
 
  

 
 

 

 

Welcome to the Abiqua Volunteer Community! 
Thank you for volunteering at Abiqua School! We are deeply grateful for you sharing your time, talents, and 
efforts in support of our mission to inspire students in a challenging, caring academic environment. 

At Abiqua, we believe in parents, families, and teachers partnering closely for lifetime learning. Volunteers 
are an integral part of our school community. Whether you are helping in a classroom, driving on a field trip, 
coaching a sport, serving on a committee, or assisting with community events, your presence enriches our 
students' lives and strengthens our shared school culture. 

The purpose of this handbook is to provide you with clear, practical guidelines to ensure your volunteer 
experience is safe, comfortable, positive, and aligned with our school’s values. Just as our professional 
educators are held to high standards of care, our volunteers are expected to assume specific responsibilities 
to protect the physical, academic, and emotional well-being of our students. 

General Volunteer Guidelines & Safety Protocols 
Abiqua School is a community that lives by its character education, symbolized by our core HEART values. 
We ask our volunteers to model these principles in all of their interactions on and off campus. To ensure a 
safe, predictable, and supportive environment for everyone, all Abiqua volunteers must adhere strictly to 
these operational policies: 

1. Mandatory Security & Background Screenings 
●​ Eligibility Requirements: Volunteers must be parents, guardians, caregivers, grandparents, or 

designated close friends of our educational community. Chaperones on overnight trips and regular 
classroom volunteers must be at least 21 years of age. 

●​ Cleared Background Screening: For student safety, anyone spending extended time on campus 
while students are present must successfully pass a background check through the school’s 
preferred provider before beginning their service. Background checks must be updated every two 
years. Please visit the Parent Portal to conduct the background check or click HERE. 

2. Sign-In & Identification Procedures 
●​ Front Desk Sign-In: Every visitor and volunteer must physically sign in at the front office 

immediately upon arriving on campus, and sign out upon departure.  
●​ Name Tags: You must wear a volunteer name tag at all times while performing your service. This 

ensures you are immediately recognizable to staff and students as an authorized assistant. 
●​ No Unescorted Entry: All visitors and volunteers are prohibited from entering a classroom without a 

staff or faculty escort or prior authorization. 
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3. Absolute Student Confidentiality 
●​ The Right to Privacy: Parents and students have a right to expect that information about the 

students’ behavior, academic files, grades, or personal situations will be kept confidential. 
●​ No External Discussion: Refrain from discussing anything that happens to or about a student with 

anyone other than authorized school personnel. Discussing student actions, behavior, or challenges 
with other parents, in community spaces, or on any social media platforms is prohibited. 

●​ Emergency Exception: Information regarding a student must only be shared externally if there is an 
active medical emergency or if a student shares information indicating a threat of imminent physical 
injury to themselves or others, which must be reported immediately to school personnel. 

4. Professional Adult-Student Boundaries 

Maintaining appropriate adult-student relationships is critical to student safety and is a core ethical duty of 
care. The relationship between you and any student must remain strictly professional. 

Strictly Prohibited Boundary Infringements include: 

●​ Continuing a volunteer relationship through out-of-school contact (such as phone calls, emails, text 
messages, home visits, invitations to your home/office/vehicle, or social media connections) without 
the explicit, documented permission of the student's parent/guardian. 

●​ Requesting, collecting, or sharing personal contact information, home addresses, or social media 
handles with students. 

●​ Disclosing your own personal, financial, family, romantic, or employment concerns to students. 
●​ Engaging in inappropriate physical contact. Hugs must only be initiated by students, must be brief, 

and must occur in full view of other adult staff members. 
●​ Using inappropriate language or engaging in mature jokes, innuendos, or banter. 
●​ Taking, posting, or distributing photos or digital recordings of Abiqua students on personal websites, 

group texts, or personal social media accounts. The only exception is if the photo is of your own 
child and no other students are visible in the frame. 

