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MEMORANDUM

Date:
January 23, 2012
To:
Volunteers, Daisy Recreation Program and Other Programs for People with Special Needs
From:
Janice Tangen-Pennington, Recreation Supervisor
Re:
Volunteer Checklist
To join us as a volunteer for a single day/evening program, please contact Janice Tangen-Pennington, Recreation Supervisor, on her cell phone at 732-236-2588 or via e-mail at janice.pennington@eastbrunswick.org.  Download, complete and sign the Volunteer Application. (If you are under 18 your parent will need to sign the Volunteer Form in two places.) In addition you will need to bring your driver’s license and school ID. 
To join us as a volunteer for more than a single day/evening program please contact Janice Tangen-Pennington, Recreation Supervisor, on her cell phone at 732-236-2588 or via e-mail at janice.pennington@eastbrunswick.org.  Download, complete and sign the Volunteer Application as well as the forms listed below. (If you are under 18 your parent will need to sign the Volunteer Form.) In addition you will need to bring your driver’s license and school ID. (To minimize the need to download some of the forms, you can indicate that you have read them on-line by placing your initials where indicated on the Volunteer Application. If you are not able to read these forms on-line, the forms are available through the Division of Recreation, Parks and Community Services Office at 350 Dunhams Corner Road, East Brunswick, NJ 08816 (phone 732-390-6797).






And
1. Two copies of the Reference Check to be completed by those you are asking to be your references. (If you are a high school student, we need references from teachers and guidance counselors. If you are a college student, references can be from your current college teachers or from employers. If you are a teacher, your references must be from the principal and assistant principal in the school where you are currently employed as a teacher.) Please explain to your references that we need the completed forms returned to you to be included with the packet of Volunteer Forms you will return to us. This form must be printed and completed with blue/black ink.

2. Child Abuse Record Information Consent Form (called the CARI Form) this form must be an original, printed, completed and with blue/black ink and submitted. NO FAX)
3. Discipline Policy (You may indicate you have read this by initializing the Volunteer Form)
4. Staff Medication Policy (You may indicate you have read this by initializing the Volunteer Form)
5. Township Drug and Alcohol Policy (Read on-line or download and read but do not submit)

6. Township Drug and Alcohol Policy Sign Off Form (You may indicate you have read this by initializing the Volunteer Form)
7. Department of Children and Families Information for Parents and Staff (You may indicate you have read this by initializing the Volunteer Form)
8. Township Smoking Policy (You may indicate you have read this by initializing the Volunteer Form)
9. “Background Authorization” (This form is required only if you are 18 years of age or older.  This form must be printed, completed with blue/black ink and submitted. NO FAX)
10. Request for Criminal History Record (This form is required only if you are 18 years of age or older. (I’ve placed it on the website for you to see. You must ask me to give you an original copy of the form to complete as the New Jersey State Police Department will only accept their original form printed on blue paper. We will provide the original form which must be completed with blue/black ink and submitted. NO FAX)
11. Medical Record and Physical Examination Form This form must be printed, completed with blue/black ink, stamped with the physician’s office stamp where requested and submitted. NO FAX)

12. If you are 18 years of age or older you must secure a fingerprint background check (electronic fingerprints) from Morpho Trak, Inc. Do not make an appointment until you have spoken to Fred. This form must be printed, completed with blue/black ink and submitted. NO FAX)

If you have any questions please call me at 732-236-2588 (my cell), reach me via e-mail at janice.pennington@eastbrunswick.org. or through the Division of Recreation, Parks and Community Services at 732-390-6797

CC: Michael Reissner, Director, Division of Recreation, Parks and Community Services

