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Dear Potential City Heights Prep Volunteer, 
 
Thank you for your interest in joining our team as a volunteer. We are so appreciative of your generous gift of time 
and attention to our students. Please know that the time you are giving to our students impacts their lives and 
futures in a very real way. 
 
There is a bit of paperwork to get started in volunteering with us. Please know that this process and the 
information we share with you are meant as much for you as for our students. We want your experience to benefit 
our students and we also want it to be a positive experience for you. By being very clear with the requirements and 
expectations from the beginning, we hope that we can provide all the information you need to feel comfortable 
getting started. 
 
Most of the information in the Handbook is just common sense but some of the specific wording is required by law so if 
you have any questions, please be sure to ask. 
 
Thank you again for making time for our students. We all look forward to having you with us! 
 
Sincerely, 

 
Dr. Marnie Nair 
Founding Director 
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INTRODUCTION 

This Handbook is designed to help volunteers get acquainted with City Heights Prep (hereinafter referred to as 
“CH Prep” or the “School”). It explains some of our philosophies and beliefs, and describes in general terms, 
some of our guidelines. Although this Handbook is not intended to be an exclusive or comprehensive policies 
and procedures manual, we hope that it will serve as a useful reference document for volunteers. 

Due to the fact that the School is a growing and changing organization, it reserves full discretion to add to, 
modify, or delete provisions of this Handbook, or the policies and procedures on which they may be based, at 
any time without advance notice. CH Prep also reserves the right to interpret any of the provisions set forth in 
this Handbook in any manner it deems appropriate. 

This Handbook is the property of the School, and it is intended for personal use and reference by volunteers of 
the School. Circulation of this Handbook outside of the School requires the prior written approval of the 
Director. 

CONDITIONS OF VOLUNTEERING 

Tuberculosis Testing 

All volunteers of the School must submit written proof from a physician of a risk assessment examination for 
tuberculosis (TB) within the last thirty (30) days. If TB risk factors are identified, a physician must conduct an 
examination to determine whether the volunteer is free of infectious TB. The examination for TB consists of an 
approved TB test, which, if positive, will be followed by an x-ray of the lungs, or in the absence of skin testing, an 
x-ray of the lungs. All volunteers will be required to undergo TB risk assessments and, if risk factors are found, the 
examination. Volunteers may be required to undergo a TB examination as necessary. The TB risk assessment and, 
if indicated, the examination is a condition of initial employment with the School and the cost of the exam will be 
borne by the applicant. 

Volunteer/Student Interaction Policy 

CH Prep recognizes its responsibility to make and enforce all rules and regulations governing student and 
volunteer behavior to bring about the safest and learning-conducive environment possible.  

Acceptable and Unacceptable Volunteer/Student Behavior 

This Handbook is intended to guide all School Volunteers in conducting themselves in a way that reflects the 
high standards of behavior and professionalism required of school volunteers and to specify the boundaries 
between students and volunteer. 

Although this policy gives specific, clear direction, it is each volunteer member’s obligation to avoid situations 
that could prompt suspicion by parents, students, or school leaders. One viable standard that can be quickly 
applied, when you are unsure if certain conduct is acceptable, is to ask yourself, “Would I be engaged in this 
conduct if my family or colleagues were standing next to me?” 

For the purposes of this policy, the term “boundaries” is defined as acceptable professional behavior by 
volunteer members while interacting with a student. Trespassing the boundaries of a student/volunteer 
relationship is deemed an abuse of power and a betrayal of the public trust. Some activities may seem   
innocent from a volunteer member’s perspective, but can be perceived as flirtation or sexual insinuation from a 
student or parent point of view. The objective of the following lists of acceptable and unacceptable behaviors is 
not to restrain innocent, positive relationships between volunteer and students, but to prevent relationships 
that could lead to, or may be perceived as, sexual misconduct. 

Volunteer must understand their own responsibility for ensuring that they do not cross the boundaries as 
written in this policy. Disagreeing with the wording or intent of the established boundaries will be considered 
irrelevant for disciplinary purposes. Thus, it is crucial that all volunteers learn this policy thoroughly and apply 
the lists of acceptable and unacceptable behaviors to their daily activities. Although sincere, competent 
interaction with students certainly fosters learning, student/volunteer interactions must have boundaries 
surrounding potential activities, locations and intentions. 
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Corporal Punishment 

Corporal punishment shall not be used as a disciplinary measure against any student. Corporal punishment 
includes the willful infliction of, or willfully causing the infliction of, physical pain on a student. 