●​ Unauthorized creation of audio or video recordings of classrooms. 
●​ Holding any one-on-one student meeting alone and behind closed doors.  Interactions with students 

should be in group settings or within view of at least one Abiqua staff member 

5. Abuse Prevention & Oregon Mandatory Reporting Laws 
●​ Under Oregon Law (ORS 419B.005): School employees and designated representatives are 

mandatory reporters of suspected child abuse and neglect. If a student shares a disclosure of abuse, 
or if you observe physical, emotional, or behavioral indicators of severe mistreatment or neglect 
(including deprivation of adequate food, clothing, shelter, medical treatment, or supervision), you 
have a legal obligation to act. 

●​ Immediate Action Required: Do not attempt to investigate the matter yourself. Report your 
concerns or the student’s disclosure immediately and directly to Mark Novom, Head of School. 
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6. Student Behavior, RESTORATIVE Discipline, & Safety Reminders 
●​ The Teacher is the Lead: Classroom discipline, academic evaluations, and formal interventions are 

the sole responsibility of Abiqua's professional educators. Volunteers are present to support, not to 
manage classroom behavior. 

●​ Minor Infractions: If you observe minor conflicts, teasing, exclusivity, or unsafe behaviors, calmly 
and clearly offer a verbal safety reminder to the students to stop the behavior. Inform the teacher 
immediately so they can apply the appropriate restorative tier action. 

●​ No Physical Intervention: Volunteers must never physically intervene, restrain, or grab a student 
unless a child is in immediate physical danger and no staff member is present. Physical punishment 
or demeaning language is strictly forbidden under all circumstances. 

●​ Safety drill procedures: Volunteers must review the five Standard Response Protocol procedures 
(found at the end of this document) to know how to safely act in an emergency situation. 

7. Health, Allergy, & Medication Policies 
●​ Severe Food Allergy Accommodations: Abiqua School has a legal obligation to make reasonable 

accommodations for students with documented, life-threatening food allergies. Volunteers must 
conscientiously support these efforts by ensuring no unapproved snacks are distributed to students. 

●​ Medication Safety Standards: Volunteers must never administer any prescription or 
over-the-counter medication to a student. All medications must be managed and distributed by the 
front office. (The only exception is a designated emergency response where a trained volunteer must 
administer an EpiPen under a student's pre-approved Child Care Emergency Plan). 

8. Volunteer Dismissal 
Abiqua is appreciative of all volunteers. In some circumstances, volunteers may not be required or  
there are already a sufficient number of volunteers. In rare circumstances, if volunteers’ actions 
cause disruptions to the students’ learning environments, they may be asked to leave and not 
participate in future volunteer opportunities. Abiqua School retains the sole discretion in approving 
and disallowing volunteer participation.  

Volunteer Driver & Chaperone Code of Conduct 
Field trips and off-campus expeditions are vital components of Abiqua's curriculum, designed to bridge the 
gap between classroom concepts and the community. Because transporting students off-campus involves 
elevated risks, volunteer drivers must adhere to the highest safety and legal standards: 
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1. Mandatory Driver Documentation 

Prior to transporting any student other than your own child, volunteer drivers must submit the following 
documents to Jennifer Plants, Office Administrator, for filing: 

1.​ A copy of a current, valid Driver's License. 
2.​ A copy of your current, valid Automobile Insurance Card. 
3.​ The specific make, model, and license plate number of the vehicle being used. 
4.​ A successfully cleared background check. 

Note: Per Oregon State Law, the driver’s personal automobile insurance policy serves as the primary 
coverage in the event of an accident or injury. 

2. Vehicle Safety & Passenger Constraints 
●​ Vehicle Condition: By signing the Volunteer Driver Agreement, you acknowledge that your vehicle 

is in safe, fully compliant operating condition. 
●​ Safety Restraints: All occupants must use individual, properly fitted seat belts. Volunteers must 

verify that every student's harness is securely buckled before starting the vehicle. 
●​ Booster Seats: Volunteer drivers are legally required to comply with Oregon’s Child Passenger 

Safety Laws regarding the mandatory use of booster seats for younger students. 
●​ Seating Limits: Students are only permitted to ride in the back seats of the vehicle. (The only 

exception is if the passenger is the driver's own child and the front airbag is deactivated if required). 
●​ Authorized Occupants Only: Only Abiqua-authorized students, staff, and cleared volunteers are 

permitted in the vehicle during a school trip. No other children, unscheduled riders, or pets are 
allowed under any circumstances. Parents of PreK and Preschool students may only drive their own 
children unless they are DELC teacher qualified and registered with the central background registry. 

