BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

TABLE OF CONTENTS

(7= 4] g T S = 1 o (= Y 1
Log Into the Community Portal..........ee e e e e e e e e e e e s e e e e s e e e s s s e s s s s s s s e s s s s nnnnnnnnnes 2
Log Into the Parent Portal............cooo i s s s s s s s s s s e s s nmss s s s e e e e e nmmm s n e s e e e e e e mmmnnnnnas 3
A7 18] 43 =Y=T gl 3= o T3 4= L o o 5 OO 4
Select Volunteer Interests and LOCAtiONS .........ccceviiiiiieiiiiiinc s 5
Edit Service ACtiVities ........ccucieiiiiiiiiirr e ——————— 7
Delete SChoOl LOCAtION........cccueiiiiie i 8
Y =Y =T 0 F= 1 1 o Y 9
EXit the Portal ... 10
Whom to Contact for ASSIStanCe ..........ccviviiemiiiiiiii i ——— 10
Miami-Dade County Public Schools Information Technology Services

Revised August 2016



BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

Be a School Volunteer is a Web-based application developed to facilitate and expedite the process of becoming a
school volunteer. Employees, Parents, Students and Community members will be able to apply online to different locations
for different service activities.

Parents/Guardians and Community members must have an account with Miami-Dade County Public Schools (M-DCPS)
to be able to access the Be a School Volunteer application on the Portal. This user guide will provide instructions on
how to apply to become a school volunteer.

See these user guides to register for an account:

* Parent Portal Create an Account/Forgot Password
* Community Portal Account Registration Process

Getting Started

To access the Portal,

V Open the Internet browser
Vv Type www.dadeschools.net
V¥V Click Community tab or Parent tab

On the dadeschools.net Community or Parent page,

B

= j DadeSchools.net

iving our students the world,

Community
Events.

s

Community Toolbox Community Resources

Community

User Guides
web page.

£\ /

Community Involvement

DadeSchools.net
Makes a Difference ing our students the world

Login to Community Portal

Forgot Usemame/Password? | Create Account

Parent Toolbox Parent Resources

V Click Login to Portal

Parents are the Most Important
Influence in a Child's Education

The Portal Log in screen will display.
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BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

Log Into the Community Portal

Continue here to access the Community Portal.

From the Portal Login screen,
V Type  youruser name

V Type  your password

V Click Login

The Community Portal page will display.

Note: You must have an account with M-DCPS to

access the Portal and any of the Portal applications.

From the Community Portal page, Password.

Create Account and
Forgot Username/

[To access the Parent Portal, go to Log Into the Parent Portal section, on page 3.]

Dadeschools.net

C1234567

...00.“' ‘

] Remember Username

Forgot Username/Password?

Create an Account

Community Portal

Home | Community Portal | Apps | Services | Sites  Resources

Logout

Search this site... Fel Q

‘elcome to the Community Portal

[y &1 site content

My Perscnal Info

John Smith [Update Personal Info]
Community id: C1234567
eMail: sampleemail@bdisouth.net

Community Programs

one of the links below to get started!!!

+ SESPr L1iteli]

Community News and Events

[ @ Titled

Apply today to participate in a Miami-Dade County Public Schools community program.

Now you can apply online to become a member of one or more M-DCPS community programs, If you haven't done so yet, click on

nternship T
» Be a School Volunteer!
S e

Modified

There are no items to show in this view of the "Community News and Events" list,

Miami-Dade County Public Schools : 1450 NE Second Avenue  Miami, FL 33132 Phone: {3053 995-1000: Copytight 2010

Mentoring
Initiatives

+ Becoming a Mentar

- qualifications

- Training Requirsments

V¥V Click Be a School Volunteer

The School Volunteer Program: Volunteer Registration page will display.

[To continue, skip the next Parent section and go to Volunteer Registration on page 4.]
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BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

Log Into the Parent Portal

If you are a Parent/Guardian with a Parent account, continue here to access the Parent Portal.

Note: You must have an account with M-DCPS to access the Portal and any of the Portal applications. [To

register for a parent account, see the Parent Portal Create an Account and Forgot Password user guide:
http://ehandbooks.dadeschools.net/userguides/parents.asp

From the Portal Login screen,

V Type your user name
V Type your password

¥ Click Login Dadeschools.net
The Parent Portal page will display. P1234567 _
..'.....I h
O Remember Username

Forgot Username/Password?

Create Account and
Create an Account Forgot Username/
Password.