For purposes of this policy, corporal punishment does not include a volunteer’s use of force that is reasonable 
and necessary to protect the volunteers, students, volunteer or other persons or to prevent damage to 
property. 

For clarification purposes, the following examples are offered for direction and guidance of volunteers: 

Examples of PERMITTED actions (NOT corporal punishment) 

 Stopping a student from fighting with another student; 

 Preventing a pupil from committing an act of vandalism; 

 Defending yourself from physical injury or assault by a student; 

 Forcing a pupil to give up a weapon or dangerous object; 

 Requiring an athletic team to participate in strenuous physical training activities designed to strengthen 
or condition team members or improve their coordination, agility, or physical skills; 

 Engaging in group calisthenics, team drills, or other physical education or voluntary recreational 
activities. 

Examples of PROHIBITED actions (corporal punishment) 

 Hitting, shoving, pushing, or physically restraining a student as a means of control; 

 Making unruly students do push-ups, run laps, or perform other physical acts that cause pain or 
discomfort as a form of punishment; 

 Paddling, swatting slapping, grabbing, pinching, kicking, or otherwise causing physical pain. 

Acceptable and Unacceptable Volunteer/Student Behavior 
This policy is intended to guide all School Volunteers in conducting themselves in a way that reflects the high 
standards of behavior and professionalism required of school volunteers and to specify the boundaries 
between students and volunteer. 

Although this policy gives specific, clear direction, it is each volunteer member’s obligation to avoid situations 
that could prompt suspicion by parents, students, colleagues, or school leaders. One viable standard that can 
be quickly applied, when you are unsure if certain conduct is acceptable, is to ask yourself, “Would I be 
engaged in  this conduct if my family or colleagues were standing next to me?” 

For the purposes of this policy, the term “boundaries” is defined as acceptable professional behavior by 
volunteer members while interacting with a student. Trespassing the boundaries of a student/volunteer 
relationship is deemed an abuse of power and a betrayal of the public trust. 

Some activities may seem innocent from a volunteer member’s perspective, but can be perceived as flirtation  
or sexual insinuation from a student or parent point of view. The objective of the following lists of acceptable 
and unacceptable behaviors is not to restrain innocent, positive relationships between volunteer and students, 
but to prevent relationships that could lead to, or may be perceived as, sexual misconduct. 

Volunteer must understand their own responsibility for ensuring that they do not cross the boundaries as 
written in this policy. Disagreeing with the wording or intent of the established boundaries will be considered 
irrelevant for disciplinary purposes. Thus, it is crucial that all volunteers learn this policy thoroughly and apply 
the lists of acceptable and unacceptable behaviors to their daily activities. Although sincere, competent 
interaction with students certainly fosters learning, student/volunteer interactions must have boundaries 
surrounding potential activities, locations and intentions. 
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Examples of Specific Behaviors 

The following examples are not an exhaustive list:  

(Unacceptable Volunteer/Student Behaviors (Violations of this Policy) 

 Giving gifts to an individual student that are of a personal and intimate nature 

 Kissing of any kind 

 Any type of unnecessary physical contact with a student in a private situation 

 Intentionally being alone with a student away from the school 

 Making or participating in sexually inappropriate comments 

 Sexual jokes 

 Seeking emotional involvement with a student for your benefit 

 Listening to or telling stories that are sexually oriented 

 Discussing inappropriate personal troubles or intimate issues with a student in an attempt to gain their 
support and understanding 

 Becoming involved with a student so that a reasonable person may suspect inappropriate behavior 

Unacceptable Volunteer/Student Behaviors without Parent and Supervisor Permission 
(These behaviors should only be exercised when a volunteer member has parent and supervisor permission) 

 Giving students a ride to/from school or school activities 

 Being alone in a room with a student at school with the door closed 

 Allowing students in your home 

Cautionary Volunteer/Student Behaviors 
(These behaviors should only be exercised when a reasonable and prudent person, acting as an educator, is 
prevented from using a better practice or behavior. Volunteer members should inform their supervisor of the 
circumstance and occurrence prior to or immediately after the occurrence) 

