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Austin Partners in Education
Austin Partners in Education (APIE) is an independent 501(c)(3) organization, created in 2004 through a
partnership between the Austin Independent School District (AISD) and the Austin Chamber of Commerce.

APIE is the liaison between AISD and a third-party background check company, True Hire. We provide a
registration database so AISD school-based volunteers can complete their background checks, and
Volunteer Coordinators at all campuses have a list of approved volunteers for the current school year.

APIE’s mission is to provide college and career readiness support through individualized academic and
mentoring programs to prepare students for success. APIE has four school-coordinated programs including
Secondary School Mentoring, Middle School Math Classroom Coaching, GEAR-UP and College Readiness.

APIE Contact Information
Wen Nguyen

School Connections Manager
Direct Line: 512-637-0983
Main Line: 512-537-0900
Text: 512-640-9095
wnguyen@austinpartners.org

Roles & Responsibilities

Austin Partners in Education (APIE) processes AISD’s school volunteer background checks according to
AISD and Texas Education Agency policy. APIE partners with principal-designated Volunteer Coordinators
at each school to support the volunteer registration and background check process.

Austin Partners in Education (APIE):
APIE will:

e Provide a criminal history background check service for volunteers, in accordance with AISD policy
and state regulation.

e Provide each AISD campus with a portal that lists background check approved volunteers for the
current school year.

e Refer people who ask about volunteer needs to schools that request volunteer support.

e Provide volunteer background check registration and coordinator instructions and support.

Volunteer Coordinator:
The Volunteer Coordinator at each campus is the primary point of contact for all school volunteers.

Volunteer Coordinators will:

e Notify people interested in volunteering at their school about the background check requirement.
Volunteers need to complete the registration form on APIE’s website: www.austinpartners.org.
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e Log into their Volunteer Coordinator Portal (at least once a week) to review the list of approved
volunteers who selected your campus.

e Contact volunteers with information about volunteer needs at their school and coordinate with
volunteers.

e Verify that the Name and Date of Birth match the volunteer’s information on their government-
issued ID.

e Provide volunteers with instructions on school procedures and district policies including FERPA.

e Run avolunteer’s ID through RAPTOR to sign-in.

e Volunteers sign the AISD Confidentiality Agreement electronically when they register for a
background check. We recommend reviewing the AISD Confidentiality Agreement form with
volunteers the first day they support your campus each school year.

Registration and Background Check FAQs

Why do volunteers need a background check?

School districts are required to obtain criminal history record information on school volunteers (TX
Education Code Section 22.083). The Raptor (Safety Check) screening performed for campus visitors does
not satisfy the legal requirements to obtain criminal history information. Raptor only checks sex offender
records, not all criminal history.

Who needs to complete this type of volunteer background check:

- People who will be volunteering for more than a one-time event at your school.
- Anyone driving students (who are not their own children) during field trips.

- Volunteers who interact with students without direct supervision at all times.

- Volunteers working with students virtually (via electronic device).

Who may not need to complete a criminal history background check:

- One-time visitors and volunteers. They must go through RAPTOR like all visitors.

- AISD Vendors and Contractors must complete AISD’s fingerprinting requirement. They need to
contact backgroundcheckreviews@austinisd.org

- Student teachers, observers, and those seeking credit for an academic program need to contact
the AISD Human Resources Student Teacher Program for background checks.

How long do background checks take?
It can take up to two weeks (10 business days). Usually, it takes 2-3 business days. Volunteers will receive
an email from APIE and True Hire once they are approved (or not approved).

What happens if someone does not pass their background check?
If someone does not pass the background check due to a criminal history record, they will receive an email
from True Hire, the background check company. They can dispute their record and try to resolve any issues
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regarding the results. If volunteers have questions about the process, they can also contact APIE. They
cannot volunteer at an AISD campus.

What if a volunteer does not have an email address?

To receive a background check from APIE, each volunteer is required to have a unique email address. APIE’s
volunteer database program relies on unique email addresses for communication and background check
processing. This means volunteers are not able to share an email with a spouse, family member, or friend.
If a volunteer does not have an email address:

e The Volunteer Coordinator can assist them in creating an email address.
e The Volunteer can contact APIE for support.

What are the background check clearance levels?

Level 3 — Drivers: Volunteers are approved to drive their own child and other students to off-campus events.
This level is only for the volunteer opportunity “Field Trip Driver”. Some AISD campuses do not allow
volunteers to drive students. Please notify APIE if you want this opportunity removed as an option.

Level 2 —“School Volunteer” is set at this level. Volunteers are approved to support students without direct,
consistent AISD supervision.

Level 1 — AISD staff are always present with volunteers while the volunteers are on campus. Examples:
Lunchtime Monitor, Front Office Support.