To access the Be a School Volunteer application, from the Parent Portal page,

SAMPLE PARENT ~

Y
Parent Paortal C
y Logout
Home | Parent Poffal | Apps | Services | Sites )Resources Search this site...

Portal Survey = - rent Portal

Translator

[ All Site Content My Personal Info

SAMPLE PARENT Update Personal Info]
Parent id: P1234557
eMail: parentsampleemail@gmail com

|RSS News |

View Grades &
Attendance

Registered Students

Weather

& sampLE sTUDENT  View Grades

Add/Remove
Student

Dictionary

Parent News and Events

@ Tite Modified
School Boundary Changes 2010-2011 s 1/11/2011 12:12 PM
BE SAFE-Tip Reporting System Ginew 1/11/2011 12:10 PM
Ask Your Doctor Enew 1/11/2011 12:04 PM
What Vaccines Are Required? Srw 1/11/2011 12:04 PM

Hemewerk Policy  fnew 1/11/2011 12:02 PM

V Click Apps | Services | Sites tab
The Parent Portal Apps | Services | Sites page will display.
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BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

Log into the Parent Portal (continued)

SAMPLE PARENT ~

% Apps | Services | Sites G

o Logout
Home  Parent Portal | Apps | Services | Sites| Resources Search this site... P (7]
Portal Survey Welcome to Applications, Services, and Sites Page

Welcome to your Applications, Services, and Sites.
[ Al site content For easy access to your favorite applications, services, and sites click on the star appearing next to

application. The application icon will appear on the Favorites Toolbar. To remove it, click on the star
again, and the icon will be removed from the Favorites Toolbar.

y Free and Reduced Meal

12 Be a School Volunteer i
o R Application

j! M-DCPS Email

@ Frequently Asked Questions ¥ SCRuB
(FAQ)
Magnet Appl

V¥ Click Be a School Volunteer

The School Volunteer Program: Volunteer Registration page will display.

Volunteer Registration

The Volunteer Registration page will display the first time the applicant (Parent/Guardian or Community Member)
accesses the School Volunteer Program application. Volunteer applicants must complete required fields which
include DOB, SSN, Address, Emergency Contact Name, Emergency Contact #, and Ethnicity. [See My Personal
Info section on page 9 to update the volunteer’s personal information.]

From the Volunteer Registration page, School Volunteer Program T D-dr:L'mmty'PnhlmEmlmul.l
Note: Name, Address, and Date of -
Birth must be accurate or clear- I ———————
ance process will be delayed.
“Social Security Number
First Name L
[
¥ Type required information At o
. o & e
When finished, Tl T I
=t “Ethnicity “Race (Choose all that apply):
v Click Su bm it - 2§ ale EHispanic [Owhite [C8ck [[Asian Di‘rrra‘r(‘i‘:aerrr[c:‘a;r or Dﬁal'ii I‘Ji;\';:i;r or
\
Fiesse Note Policy - A v 3y be terminated at any tim
that may hav round check to the M-Di
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BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

Volunteer Registration (continued) Message from webpage
The message window will open.

Ie Continuing will require an identification & background check.
The message “Continuing will require an identification & B Aizyol suke yowant te continde?
background check. Are you sure you want to continue?”

will display.

gy oK || cnce |

V¥ Click OK

The School Volunteer Program: Volunteer Interests page will display, if the initial clearance process was successfully
completed. If it was not, you will be prompted to correct and resubmit your information.

After three attempts, the District will need to do a manual identification and background check. To expedite this process,
please contact the Office of Community Engagement.

Select Volunteer Interests and Locations

Volunteer applicants must select school location and type of service activities they are volunteering for. Volunteer
applicants will be processed by the system according to the level for the service activity they selected.

Level 1 activities will perform an electronic background check and the school will be able to approve or deny the volunteer
immediately.

Level 2 activities will require fingerprinting.

To select a location and service activities,

School Volunteer Program Miami-Dade County Public Schools

My Personal Info ‘
and User Guide

My Personal Info Volunteer Placement User Guide

- Message Center

Select a Location

Student Volunteer
Location Relative Location
Select a New Volunteer Location .. ‘4, =

Select One or More Service Activities I 1
Level 2 aclivities require additional time for fingerprinting. Please give these your first priority Leve
Level 1 - Please click here for activity descriptions. A t. .t.