 Remarks about the physical attributes or development of anyone 

 Excessive attention toward a particular student 

 Sending emails, text messages or letters to students if the content is not about school activities 

Acceptable and Recommended Volunteer/Student Behaviors 

 Keeping reasonable space between you and your students 

 Stopping and correcting students if they cross your own personal boundaries 

 Keeping School Director informed when a significant issue develops about a student 

 Keeping discussions with a student professional and brief 

 Asking for advice from administrators if you find yourself in a difficult situation related to  
boundaries 

 Involving your supervisor if conflict arises with the student 

 Informing your Director about situations that have the potential to become more severe 

 Making detailed notes about an incident that could evolve into a more serious situation later 

 Recognizing the responsibility to stop and report unacceptable behavior of students  

 Never being alone with a student 

 Always ensuring there is a School staff member present when you interact with students and/or are on 
campus 

 Giving students praise and recognition without touching them 

 Pats on the back, high fives and handshakes are acceptable 

 Keeping your professional conduct a high priority 

 Asking yourself if your actions are worth your reputation 

Duty to Report Suspected Misconduct 

When any volunteer becomes aware of another volunteer member having crossed the boundaries specified in this 
policy, he or she must speak to this volunteer member if the violation appears minor, or report the matter to school 
administrators. If the observed behavior appears to be a violation of this policy, it is the duty of every volunteer 
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member to immediately report it to an administrator. All reports shall be as confidential as possible under the 
circumstances. It is the duty of the administrator to investigate and thoroughly report the situation. Volunteers must 
also report to the administration any awareness or concern of student behavior that crosses boundaries or where a 
student appears to be at risk for sexual abuse. 

Policy Prohibiting Unlawful Harassment, Discrimination, and Retaliation 

CH Prep is committed to providing an educational atmosphere that is free of unlawful harassment, 
discrimination, and retaliation. CH Prep’s policy prohibits unlawful harassment, discrimination, and retaliation 
based upon: race; color; gender (including gender identity and gender expression); sex (including pregnancy, 
childbirth, breastfeeding, and related medical conditions); religious creed (including religious dress and 
grooming practices); marital/registered domestic partner status; age (forty (40) and over); national origin or 
ancestry (including native language spoken); physical or mental disability (including HIV and AIDS); medical 
condition (including cancer and genetic characteristics); taking a leave of absence authorized by law; genetic 
information; sexual orientation; military and veteran status; or any other consideration made unlawful by 
federal, state, or local laws. 

Volunteers, unpaid interns, individuals in apprenticeship programs, and independent contractors shall not be 
harassed, or discriminated or retaliated against, based upon the characteristics noted above. 

CH Prep does not condone and will not tolerate unlawful harassment, discrimination, or retaliation on the part 
of any volunteer or third party. Supervisors and managers are to report any complaints of unlawful 
harassment to the Director or designee. 

When CH Prep receives allegations of unlawful harassment, discrimination, or retaliation, the Board (if a 
complaint is about the Director) or the Director or designee will conduct a fair, timely and thorough investigation 
that provides all parties an appropriate process and reaches reasonable conclusions based on the evidence 
collected. The investigation will be handled in as confidential manner as possible, although complete confidentiality 
cannot be guaranteed. Complaints and witness shall not be subjected to retailiation for making complaints in good 
faith or participating in an investigation. CH Prep is committed to remediating any instances where investigation 
findings demonstrate unlawful harassment, discrimination, or retaliation has occurred.  

Prohibited Unlawful Harassment 

 Verbal conduct such as epithets, derogatory jokes or comments or slurs; 
 Physical conduct including assault, unwanted touching, intentionally blocking normal movement, or 

interfering with work because of sex, race or any other protected basis; 

 Retaliation for reporting or threatening to report harassment; or 

 Disparate treatment based on any of the protected classes above 

Prohibited Unlawful Sexual Harassment 

CH Prep is committed to providing a place free of sexual harassment and considers such harassment to be a 
major offense, which may result in disciplinary action, up to, and including dismissal, of the offending volunteer. 