Verifying a Volunteer’s ID

A volunteer’s background check is NOT complete until their legal name (first, middle, and last) and
birthdate have been verified on campus. Because APIE uses an online background check system, this step
is very important to ensure the accuracy of the check.

Before allowing a volunteer to meet with students, your school MUST confirm that the legal name — first,
middle, and last — along with the birthdate on the volunteer’s driver’s license, passport, or other
government-issued picture ID, matches the information provided for the background check.

It is essential that this step is taken to ensure the accuracy of the information used for the check. It is the
responsibility of the school to verify this information before allowing volunteers to begin. APIE accepts no
responsibility for misrepresentation or inaccurate information submitted during registration.

What if the name and/or date of birth on the ID is different from their information on the
Volunteer Coordinator portal?

If the information is inconsistent, please notify APIE so that we can update the volunteer’s information
and request a new and accurate background check.
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Do approved volunteers still need to check in through RAPTOR?
Yes, all volunteers must be processed like visitors and comply with office check-in procedures through the
Raptor system.

Volunteer Opportunity Guidelines
APIE will post the two volunteer opportunities listed below for all campuses. Each school may choose one
additional volunteer opportunity to be included on their campus’s volunteer registration form:

e School Volunteer (Level 2 Background check) — general volunteer duties based on campus needs
(examples include field trip chaperone, tutoring, classroom support, etc)

e Field Trip Driver (Level 3 Background check)

e Optional: One customized volunteer opportunity, determined by each campus

APIE only processes background checks for volunteers who are participating as school-based volunteers
on AISD campuses. These volunteer opportunities must meet ALL the following AISD and APIE criteria:

1. Opportunities must be validated by a campus administrator as an appropriate public school
program with adequate volunteer supervision.

2. Opportunities must be free for AISD student participants.

3. Opportunities must be secular in nature.

4. Opportunities must be confined to campus property.

5. Opportunities must have an expectation of regular volunteer visits throughout the school year.
Also:

e APIE disclaims liability for volunteers.

e Volunteers serve at the discretion of the campus’s principal.

e Aschoolis not required to invite “approved” volunteers to support their campus.

e Aschool reserves the right to terminate any volunteer’s participation in any program. APIE can
support the school in this effort, if requested.

What if the volunteer opportunity does not meet the above criteria?
If your campus is hosting opportunities that do not meet the above guidelines, but you still wish to obtain
background checks for your volunteers, you must do so independently.

Does a volunteer have to sign up for more than one opportunity on campus?

It depends. Volunteers serving as a general “School Volunteer” who want to volunteer as a “Field Trip
Driver” must be approved under this opportunity because it requires a higher-level background check
approval, level 3.

The “School Volunteer” opportunity is considered a Level 2 background check clearance. School Volunteers
may work with students without direct AISD staff supervision.
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What if the volunteer is Not Approved for the opportunity?

If you do not see a person’s name on the Volunteer Coordinator Portal, then this person is not approved to
support as a volunteer in this role. Contact APIE with questions regarding a specific volunteer if you are
unsure of their background check status.

Volunteer Sign-In

School volunteers need to sign in as a visitor at the front office using the RAPTOR system. Please remember
that RAPTOR only checks for sexual offenses. AISD’s Raptor does not include a full criminal history
background check. Your school may also choose to have a sign-in book for volunteers. Please follow the
instructions under “Verifying Volunteer ID” the first time a volunteer signs in.

Volunteer Appreciation

APIE will send Volunteer Coordinators a nomination form before Volunteer Appreciation Month in April.
Campuses can nominate two volunteers of the year, mentors of the year, parent ambassadors, and up to
five partners of the year. These nominations will be posted to AISD’s annual Appreciation webpage.

Volunteer Coordinator Portal: Step by Step Instructions

This portal provides a list of current, background-check-approved volunteers at your school.
Recommended: Bookmark the link below so you can check daily for new volunteers. APIE will send weekly
email reminders.

Volunteer Coordinator Portal step-by-step instructions:

1. Coordinators can access the Volunteer Coordinator Portal and log in with their AISD email:
https://austinpartners.formtitan.com/volunteercoordinator#/

2. Once logged in, the coordinator should see their campus and name in the upper left corner.
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Your name and campus name should appear here.
If the school name is blank, contact APIE.

3. Toview the list of approved volunteers, click the drop-down menu and select the opportunity.

Volunteer Coordinator Portal

Click the arrow to view approved volunteers
under each opportunity.

