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                                     Volunteer Supervision Policy         
Policy:  HS 1302.90 Personnel Policies (b) (1) Before a person is hired, a program must conduct an interview verify references, conduct a sexual offender registry check and obtain one of the following: (ii) Federal Bureau of Investigation criminal history records, including finger print checks.
Staff, Consultants, Contractors and Screening, Background Check and Selection Policy:  All staff will be screened following the Head Start Program Performance Standards, Great Start Readiness Program Requirements and the Licensing Rules for Child Care Center requirements.
1. Conduct interviews and complete references noted on the Agency Application with a minimum of 2 work/professional references and 1 personal reference check provided to the supervisor.  An interview may not be applicable for consultants and contractors.  
2. A DHHS Clearance is complete with no record.

3. When offering a position, the supervisor must contact the selected candidate to obtain gender, race, and date of birth to complete the ICHAT/SOR Clearance Request.  Supervisor will inform the applicant that employment is contingent upon successful completion of the back ground checks.
· The supervisor will submit the ICHAT/SOR clearance or email Program Support and provide first, last & middle names along with gender, race and date of birth of the candidate to complete ICHAT.

· Completed original ICHAT is forwarded to the HR Manager and SOR Clearance is completed.

· The supervisor will receive an email from the HR Manager regarding ICHAT/SOR Clearance.   Any criminal history found will be reviewed by the Executive Director, HR Manager, Site Manager and Department Director to determine if employment can be offered.   

· A copy of the ICHAT will be put in the Supervisor’s mailbox.  If the applicant has a criminal history, the HR Manager will provide the supervisor with the needed information to share with the employee. 

4. Applicants that have lived out-of-state within the past ten years must provide a Child Abuse and Neglect Clearance from that state(s) as well as a criminal history check that is equivalent to the Michigan Department of State Police Internet Criminal History Access Tool (ICHAT).

5. Complete required state and federal fingerprint checks.  Support Staff will assist in making these arrangements.
6. Seek approval from the State of Michigan Department of Human Services Bureau of Children and Adult Licensing and the ISD when required.
7. The supervisor must not make an offer of employment for hiring staff or accept volunteers if:  (See Technical Assistance and Consultation Manual Child Care Center Rules for more information.)

· An applicant is not of responsible character and suitable to meet the needs of children.

· An applicant has been convicted of any of the following:

· A listed offense, as defined in section 2 of the sex offenders registration act1994 PA 295, MCL 28.722.

· Child abuse or child neglect (DHHS Clearance).

· A felony involving harm or threatened harm to an individual within the 10 years immediately preceding the date of hire.

· ICHAT reveals the person being considered for employment has been convicted of the following offenses:

· A listed offense - defined by the Sex Offenders Registration Act (1994 PA 295). 

· Child abuse under section 136b of the Michigan penal code (1931PA 328, MCL 750.136b).

· Child neglect under section 145 of the Michigan penal code (1931PA 328, MCL 750.145).

8. Provide evidence indicating that the applicant is free from communicable tuberculosis (TB), verified within the last 12 months.  A pre-employment medical clearance is also required for employees.
9. Support Staff will notify other applicants with regrets after the desired candidate accepts the position.

Volunteer Supervision Policy: Volunteers are supervised at all times by paid staff.  Volunteers will not have unsupervised contact with children.  Volunteer interest determines the assignment of responsibilities.  Guidance and clear expectations are shared with the volunteer to assist them in successfully carrying out assigned duties.
1. A volunteer may be a parent and/or community member, including foster grandparents and practicum students, who are not employed by NMCAA and have contact with children.
2. Volunteers are familiar with the Child Protection Law and Head Start Guidance Policy.
3. Volunteers are familiar with and will sign the Staff and Volunteer Mandated Reporting Policy and complete the APOT Checklist.
4. Volunteers who have contact with children at least 4 hours per week for more than 2 consecutive weeks must:

· Be free from tuberculosis, verified within 1 year before volunteering and shall be kept on file at the center. 
· Complete #2 and #3 of the Staff, Consultants, Contractors and Screening, Background Check and Selection Policy.
Reference: R 400.8125, HSPPS 1302.90, 1302.93, 1302.94
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