Sexual harassment consists of sexual advances, request for sexual favors and other verbal or physical conduct of 
a sexual nature, regardless of whether or not the conduct is motivated by sexual desire, when: (1) submission to 
the conduct is either made explicitly or implicitly a term or condition of an individual’s employment; (2) an 
employment decision is based upon an individual’s acceptance or rejection of that conduct; (3) that conduct 
interferes with an individual’s work performance or creates an intimidating, hostile or offensive working 
environment. 

It is also unlawful to retaliate in any way against a volunteer who has articulated a good faith concern about 
sexual harassment against him or her or against another individual. 

All supervisors of volunteer will receive sexual harassment, discrimination, and retaliation training within six (6) 
months of their assumption of a supervisory position and will receive further training once every two (2) years 
thereafter. Such training will address all legally required topics, including information about the negative effects 
that abusive conduct has on both the victim of the conduct and others,  as well as methods to prevent abusive 
conduct undertaken with malice a reasonable person would find hostile, offensive, and unrelated. Abusive 
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conduct includes but is not limited to repeated infliction of verbal abuse, such as the use of derogatory 
remarks, insults, and epithets, verbal or physical conduct that a reasonable person would find threatening, 
intimidating, or humiliating, or the gratuitous sabotage or undermining of a person’s work performance. 
Supervisors shall also be trained on how to appropriately respond when the supervisor becomes aware that 
an volunteer is the target of unlawful harassment. 

Each volunteer has the responsibility to maintain a workplace free from any form of sexual harassment. 
Consequently, should any individual, in particular those with supervisory responsibilities, become aware of any 
conduct that may constitute sexual harassment or other prohibited behavior, immediate action should be taken 
to address such conduct. Any volunteer who believes they have been sexually harassed or has witnessed 
sexual harassment is encouraged to immediately report such harassment to the Director.  

   Sexual harassment may include, but is not limited to: 

 Physical assaults of a sexual nature, such as: 

 Rape, sexual battery, molestation or attempts to commit these assaults and 

 Intentional physical conduct that is sexual in nature, such as touching, pinching, patting, grabbing, 
brushing against another’s body, or poking another’s body 

 Unwanted sexual advances, propositions or other sexual comments, such as: 
 Sexually oriented gestures, notices, remarks, jokes, or comments about a person’s sexuality or sexual 

experience 

 Preferential treatment or promises of preferential treatment to an volunteer for submitting to sexual 
conduct, including soliciting or attempting to solicit any volunteer to engage in sexual activity for 
compensation or reward or disparate treatment for rejecting sexual conduct 

 Subjecting or threats of subjecting an volunteer to unwelcome sexual attention or conduct or 
intentionally making performance of the volunteer’s job more difficult because of the volunteer’s sex 

 Sexual or discriminatory displays or publications anywhere at the workplace by volunteers, such as: 
 Displaying pictures, cartoons, posters, calendars, graffiti, objections, promotional materials, 

reading materials, or other materials that are sexually suggestive, sexually demeaning or 
pornographic or  bringing to work or possessing any such material to read, display or view at work; 

 Reading publicly or otherwise publicizing in the work environment materials that are in any way 
sexually  revealing, sexually suggestive, sexually demeaning or pornographic; and 

 Displaying signs or other materials purporting to segregate an volunteer by sex in an area of the 
workplace (other than restrooms or similar rooms) 

The illustrations of harassment and sexual harassment above are not to be construed as an all-inclusive list of 
prohibited acts under this policy. Moreover, please note that while in most situations a personal relationship is a 
private matter, these relationships are not appropriate in a professional setting, particularly where one of 
the parties has management or supervisory responsibilities. 

Drug- and Alcohol-Free Workplace 

CH Prep is committed to providing a drug and alcohol free workplace and to promoting safety, volunteer health 
and well-being, customer confidence and a work environment that is conducive to attaining high work 
standards. The use of drugs and alcohol by volunteers, jeopardizes these goals, since it adversely affects health 
and safety, security, productivity, and public confidence and trust. Drug or alcohol use in the workplace or 
during the performance of job duties is extremely harmful to workers and to other CH Prep stakeholders. 

Confidential Information 

All information relating to students, personal information, schools attended, addresses, contact numbers and 
progress information is confidential in nature, and may not be shared with or distributed to unauthorized 
parties. All records concerning special education pupils shall be kept strictly confidential and maintained in 
separate files. Failure to maintain confidentiality may result in disciplinary action, up to and including release 
from at-will employment. 
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Smoking 

The CH Prep facility is a no smoking facility. 