4. Coordinators can use the comment box to document information that is helpful for them and
their campus. If coordinators have any concerns that require immediate attention, please contact
APIE’s School Connection Manager.
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Volunteer Coordinator Portal

Use the comment hox to add helpful information
for you and your campus. (ex: available Tuesdays,
tutoring)

5. When a new volunteer shows up on your portal, you can contact them to invite them to support
your school in specific ways. Volunteers may also contact you to ask about volunteering. You have
the option to update their volunteer status in the left-hand “School Reported Status” box. These
updates are for your campus, not APIE. There are 6 status options:

e In Process: If you are working to place a volunteer.

e Placed : Once you have officially assigned a volunteer to a role at your campus.

e Never Started : When a volunteer doesn’t respond or has decided not to volunteer.

e Switched: A volunteer signed up for the wrong opportunity and needs to be placed in
another volunteer opportunity instead.

e Dropped: A volunteer starts an opportunity but then quits before the end of the school year.

e Completed Commitment: At the end of the year, switch all remaining “Placed” to this status.

To change the status, scroll to the far right of the volunteer’s name and click on the edit icon (see
below).

m the drop-down

Log Out ‘ Forms

Comments Phone Email Created Date
+1(214) 566-5186 hroell@gmail.com 08/11/2023 17:53 ()
+1(512) 632-0635 jordanfreytag@gm. 08/11/2023 18:28 (]
+1(512) susan.anderson.tx.. 08/11/20231804 @&
+1(512) 565-1581 bridgetrahill@ 08/11/2023 18:06 ()
(1512) 542-4443 pmillet 08/11/2023 18:07 ()

+1(512) 423-5456 pdpcarp@gmail.co 08/11/2023 19:46 £

ambersuehuff@ou 08/11/2023 18:18 (]
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The status you enter will show in the School Volunteer Status column:

* In Process

» Placed

» Never Started
« Switched

» Dropped

» Completed

6. The list of Volunteer Statuses, along with other helpful instructions, is at the top right of the

7.

screen, click “Yes” under “Show Instructions”.

Volunteer Coordinator Portal

Click "Yes™" to see a list of volunteer statuses, along
with other helpful instructions.

Important Step! The first day a volunteer visits your campus, you must verify that the name and
date of birth on their photo ID matches the information listed in this portal. When using the drop-
down menu to update a volunteer’s status, please add your initials in the “ID verified by” box.
Without initials, the information on your link will not be saved properly.
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Volunteer Coordinator Portal

reap—

Important! Confirm each volunteer's ID matches
name & date of birth listed in this portal. You can
track who's been verified by adding your initials next
to each name.

8. Languages: This column identifies languages volunteers speak so that you can invite them to
support your campus with things like tutoring students, assisting teachers, and communicating
with parents. Volunteers cannot be used to translate or interpret confidential documents and/or

conversations.

Volunteer Coordinator Portal

Languages: Volunteers cannot be used to translate
or interpret confidential documents or conversations,
but they can help in ways like tutor students and
communicate with parents.

9. Toview helpful forms like the AISD Confidentiality Agreement, Volunteer Registration Instructions,

and additional resources, click View Forms.

10
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Volunteer Coordinator Portal

Click to view forms like the Volunteer
Coordinator Guide, AISD Confidentiality
Agreement, etc.

10. To export the list of approved volunteers, scroll to the very bottom left of your screen and click the
blue Export button. The list will be downloaded as an excel spreadsheet and can be found in the
“Downloads” folder on your computer.

Volunteer Coordinator Portal

Click this button to download the entire list of

volunteers as an excel spreadsheet so you can

share with others on campus, add more details,
etc.

Volunteer Registration: Step-by-Step Instructions
The procedure for volunteer registration is as follows:

1. Visit www.austinpartners.org
2. Click the Volunteer button at the top right.

11
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We change trajéctories. We

change outcomes. We change
lives.

A strong community starts with successful students.

1. If you are only volunteering for a one-time event (NOT including field trips), you do

not need to complete the background check. You can be processed as a “Visitor” on

campus. If you do need the background check, please Click the blue “Next” button at

the bottom right.

Before You Begin

For many one-time volunteer events you are not required Lo get a background check.

Examples where a background check is NOT required

« Company staff all volunteering together on a school campus for 3 one-time special event
« Harding out water at a Fun Run
Examples where a background check IS required

« Field Trip Chaperane fone-time event that does reauire a backaground check)
+ Volumteering in the school library each week

o Anyvakinteer role whars the volunteer is interacting with student|s) without direct AISD supenvision

Questions?

Yoluntesr Frequentiv Asked Questions will have most of the answers. You can also contact us at:

(5121 6370700

1 you will be particpaciog in 3 volunteer opportunity that requires a background chack, cick | Agree to get sarted

12
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2. Pre-Registration page: It is optional to donate (to cover the cost of the background
check). Move onto the next page by clicking on Click Here

s

\le

Below you can check available volunteer opportunities before you register.
Consider donating to cover the cost of processing your background check.

