
CUSD 303 VOLUNTEERS 

St. Charles School District 303 encourages visits by School Board members, parents/guardians and residents 
to all School District buildings. Upon arrival, all visitors must report to the school building’s main office. 

There are different criteria to follow when determining whether a visitor or volunteer for CUSD 303 should 
follow volunteer protocol and be fingerprinted at the Kane County ROE or just run their photo identification card 
through the Raptor System at the reception desk at a district building before entering. 

1. In the event that a person is volunteering their time for one day only and, if they are in constant 
presence of another employee, coach or advisor, there is no paperwork needed. In the event the Raptor 
System can be utilized, this is one additional step that should be used. Under no exception should that 
volunteer be alone with the student(s).

2. In the event that the person is a repeat volunteer, chaperone on overnight trips, the volunteer or 
anyone that would be with students without direct supervision of employees, must follow volunteer protocol. 
There are no exceptions to this protocol. In addition, the consent for fingerprinting form and volunteer liability 
form must be filled out at least three weeks in advance to allow time for background check forms to be sent 
back to the buildings and for the fingerprinting results to process and be submitted to D303 HR.

VOLUNTEER PROTOCOL 

A fingerprinting/background check is required with results given to our HR department prior to being able to 
start volunteering. District policy states that all backgrounds must come from the Kane County ROE, with no 
other exceptions. The Kane County Regional Office of Education (ROE) is located at 28 N. First St., Geneva, 
IL 60134. Appointments can only be made online at www.kaneroe.org. No one can volunteer with students 
until HR has approved background results from the Kane ROE and a signed consent form and volunteer 
liability form by the volunteer and supervising teacher or administrator. When you print out the consent form 
and volunteer liability form (dated November 2019), please make copies back to back and return to HR. 
Please send completed Consent form along with completed Volunteer Liability form (dated November 
2019) to the attention of Cindy Kummet, HR Dept., Admin Center. Once HR receives both forms, a 
background form will be sent back to the building to be picked up by the volunteer. No background 
check form will be given to a volunteer without the two completed forms being sent to HR. 

The necessary forms are located on the ADM share drive, Human Resources Folder, CUSD 303 
Volunteer Folder.

EMPLOYEES 

3. ANYONE WHO IS GETTING PAID VIA PAYROLL OR AP (VENDOR). Anyone being paid who is
not a contractor from another company/organization must be billed as an employee. There are three
categories: Differential Contract (coach), Seasonal, Summer Camp. See the chart and note the required
documentation. All must be background checked except current D303 students or current-year HS graduates
during the following summer.

CONTRACTORS 

4. Must complete District 303 background check procedures. A contractor’s background from their 
employer is not sufficient. Those background results should be routed and be kept on file in HR.

http://www.kaneroe.org/


Items Needed 
Volunteer 
Coach/Advisor 

Summer 
Camps Seasonal 

D303 Differential 
Contract 

Employment Application X 
X (Revised 11/19; 

Handwritten) 
X (Completed on 

D303 website) 

Form I-9 (Employment Eligibility 
Verification w/ID docs X X X 

W-4 (State and Federal) X X X 

3 letters of Recommendation X 

Mandated Reporter Statute 
(DCFS) X X X 

Employment Security New Hire 
Form X X X 

Ethnicity Form X X X 

Consent for fingerprinting and 
background check X X X X 

Records Card X 

Retirement System participation 
form X 

X (Only if a 
teacher) 

Job Recommendation form 
(ePAR) X 

Teaching Certification/IHSA 
ASEP CERT X - Only Athletics 

X - Only 
Athletics X - Only Athletics X - Only Athletics 

Job not covered by Social 
Security Form 

X (Only if a 
teacher) 

CPR AED X - Only Athletics 
X - Only 
Athletics X - Only Athletics X - Only Athletics 

Volunteer Information/ Waiver 
of Liability Form (6:250-E) X 

Employee record in ePAR X 

Fitness For Duty Physical X X X 

Entered into the D303 HR 
database X X X 



SEASONAL – TEMPORARY EMPLOYMENT PROCEDURES 

Individuals recommended for Seasonal – Temporary employment are required to complete and submit an 
Employment Packet to the Human Resources Dept. An employment packet is available from the School 
Office/Administrator recommending you for Seasonal – Temporary Employment or from the District 303 
Human Resources Dept. 

Seasonal – Temporary Employment packet will include the following: 

● Application for Seasonal – Temporary Employment
● Form I-9 Employment Eligibility Verification & must provide I-9 acceptable document(s) that

establish Identity and Employment Authorization
● Form W-4 / Federal
● Form IL W-4 / State
● Direct Deposit
● Consent for Fingerprinting
● Acknowledgement of Mandated Reporter Status – IL DCFS
● New Employee Information Form

Contact Jackie Stopka, Human Resources at (331) 228-6197, to schedule a time to drop off your 
packet and pick up a required Fingerprint Authorization & Release form. 
*Already fingerprinted by Kane County ROE - please notify HR.

Schedule a fingerprinting appointment at the Kane County Regional Office of Education located 
in Geneva, IL. Go to online scheduling at: https://kaneroe.org/fingerprinting/ >select date/time of 
desired appointment>enter contact information>select from drop down “District 303-St. Charles”> 
list Position as “Temporary Employment”. 

All required employment forms and a background check result from the Kane County Regional Office of 
Education must be received by the Human Resources dept. before starting employment with District 303. 

District 303 Administration Center hours 8:00 a.m.–4:30 p.m., Monday to Friday. Questions - contact Jackie 
Stopka, Human Resources, (331) 228-6197. 

CONTRACTUAL/LIAISON/TEMPORARY NETWORK ACCESS 

If Network access is needed, please contact HR for the form and once completed return to HR where the IT 
team coordinates and assigns a “Z” number, access to numerous programs and e-mail address is processed. 

https://kaneroe.org/fingerprinting/
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