School Schedule 

Office hours are typically 7:15 a.m. – 3:45 p.m. Monday through Friday 
Morning Tutoring is from 7:15 a.m. – 8:15 a.m. Tuesday through Friday 
After School Study Hall is from 3:30 p.m. – 4:30 p.m. Monday through Thursday 

Attendance and Tardiness 

All volunteers, are expected to arrive consistently and on time. 

Social Media 

If an volunteer decides to post information on the Internet (i.e., personal blog, Facebook, Instagram, Twitter, 
etc.) that discusses any aspect of his/her workplace activities, the following restrictions apply: 

 School equipment, including School computers and electronics systems, may not be used for these 
purposes; 

 Student and volunteer confidentiality policies must be strictly followed; 

 Volunteers must make clear that the views expressed in their blogs are their own and not those of the 
School; 

 Volunteers may not use the School’s logos, trademarks and/or copyrighted material and are not 
authorized to speak on the School’s behalf; 

 Volunteers are not authorized to publish any confidential or proprietary information maintained by 
the  School; 

Volunteers are prohibited from making discriminatory, defamatory, libelous or slanderous comments when 
discussing the School, the volunteer’s supervisors, co-workers and competitors; 

Volunteers must comply with all School policies, including, but not limited to, rules against unlawful harassment 
and retaliation 

The School reserves the right to take disciplinary action against any volunteer whose Internet postings violate   
this or other School policies. 

Personal Appearance/Standards of Dress 

The Board of Directors believes that volunteers serve as role models. They should therefore maintain professional 
standards of dress and grooming. Just as overall attitude and instructional competency contribute to a productive 
learning environment, so do appropriate dress and grooming. 

 Clothing and jewelry must be safe and appropriate to the educational environment. All clothing must be 
clean and in good repair. Slits or tears in pants or other articles of clothing are not permitted except for 
modest slits in women’s dresses or skirts that are no higher than three inches above the knee. 

 Head coverings, including hats of any kind, except those worn for religious or safety reasons, are not 
to be worn inside school buildings including assemblies, classrooms, labs and offices. Hats may be 
worn outside for sun protection (Cal. Ed. Code § 35183.5). All hats are to be removed upon entering 
school buildings. . 

 No shorts are allowed on campus. 

 Skirts and dresses should cover the knee so that the knee is not visible. 
 All tops must be appropriate to the work environment, and should be clean, neat, and provide 

proper coverage. Low cut T-shirts, tank and/or racer back tops of any kind are not appropriate. 

 For safety purposes, earrings must not dangle more than one inch below the ear. 

 Clothing or jewelry with logos that depict and/or promote gangs (as defined in Cal. Ed. Code § 
35183), drugs, alcohol, tobacco, sex, violence, illegal activities, profanity, or obscenity are not 
permitted. 
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 Hair, makeup and/or jewelry should be discreet and not distract from learning. 

 Volunteers may not display tattoos on their bodies. If an volunteer has a tattoo that is visible, it is the 
volunteer’s responsibility to ensure that it is not visible during working hours. 

In all matters of appearance, volunteers are expected to demonstrate good judgment, cultural sensitivity, and 
professional taste. Courtesy to coworkers and students and your professional image to students, parents and 
other visitors should be the factors that are used to assess that you are dressing in business attire that is 
appropriate. Please do not wear anything that other volunteers, students, parents of visitors might find 
offensive, inappropriate or that might make them uncomfortable. 

Health and Safety Policy 

CH Prep is committed to providing and maintaining a healthy and safe work environment for all volunteers. 

In compliance with Proposition 65, the School will inform volunteers of any known exposure to a chemical 
known to cause cancer or reproductive toxicity. 

Accident/Incident Reporting 

It is the duty of every volunteer to immediately or as soon as is practical report any accident or injury occurring 
during work or on School premises so that arrangements can be made for medical or first aid treatment, as well 
as for investigation and follow-up purposes. 

Reporting Fires and Emergencies 

It is the duty of every volunteer to know how to report fires and other emergencies quickly and accurately. 
Volunteers should report any such emergency by calling management. In addition, all volunteers should know 
the local emergency numbers such as 911.  


