expense of, the JCC. Fingerprinting will not be required. 

PS 163, 163 West 97th Street (between Amsterdam & Columbus Avenues)
Mondays and/or Wednesdays, 3:30 – 5:00 p.m. (Choose your day(s).) 
In our “Gift of Literacy Program,” JCC volunteers tutor 2nd graders struggling to meet reading standards.  Volunteer tutors receive on-site supervision by JCC reading specialist Judy Gross, who will present a phonics-based lesson to the group and provide lesson plans to guide the volunteers in their work with individual students during each session.  
PS 163, 163 West 97th Street (between Amsterdam & Columbus Avenues)

Tuesdays and/or Thursdays, 3:30 – 5:00 p.m. (Choose your day(s).) 

This early intervention after school program (“Gift of Math”) matches students one-to-one with volunteers who follow specific lesson plans and receive supervision and support from the JCC’s onsite math specialist. Students chosen for the program are second graders who perform significantly below grade level. 

PS 163, 163 West 97th Street (between Amsterdam & Columbus Avenues)
Wednesdays (Math Instruction) and/or Thursdays (Literacy Instruction), 3:30 – 5:00 p.m. (Choose your day(s).) 
Graduates of our Gift of Literacy and Gift of Math Programs, now in 3rd – 5th grades, enhance their understanding of text, develop basic writing skills, hone their math skills and complete their homework with support from their tutors during our “Graduate Program.” Lessons are presented and materials are distributed by a public school teacher retained by the JCC to guide the tutors in helping their students meet academic standards and use methods that are required in classrooms.
West Side Neighborhood Commons, 696 Amsterdam Avenue (between 93rd and 94th Streets) 
Thursdays, 3:45 – 5:00 p.m. 

Volunteers provide homework help and academic support to school-age children (grades K – 5) at this community center (located in a New York City Housing Authority facility) that serves as a “safe haven” for children after the school day and in the evening. JCC reading specialist Judy Gross, provides lesson plans and materials to guide all of the volunteers in their work with individual students during each session.  

Booker T. Washington Middle School (MS 54), 103 West 107th Street (entrance is on West 108th Street between Amsterdam and Columbus Avenues)
Mondays – Fridays, 2:50- 4:30 p.m. (Choose your day(s); Minimum commitment is 1 day/week for 10 weeks.)
Volunteer as a homework coach for a small team of 6th graders, helping with homework while teaching them how to stick with hard questions, organize their time, and support one another. Onsite training and supervision is offered by a middle school teacher.  
Evening Programs

Please note:  A background check of all volunteers who participate in these programs will be performed by, and at the cost and expense of, the JCC. Fingerprinting will not be required. 


Acacia/DHS Shelter, Midtown West, Manhattan

Mondays and Thursdays, 6:00 – 7:30 p.m. (Choose your day(s).)
Volunteers provide academic support to school-age children (grades K – 5) at this temporary housing facility for homeless families. Onsite support, lessons plans and materials are available to guide all of the volunteers in their work with individual students during each session. 
Childrens Community Services Shelter, Midtown West, Manhattan

Wednesdays, 5:00 – 7:00 p.m. 

Volunteers provide one-on-one academic support to school-age children (grades K – 12) at this temporary housing facility for homeless families. Onsite support, lessons plans and materials are available to guide volunteers in their work with individual students during each session. 
Weekend Programs

Childrens Community Services Shelter, Midtown West, Manhattan

Saturdays, 11:00 a.m. – 1:00 p.m.

Volunteers provide academic support to school-age children (grades K – 5) at this temporary housing facility for homeless families. Onsite support, lessons plans and materials are available to guide volunteers in their work with individual students during each session.
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