[ The Arts [Jbade Partner O LibraryMedia [ speaker/Presenter M| ctivities

[ classroom [Jpay Chaperone OpTarTsa [ 7utor
[ Clerical (Office) Oeesac [JRsVP (55 and older) Cother

Level 2 - Please click here for activity descriptions Level 2
* These activities have specific traini i L.
[ Big Brothers Big Sisters* [ Listener/Oyente* [ Takestock in Children* ‘
[ certified Volunteer* [JPhys. Ed. Asst (all grade levels) [ Mentor - Other*
15000 Role Models* [ overnight Chaperone (must be 21+)
[ District/Region Volunteer

essages

Your current volunteer level is None:

Why should | volunteer? Please Click Here

V¥V Click Select a New Volunteer Location... drop-down menu

[By pressing a letter within the drop-down menu, the application will take you to the first entry that starts with
that letter.]
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BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

Select Volunteer Interests and Locations (continued)

School Volunteer Program Miami-Dade County Public Schools
- Message Center ‘

Wednesday, August 17, 2016

My Personal Info Volunteer Placement User Guide

Select a Location
Student
Location Relative
|AIR BASE K-8 CTR INT'L EDUC b4

Select One or More Service Activities
Level 2 activities require additional time for fingerprinting. Please give these your first priority.
Level 1 - Please click here for activity descriptions.

[CIthe Arts [ Dade Partner [ Library/Media [ speaker/Presenter
Classroom %} Day Chaperone OptarTsa O utor
Cclerical (Office) Oeesac [JRSVP (55 and older) O other

Level 2 - Please click here for activity descriptions.
* These activities have specific

O Big Brothers Big Sisters™ O Listener/Oyente™ [ Takestock in Children*
[ certified Volunteer* O Phys. Ed. Asst (all grade levels) CIMentor - Other*
[J5000 Role Models* [ overnight Chaperone (must be 21+)

[ pistrict/Region Volunteer

Your current volunteer level is None.

Why should | volunteer? Please Click Here

V¥ Click Student Relative box, if applicable

Select one or more service activities. [Please select Level 2 activities first. Level 2 requires fingerprinting, which
will require more time.]

V Click service activity boxes to be selected
V Click Submit

For Level 1 service activities, the message: “Your background check is in progress. Please allow 2-3 business
days for results. You may log out or select another school and activity.” will display. The date and time will also be
displayed.

For Level 2 service activities, please follow the instructions in the Messages section for the fingerprinting process. You
can select additional activities at other schools while you wait for Level 2 approval (fingerprinting).

Check the status of your application, (approved or denied), under the Messages section, in the Volunteer Interests

page.
Messages
section.

Messages
- =
Your current volunteer level is None
8/17/2016 8:52 AM Your background check is in progress. Please allow 2-3 business days for results. You may log out or select another school and activity.

If your application is approved, the message “Thank you. You have been approved at SAMPLE SCHOOL NAME.
Please Click Here” will display.

[The Please Click Here is a link to the School Volunteer Policies and Guidelines.]

You may apply to additional schools, if desired.
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BE A SCHOOL VOLUNTEER

(For Parents and Community Members)

Service Activities

To edit the school location service activities selected,

School Volunteer Program

Miami-Dade County Public Schools

- Message Cenfer

My Personal Info  Volunteer Placement User Guide

Wednesday, August 17, 2016 I

Select a Location

Location gt
Relative
B >D 0041 AIR BASE K-8 CTR INTL EDUC &
Select a New Volunteer Location... v O
Select One or More Service Activities
Level 2 aciivii ire addii inting. Please give these your fist priority
Level 1 - Please click here for activity descriptions.
[Ohe Arts [ Dade Partner O Library/Media O Speaker/Presenter
[ classroom [Jpay Chaperone Oprartsa Orutor
[ clerical (Office) CEeesac [JRSVP (55 and older) Cother

* These activities have specific

Level 2 - Please click here for activity descriptions.

[ certified Volunteer*
15000 Role Models®

O Big Brothers Big Sisters*

[ pistrictRegion Volunteer

[ istened r/Oyente* [ Takestock in Children®

[IPhys. Ed. Asst (all grade levels) [ Mentor - Other

[ ovemight Chaperone (must be 21+)

Messages

“Your current volunteer level is None.

8/17/2016 852 AM Your background check is in progress. Please allow 2-3 business days for results. You may log out or select another school and activity.

the option

V¥ Click

The page will change to display the service activities. Make changes/additions as needed.

School Volunteer Program

Miami-Dade County Public Schools

{ Message Center

My Personal Info  Volu;

Placement User Guide

Wednesday, August 1

Glassroom
[ Clerical (Office)

Selecta
" Student

Location Relative

=] 0) 0041 AIR BASE K-8 CTR INT'L EDUC
Select a New Volunteer Location_ ~

Select One or More Service Activities

Level 2 activities require additional time for fingerprinting. Please give these your first priority.

