
LCPS Visitor/Volunteer Policy and Guidelines
(Adopted June 12, 2019; amended on December 1, 2021), español abajo

Purpose and Background
At Lighthouse Community Public Schools, we believe that we can only achieve our mission of preparing
students for college and a career of their choice with the support of our entire community. We welcome the
helping hands of volunteers and community members and believe that everyone has something meaningful to
contribute to our school. Volunteerism by parents is encouraged but not mandatory.

To that end, we have created a volunteer policy that both protects the safety of our students and schools and
promotes participation from all groups. We define a volunteer as someone who performs hours of service for
civic, charitable, or humanitarian reasons without promise, expectation, or receipt of compensation. Volunteers
may or may not be family members of students as further outlined below. A volunteer must be at least eighteen
(18) years of age.

There are two (2) types of volunteers at Lighthouse: 1) supervised and 2) unsupervised. Supervised volunteers
are those who remain in the same room as a Lighthouse faculty or staff member when working with students.
(i.e. a classroom helper). An unsupervised volunteer is one that works one-on-one with students away from the
direct supervision of Lighthouse staff. (i.e. tutoring a student one-on-one).

Volunteers may include parents/legal guardians or community members who are not parents or legal
guardians.  Volunteers may serve only occasionally (less than ten (10) days for parents/legal guardians and less
than seven (7) days for community members, within a school year) or on an ongoing basis having frequent or
prolonged contact with students. Depending on the category and type of volunteer, volunteer service is subject
to different safety requirements to be cleared to serve as a volunteer in our schools.

As a member of our educational team, we welcome the suggestions and opinions of volunteers. However, it is
the professional staff that is held responsible by law for decisions that are made regarding the instruction of
students and the management of the school.

All volunteers must complete a volunteer application form (provided to all parents at registration) and comply
with the volunteer guidelines outlined herein.

Safety Requirements
1.    All volunteers of more than two (2) supervised days, regardless of assignment, must fill out and submit a
volunteer application form.
2.    All volunteers of more than two (2) supervised days must submit proof of an up to date negative TB test. (In
compliance with Ed Code section 49406(m)).



3.    Supervised volunteers of less than ten (10) days if a parent/legal guardian, or less than seven (7) days if a
community member, are not required to complete a criminal background check.
4.    Unsupervised volunteers, no matter what length of service must successfully complete a criminal
background check. LCPS covers the cost of fingerprinting for parent/legal guardian volunteers.
5.     Volunteers shall follow and be governed by all other guidelines indicated elsewhere in this Policy. This
includes, but is not limited to, the process of registering and signing out of the campus at the main office as
indicated below.

All volunteers must be cleared by the Human Resources Department and a record of their application and
fulfillment of all safety requirements must be on file before commencing any volunteer service beyond two (2)
supervised days. A list of cleared volunteers will be shared with appropriate school personnel and once
volunteer applicants are cleared, they and the school will be notified. All unsupervised volunteers will be issued
a volunteer clearance badge with their name and status that must be worn at all times when on site in their
capacity as a volunteer. Any other supervised or occasional volunteers will be issued a visitor’s pass for each
volunteer engagement and must wear it at all times. Please refer to our Volunteer page on the LCPS website for
further information and to submit the volunteer application.

Volunteer Guidelines

Supervision of Volunteers
Volunteers always work under the direct supervision of the professional staff at each site and only with those
teachers who have requested the services of the volunteer. The school is responsible for the safety and
well-being of each student. For this reason, the school will dismiss any volunteer whose actions are not in the
best interest of the school or students.

Confidentiality
As volunteers work with the staff and students, information of a confidential nature may be shared with them.
The problems, abilities, relationships, and confidences of students, their parents, and the staff cannot not be
discussed with anyone who does not have a professional right or need to know them. Like teachers, volunteers
are bound to a code of ethics to safeguard confidential pupil and personnel information.