3. Road Conduct & Trip Guidelines 
●​ Zero Distractions: Handheld cell phone use, texting, or adjusting complex digital navigation 

systems while the vehicle is in motion is strictly illegal and prohibited. 
●​ Direct Route Standards: Chaperones must take their assigned student groups directly to the 

destination and return them directly back to the school. Making unscheduled stops is prohibited. 
●​ No In-Car Media: To support student interactions and maintain educational standards, drivers are 

requested not to show movies, play DVDs, or allow video games in their vehicles during transport.  
●​ No Food Sharing: To guard against sudden, life-threatening allergic reactions, students must not 

consume or share food or drinks while inside the vehicle. 
●​ Substance-Free Standard: No firearms, weapons, alcohol, drugs, smoking, or vaping are permitted 

in the vehicle or on your person at any time during a school-sponsored trip. 
●​ Supervision Duty: Chaperones are expected to maintain direct, active supervision of their assigned 

student group at all times. Ensure students cross streets only at designated crosswalks, model polite 
pedestrian habits, and represent the school with honor. 
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Volunteer Release of Liability & Confidentiality Agreement 

I, the undersigned, hereby release and agree to hold harmless Abiqua School, its officers, trustees, 
directors, and employees from any and all liability that could possibly be incurred as a result of my 
negligence, intentional or unintentional, during the commission of my responsibilities as a volunteer for 
Abiqua School. 

I further release and hold harmless Abiqua School, its officers, trustees, directors, and employees from all 
liability with regard to any physical or emotional injury that I may sustain during the time I volunteer at the 
school, or as a result of my participation in any school-sanctioned off-campus activity. 

By digitally signing via ParentSquare or signing below, I agree to the following binding commitments: 

●​ My role is strictly as a volunteer, and I will receive no financial compensation or employee benefits 
for services rendered. 

●​ I have reviewed, understand, and agree to abide by all policies and rules in the Abiqua Volunteer 
Handbook. 

●​ I will submit to a criminal background check to ensure I do not have a history that would render me 
ineligible to work around children. 

●​ I will immediately bring to the attention of Abiqua's administration any student disclosures or 
observations of a safety, abuse, or legal reporting nature. 

●​ I recognize that any and all student academic, behavioral, or personal information shared with me or 
observed by me is strictly confidential. I will not copy, record, transcribe, or disclose confidential 
information to unauthorized individuals or post it on any social media platforms. 

This agreement shall be governed by and construed in accordance with the laws of the State of Oregon. I 
acknowledge that by signing this document, I am waiving certain legal rights in the event of injury. 

 

Volunteer Signature: _______________________________________  

 

Date:_______________ 

 

Printed Name:___________________________________________________________  
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STUDENTS ADULTS
Return to inside of building 
Do business as usual 

Bring everyone indoors 
Lock outside doors 
Increase situational awareness  
Account for students and adults 
Do business as usual

SECURE! Get inside. Lock outside doors.

STUDENTS ADULTS
Clear the hallways and remain in room or 
area until the “All Clear” is announced 

Do business as usual 

Close and lock the door 
Account for students and adults 
Do business as usual

HOLD! In your room or area. Clear the halls.

IN AN EMERGENCY 
TAKE ACTION

STUDENTS ADULTS
Leave stuff behind if required to 
If possible, bring your phone 
Follow instructions 

Lead students to Evacuation location 
Account for students and adults  
Notify if missing, extra or injured students 
or adults

STUDENTS ADULTS
Move away from sight 
Maintain silence 
Do not open the door 

Recover students from hallway if possible 
Lock the classroom door 
Turn out the lights  
Move away from sight 
Maintain silence 
Do not open the door 
Prepare to evade or defend 

LOCKDOWN! Locks, lights, out of sight.

EVACUATE! (A location may be specified)

SHELTER! Hazard and safety strategy. 
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STUDENTS ADULTS
Use appropriate safety strategy 
for the hazard

Lead safety strategy 
Account for students and adults 
Notify if missing, extra or injured students 
or adults

Hazard Safety Strategy 
Tornado Evacuate to shelter area 
Hazmat Seal the room 
Earthquake Drop, cover and hold 
Tsunami Get to high ground
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