
•PA Child Abuse History Clearance (Act 151)
•PA Criminal History Clearance (Act 34)
•FBI Criminal History & Fingerprinting (Act 114)
•Volunteer Manual pages 3, 4, 7, 8, 9

• Start by downloading the volunteer manual found at https://www.mcsdk12.org/volunteer

• Save it to your device

• Fill it out electronically. It’s quick and easy to complete on your computer or device- no printing 
needed! 

• Depending on the device that you are using, you may need to download Adobe Reader or 
Adobe Acrobat. For instructions, see page 6.

• Make sure to review carefully and complete pages 3, 4, 7, 8, and 9.

• Sign pages 3,4, 7, 8, and 9 with a digital signature. For instructions on creating a digital signature, 
go to page 7. For instructions on using a digital signature, go to page 9.

• Don’t forget to save when you’re finished!

volunteer
There are lots of ways to get involved in our schools, and we truly appreciate your time and energy. 
Whether you're helping in the classroom or supporting special events, your involvement makes a big 
difference.

To keep our students safe and meet school district guidelines, all volunteers need to complete and 
submit the clearances listed below. New this year, we’ve introduced an online volunteer application 
and clearance portal to make the process easier and more efficient. We know change isn’t always 
easy, and we appreciate your patience as we move away from paper volunteer manuals to an online 
system. While we’re still working through a few bumps along the way, this new process will make 
things simpler and more efficient for everyone in the long run. One big plus? Volunteers will be able to 
easily view their clearances, expirations dates, any missing items, and their overall volunteer status- 
all in one place. Thanks for hanging in there with us- we’re all learning together!

To get started, you’ll need to submit a volunteer application and complete a few quick tasks- including 
completing and uploading the volunteer manual. Just follow the steps below, and you’ll be ready to go 
in no time!

https://www.mcsdk12.org/volunteer


Head on over to the new online volunteer application. This is where you’ll enter your personal 
information, upload any required documents, and officially get the process started. The system will 
help you keep track of your clearances, expirations dates, and volunteer status moving forward.

• To get started, go to https://mcsd.schoolgateguardian.com/volunteer/Apply. 

• Since this is a brand-new system we’re rolling out, everyone will start by clicking Start to begin 
their application. Once you’ve set things up, you can come back anytime and click Log In to check 
your clearance status, expiration dates, and more.

• Read the terms and conditions

• Click I agree 

• Sign in the box
(just do your best)

• Click Next Step

https://mcsd.schoolgateguardian.com/volunteer/Apply


• Enter your personal information in all of the required fields. 

• In the email field, make sure your email address is correct. You will not be able to change it.

• In the Volunteer Activity box, select Non-Sport

• Click Next Step

Another great bonus? You can now select all the schools where you’d like to volunteer. Even better, 
each school you select will automatically be notified that you’ve submitted an application, so they’ll 
know you’re ready to help out!

• Choose all schools you wish to 
volunteer in

• Click Next Step



Here, you can upload your clearances and volunteer packet. Uploading your clearances is optional 
at this point, but we do need you to upload your completed volunteer packet at this step.

Please Note: The manual is only valid for the current school year and will expire on June 30th- it will 
need completed each school year.

• Under “Volunteer Packets”, click Upload a File

• Click Choose File

• Navigate to find the completed Volunteer Packet

• You can also upload electronic copies of your clearances if you wish, but at this point, the 
packet is needed.

• Click Next Step

Review the information you entered earlier and if correct, you will enter a password which creates 
your account and finish the application! 

• Enter your desired password in both the Password and Confirm Password ensuring that they 
match. Your password must be at least 8 characters long, contain lower and uppercase letters, 
have at least one number and one special character.

• Click I agree the above information is correct and accurate

• Sign in the box
(just do your best)

• Click Complete



Now that you’ve submitted your application, it will go through our approval process. If you’ve 
submitted clearances in the past, we’ll link them to your current SGG profile- no need to resubmit 
unless something has expired.

You’ll receive email updates as your application moves through the system, and you can always log 
in to check your status or see if anything is missing or needs to be updated. If anything is missing or 
expired, you’ll upload the updated documents directly through the SGG portal.

We will be able to run reports showing volunteers who have met all requirements and who have 
selected SMES as a preferred school.

Your volunteer portal is your personal hub for all things related to your volunteer status and 
documentation. It gives you a quick snapshot of where you stand in the process. Here’s what you 
can expect to see when you log in:

• VOLUNTEER INFORMATION:  Your personal information including your name, date of birth, and 
contact details. Please make sure this information is accurate and up to date. We’ll use this 
information to get in touch with you regarding volunteering opportunities.

• CLEARANCES: Here you’ll find clearances that you’ve uploaded or submitted. If you’ve submitted 
them previously, they will appear here after the accounts have been linked. Bonus- each 
clearance’s expiration date is right there for you monitor. 

• APPLICATIONS:  This area shows the current status of your volunteer application. You can also view 
the full application you submitted.



Adobe Reader is needed to be able to complete the digital Volunteer Manual. If it’s not already on your 
device, it is free to download.

• Go to https://get.adobe.com/reader/

• Click on more download options

(light grey under the blue button)

• Uncheck the box for “Adobe for Google Chrome”

• Uncheck the box for “Install McAfee Security Scan Plus”

• Click Download Acrobat Reader

https://get.adobe.com/reader/


When completing the volunteer manual electronically, you will use a “Digital ID” to sign the form. Make 
sure you have downloaded the volunteer manual before you begin.

• Right click on the file

• Click Open With

• Choose Adobe Acrobat

• Click OK

• Pages 3, 4, 7, 8, 9 will need completed. Simply click 
in each box and enter your personal information

• When you get to the signature box, click in it

• In the box that pops up, click Configure Digital ID

• In the box that pops up, click Create a new Digital 
ID

• Click Continue



• In the next box, click Save to File

• Click Continue

• In the box that pops up, enter a password in the 
first password box

• Enter your password in the second box to 
confirm it.

• Make sure to remember the password you 
choose! You will need to enter it each time you use 
a digital signature.

• Click Save

This is the final step to create the Digital ID. It is now 
ready for you to use to complete the volunteer 
manual.

Another box is going to pop up. You will now follow the 
instructions to use your digital signature. 

• In the next box, enter your name and email 
address in the appropriate fields

• Click Continue



Pages ** of the volunteer manual will require you to digitally sign using your newly created digital 
signature. Simply click on the signature box and follow the directions below.

• In the box that pops up, select your newly created 
digital ID 

• Click Continue

• In the next box, enter your password in the box at 
the bottom

• Click Sign

• In the next box, you will save the file to your 
computer/device. You can keep the file name the 
same. 

• Click Save



• In the next box that pops up, click Yes to 
replace the file.

You should now see your digital signature in the field 
requiring a signature.

You’ll do this for each required signature on pages 3, 4, 
7, 8, 9
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