Volunteers are prohibited from discussing a child’s school progress or difficulties with the child’s parent. This is
the teacher’s responsibility.

Occasionally, a child may confide in a volunteer about family matters or personal problems. Volunteers must
keep this information confidential, or if it is important for the school to have this information in order to help the
student in any way (e.g., related to the child’s general health, safety, and/or well-being), the volunteer must
discuss the child’s conversation with the teacher or principal. More importantly, if a volunteer suspects child
abuse or neglect, the volunteer is obligated to immediately notify the child’s teacher and the appropriate school
administrator. All volunteers are encouraged, and any ongoing volunteer is required, to complete training in how
to recognize signs of child abuse and neglect.

Volunteers must sign in agreement that they have read and understand and agree to follow the Family
Educational Rights and Privacy Act (“FERPA”) Policy.
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Discipline
The responsibility of disciplining students rests on the professional staff at Lighthouse. Volunteers must support
students in following the rules and guiding principles of the school, but report any discipline issues to the
teacher or supervising staff with whom the volunteers are working.

This Policy does not authorize LCPS to permit a parent/guardian to volunteer or visit the campus if doing so
conflicts with a valid restraining order, protective order, or order for custody or visitation issued by a court of
competent jurisdiction.

Dress and Behavior
A volunteer’s speech, behavior, and dress must serve as a positive model for our students to follow.  Casual
clothing is fine, but we ask that attire be neat and appropriate for a school. Volunteers must wear their volunteer
badge or visitor’s pass at all times when volunteering with the school.

Volunteer Commitment
Before agreeing to volunteer, volunteers must carefully consider the commitment they are making. The work
volunteers do is important. Volunteers should avoid promising more time than they may be able to commit.

Responsibility
We know there will be times when volunteers will be ill, on vacation, or unable to volunteer. Volunteers must
communicate with the school or their supervisor (via phone, email, or text) as far in advance as possible when
they are unable to volunteer.

School Rules
Volunteers must become familiar with the rules and policies of our school by reading through the
student/family handbook. Always consult with school staff for guidance when needed. All volunteers must sign
in and out with the front desk during every day of their volunteer service to provide an accurate record of who is
onsite for safety purposes including in the case of an emergency.

Volunteer At-Will
Serving as a volunteer is a privilege, not a right.  To that end, Lighthouse may terminate a volunteer’s services at
any time with or without cause or advance notice, at the school’s sole and unreviewable discretion.

LCPS is grateful to anyone who wants to volunteer in our schools as through this service volunteers are living
our core values of love, community, agency, integrity, and social justice.

Visitation

Visits during school hours should first be arranged with the teacher and Principal or designee, at least
forty-eight (48) hours in advance. If a conference is desired, an appointment should be set with the teacher
during non-instructional time, at least forty-eight (48) hours in advance. Parents/guardians seeking to visit a
classroom during school hours must first obtain the approval of the classroom teacher and the Principal or
designee.

All visitors (including volunteers) shall register in the Visitors Log Book and complete a Visitor’s Permit in the
main office immediately upon entering any school building or grounds when during regular school hours. When
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registering, the visitor is required to provide his/her name, address, age (if under 21), his/her purpose for
entering school grounds, and proof of identity.

If the visitor is a government officer/official (including but not limited to local law enforcement officers,
immigration enforcement officers, social workers, district attorneys, or U.S. attorneys) the officer/official will also
be asked to produce any documentation that authorizes school access. LCPS shall make reasonable efforts to
notify parents or guardians prior to permitting a student to be interviewed or searched, consistent with the law
and/or any court order, warrant or instructions from the officer/official. A copy of the documentation provided by
the officer and notes from the encounter may be maintained by LCPS, consistent with the law. The LCPS Board
of Directors and Bureau of Children’s Justice in the California Department of Justice, at BCJ@doj.ca.gov, will be
timely informed regarding any attempt by a law-enforcement officer to access a school site or a student for
immigration-enforcement purposes, as recommended by the Attorney General.