Level 1 - Please click here for activity

[ The Arts [ Dade Partner [ Library/Media [ speaker/Presenter

[ Day Chaperone
Cleesac

OprarTsa O Tutor
[ RSVP (55 and older) Clother

Level 2 - Please click here for activity descriptions
“These activities h: i i

[ certified Volunteer
5000 Role Models*

[ Big Brothers Big Sisters*

[ District/Region Volunteer

[iistener/Oyente* [ Takestock in Children*

[Phys. Ed. Asst (all grade levels) [ Mentor - Other*

[Jovernight Chaperone (must be 21+)

Messages

Your current volunteer level is None.

8/17/2016 8:52 AM Your background check is in progress. Please allow 2-3 business days for results. You may log out or select another school and activity.

V Click the H save option
V Click the

cancel option, to cancel edit mode

The Messages section will display your application status.
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BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

V¥ Click

V¥ Click

Delete School Location

Volunteers may terminate their services at a school location by deleting the location from their application. A volunteer’s
services may be terminated at any time, by the principal or the volunteer.

From the School Volunteer Program - Volunteer Interests page,

School Volunteer Program
- Message Center

Miami-Dade County Public Schools

My Personal Info  Volunteer Placement User Guide

Wednesday, August 17, 2016

Select a Locatiol

ocation Student
Relative

0041 AIR BASE K-8 CTR INT'L EDUC ]
Select a New Volunteer Location... h O

Select One or More Service Activities

Level 2 activities require additional time for fingerprinting. Please give these your first priority

Level 1 - Please click here for activity descriptions

Che Arts [ pade Partner O Library/Media O Speaker/Presenter

O classroom [ pay Chaperone OptarTsa O rutor

[ clerical (Office) [JeEsac [JRSVP (55 and older) [ other

Level 2 - Please click here for acivity descriptions
* These activities have specific trai i i

[IBig Brothers Big Sisters* [ Listener/Oyente*
[ cerified Volunteer*

[Phys. Ed. Asst (all grade levels)
15000 Role Models*

[ overnight Chaperone (must be 21+)
[ pistrictRegion Volunteer

[ Takestock in Children®
[ Mentor - Other*

essages

‘Your current volunteer level is None.

8/17/2016 8:52 AM Your background check s in progress. Please allow 2-3 business days for results. You may log out or select anather school and activity.

the x Delete option

The message “Are you sure you want to delete this location?” will display.

'e Are you sure you want to delete this location?

OK

The school location will be deleted from the page.
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BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

My Personal Info

Use the Personal Information page to update your personal information. My Personal Info is located on the blue menu bar
of the School Volunteer Program pages.

From the School Volunteer Program page,

V¥ Click My Personal Info, on the blue menu bar

The Personal Information page will display.

Volunteer

School Volunteer5 Placements’ Miami-Dade County Public Scl
=" Message Center click to go
back to SVP.
—

My Personal Info  Volunteer Placement User Guide

PERSONAL INFORMATION:
Asterisk(*) fields are required.

| Williams Kelly

Last Name First Name Middle Name

i13134 SW 26 Street 401

*Home Address Apt#

[Miami Florida - [a3175
“State *Zip Code

*City

|786799970000 | 305-888-0000

*Primary Phone Second Phone Third Phone

[Marie [786-333-0000 |

*Emergency Contact #
*Emergency Contact Name Email

ey

The fields that appear in yellow can be changed. The fields with grayed-out text cannot be changed.

Note: A name change will require a new registration application and background check.

V Click the field to be updated
vV Type new information
V¥V Click Submit

The message “Update your personal information now?” will display.

v Click OK Message from webpagl u
The School Volunteer Program Volunteer Placement page
will display. e
'@ Update your personal information now?
I ol
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BE A SCHOOL VOLUNTEER
(For Parents and Community Members)

Exit the Portal

It is important to close the School Volunteer Program Portal application or any other Portal application you are working
on and exit the Portal to prevent access to your Portal by others.

From the School Volunteer Program application,
V Click the Applications/Sites tab

From the Applications/Sites page,
V¥ Click the Logout button, in the upper right corner of the page
The Message “You have successfully logged off of the system” will display.

V Click the in the upper right corner to close the page

You are now logged out of the Portal.

I Whom to Contact for Assistance

For assistance regarding the School Volunteer Program, contact the Office of Community Engagement at
305-995-2995.

For School Volunteer Policies and Guidelines, go to the Become a School Volunteer Web page at:

http://www.engagemiamidade.net/community-school-volunteers
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