To continue to the Volunteer Registration Portal without making a donatiof, click here.

kunities before you register

Donation Amount

$25.00

ing Students) $50.00

3. Volunteer Log In: If you are
an existing volunteer, you will type the Volunteer Log In
email address you've used in the past.

If this is your first time registering, please
click the “Create New Account” button.

Don't have an account?

an Up

Enter the 6 digit code sent

4. You will receive a 6-digit code in your inbox or to your email. NOTE:
. i Sometimes the code can
Spam/Junk mailbox. Type this code and e fomrid iy vouik sham
click Log In. (junk) folder!
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5. Please enter your contact information and answer a few questions. Then, click the blue
“Next” button at the bottom right.

Volunteer Registration

Contact Info
Please provide the tollowing information to begin registration

Salutation First Name Middle Name Last ame
Mr, = Christopher Charlton Lagarde

i
chri:

Birthdate Gender Pronours
sintvision.com 11/05/1965 3 male = He/Him

Street Address T
9903 Parliament HODse R4 B

City State Abbredation Zip
Austin ™ 78729

Cell Phone
B (512)298-6334

Employer Nome What languages do you speak?

6. Please authorize your background check by yi

clicking “Yes”. . .
Volunteer Registration

Volunteer Authorization

7. Please select the campus you want to volunteer from the list. First, click the check box
to the left of the school. You can select up to 5 schools. They are listed in alphabetical
order. Then, click the blue Next button.

14
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Volunteer Registration
@ contacineo @ ruthorizatian © schook i Organzations © ourseor ogporturitics © volunscor Connoentistiny Agrocmant O success

Select School or Organization to proceed

*fou can sslect multiple schools if vou lile:

O Akins High School

0o Alligon Elsmentary School

m] Anderson High School

o Andrews Elementary School

m} Anin Richards School far Young Women Leaders

et ->

8. Choose from the volunteer opportunities. First, click the check box to the left
of the opportunity. Then, click the blue Next button.

Volunteer Registration

@ contactinte @ ruthorization @ scricols / Organizetions © Vounter oppertunities © vornteer Connaentisnity Agreerer ©Q succes
Pick Volunteer Opportunities
W
(m] Casey Elementary Schoct School Volunteer
APIE/AISD Mentor
=] Casey Elementary School Program: Weekly 1-on-1

meetings with astudent

Lunch Monitor 10:30AM -
=] Casey Elementary School 12:450M

Librarian Assistant - Fridays
= Casey Elementary School e

«» «»

9. Please read and electronically sign the AISD Volunteer Confidentiality Agreement
form. First, by clicking on the box. Then, click “Next”.

15
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Austin ISD Volunteer Confidentiality Agreement

s with students nat to dvulpe amy kind of Information sbout
v you st not discuss any of this information with anone oty

dets, As 3 voluntear, you
than those profassionally

2 I vou and quite possibly viclste
fdentis’ student nformatice

il st w10 bt prtietiocd. | vl

nd the reieaze of confidk nformation iz seohibited by the

Firsy Iy, e crderstandt and agree Vst viskation of sery of b provisions co
1 may b sarving.

Ftubes grounds fo my cismissal as 3 vohivmer in b schosi(s) in which

Signature
First NamavT Last NaemsVC.
Christopher Lagarde

s Date

23 B

| accept the Volunteer Confidentiality Agreement

Back

10.Success! You completed the volunteer registration form. You will immediately
receive an email confirmation from APIE. It can take up to 2 weeks for your
background check to be processed. Within 2 weeks you'll receive another email from

APIE with your status and the name of the Volunteer Coordinator at the school you
selected.

Volunteer Registration

© cortinte @) Autrerzaton — (@) Schach

ceanzatons —— (@) Volunteer Opornrities — (@) Votnseer Corhcentlty Agrosment — (@) Success

Success!

Thank you for signing up to volunteer!

Wie will process your registration as quickly as possible; background checks typically take between 7 to 10 business days. If you have a
current background check on file, you will be notified within 1-2 business days.

Unfortunately, APIE is unable to honor special requests around background check processing times. Each individual check is returned as
quickly as possible.

Please let us know If you have any questions or if you do not hear back from us after 5 business days. We appreciate your patience.
How was the volunteer registration process for you?
Click here to answer 3 ONE question survey
Sincerely,
The Austin Partners in Education Team

apie(@austinpartners.org
512.637.0900

16
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11.0nce you have an approved background check, your name will be on the school’s
volunteer list. Please contact the campus to learn about the school’s volunteer needs
and when you can begin.

Do you have questions or need support?

Contact: Wen Nguyen, APIE School Connections Manager
Phone: 512-637-0900

Email: wnguyen@austinpartners.org

17
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