For purposes of school safety and security, the Principal or designee may design a visible means of identification
for visitors while on school premises.

Except for unusual circumstances, approved by the Principal, LCPS visits should not exceed approximately sixty
(60) minutes in length and may not occur more than twice per semester.

While on campus, visitors are to enter and leave classrooms as quietly as possible, not converse with any
student, teacher, or other instructional assistant unless permitted, and not interfere with any school activity. No
electronic listening or recording device may be used in a classroom without the teacher’s and Principal’s written
permission.

Before leaving campus, the visitor shall return the Visitor’s Permit and sign out of the Visitors Log Book in the
main office.

The Principal, or designee, may refuse to register a visitor or volunteer if it is believed that the presence of the
visitor or volunteer would cause a threat of disruption or physical injury to teachers, other employees, or
students.

The Principal may direct a visitor without lawful business on campus to leave campus when the visitor’s
presence or acts interfere with the peaceful conduct of the activities of the school or disrupt the school or its
pupils or school activities. Any visitor who is directed to leave by the Principal or designee will not be permitted
to return to the Charter School campus for at least seven (7) days.

The Principal or designee may withdraw consent to be on campus for up to fourteen (14) days even if the visitor
has a right to be on campus whenever there is reason to believe that the person has willfully disrupted or is
likely to disrupt LCPS’s orderly operation. Consent shall be reinstated whenever the Principal has reason to
believe that the presence of the person will not constitute a substantial and material threat to the orderly
operation of the School campus.  The person from whom consent has been withdrawn may submit a written
request for a hearing on the withdrawal within the two-week period. The written request shall state the address
to which notice of hearing is to be sent. The Principal shall grant such a hearing not later than seven (7) days
from the date of receipt of the request and shall immediately mail a written notice of the time, place, and date of
such hearing to such person.
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The Principal or designee may request that a visitor who has failed to register, or whose registration privileges
have been denied or withdrawn, promptly leave school grounds. When a visitor is directed to leave, the Principal
or designee shall inform the visitor that if the visitor reenters the school without following the posted
requirements the visitor will be guilty of a misdemeanor.

At each entrance to the campus, signs shall be posted specifying the hours during which registration is required,
stating where the office of the Principal or designee is located, and what route to take to that office, and setting
forth the penalties for violation of this Policy.

The Principal or designee may seek the assistance of the police in managing or reporting any visitor in violation
of this Policy.

Penalties

Pursuant to the California Penal Code, if a visitor does not leave after being asked or if the visitor returns without
following the posted requirements after being directed to leave, the visitor will be guilty of a misdemeanor,
which is punishable by a fine of up to $500.00 (five hundred dollars) or imprisonment in the County jail for a
period of up to six (6) months or both.

Under California Education Code section 44811,  any parent, guardian, or other person whose conduct materially
disrupts classwork or extracurricular activities or involves substantial disorder is guilty of a misdemeanor and is
punishable, upon the first conviction, by a fine of no less than $500.00 (five hundred dollars) and no more than
$1,000.00 (one thousand dollars) or by imprisonment in a County jail for no more than one (1) year, or both, the
fine and imprisonment.

Disruptive conduct may lead to LCPS’s pursuit of a restraining order against a visitor, which would prohibit
him/her from coming onto school grounds or attending school activities for any purpose for a period of up to
three (3) years.

Health
All visitors are asked to comply with current mandated and recommended health and safety protocols. Visitors
(including volunteers) who demonstrate signs of a contagious disease (e.g. fever, coughing) may be denied
registration. When recommended or requested by the Department of Public Health, visitors will be required to
wear personal protective equipment, such as masks, and practice social distancing. LCPS reserves the right to
implement additional measures for the protection of its school community, such as requiring forehead
temperature checks before entry to the same extent being utilized for students and employees.
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