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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 timel

Cl EARANCEQ -PA Childl Abuse History Clearance (Act 151)

*PA Criminal History Clearance (Act 34)

*FBI Criminal History & Fingerprinting (Act 114)
PEOUIPED: *Volunteer Manual pages 3, 4,7, 8, 9

STEP 1- COMPLETE VOLUNTEER MANUAL

«  Start by downloading the volunteer manual found at https://www.mcsdkl2.org/volunteer

« Save it to your device

«  Fillit 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.

« Signpages 34,7, 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!



https://www.mcsdk12.org/volunteer

STEP 2- ONUINE VOLUNTEER APPLICATION

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.
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Online Volunteer Application for Mifflin County School District

You will be required to provide certain personal information and documentation needed for volunteering approval

Please click the 'Start' button to begin the application process:

Already a volunteer or applicant? Sign in to reapply or view your application status.
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MCSD POLICY

« Read the terms and conditions

 C(ClickIagree

« Signin the box
(just do your best)

«  Click Next Step

Online Volunteer Application for Mifflin County School District

Mifflin County School District Volunteer Policy

ITIS VERY IMPORTANT TO NOTE THAT YOU CANNOT EEGIN YOUR VOLUNTEER SERVICE UNTIL ALL OF THE REQUIREMENTS HAVE BEEN COMPLETED AND APPROVED. *
Please note that the records will be maintained in a secured area in the respective Main Office.

Please see page two of the Mifflin County School District Sport/School Activity Volunteer Manual for school district employee and non-school district employee guidelines.

The volunteer manual is located on Mifflin County School District's website: Students/Parents — Volunteer. The needed forms can also be found on our website: SCD-M001 -
Sport/School Activity Volunteer Manual

| agree and acknowledge the above terms and conditions

My Signature

Previous Step Next Step



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

PERSONAL INFORMATION

«  Enter your personal information in all of the required fields.
« Inthe email field, make sure your email address is correct. You will not be able to change it.
« Inthe Volunteer Activity box, select Non-Sport

o Click Next Step Personal Information
Legal First Name Legal Middle Name Legal Last Name
No Legal Middle Name
Date of Birth [zESIICN] Confirm Date of Birth
[ | [ J
Address 1 Address 2
City State/Prov
I ) | -]
Postal Code County

I | | ]
Primary Phone Mobile Phone Email
[—— ) ) | |

Same as Primary

Volunteer Activity
Previous Step Next Step

23553>

SCHOOL PREFERENCE

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! Sehool Preferance

* Choose all schools you wish to
volunteer ||'] Elementary Schools

. Click Next Step Lewisiown Elementary School Lewisonn Inemediae Schoo Inian Vatley Elementary Center East Deny Elementary Schoot

Strodes Mills Elementary School

Middle Schools
Check All

Miffin County Middle School

Jr. High Schools
Check All

Miffin County Jr. High School

High Schools

Check All

MIMin County High Scnoal

The Academy Schools
Check All

Acaderny

8 Previous Step Next Step




CIEARANCES

Here, you can upload your clearances and volunteer packet. Uploading your clearances is optionadl
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

Clearances

Please select a relevant file by clicking the Upload a File button under the clearance name and then clicking Choose File to open the file browser. Only PDF files that are no
greater than 1.5MB in size can be uploaded. If your PDF file is larger than the specified size, you can use this tool to compress the file. Once a valid PDF file is selected, click
Save File to finalize.

Child Abuse - Act 151

Upload a File

Criminal History - Act 34

Upload a File

FBI Fingerprint - Act 114

Upload a File

Volunteer Packets

Upload a File

Previous Step Next Step
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REVIEW/SUBMIT

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

« Signin the box
(just do your best)

«  Click Complete




APPROVAL PROCESS

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.

) D2 D -

SGG VOLUNTEER PROHILE

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.

School Gate A , ,
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Volunteer Information District Message

| NAME I Thank you for Volunteering with the Mifflin County School District
DOB I Volunteer Manual will expire at the end of each school year on June 30th

@ Unapproved Volunteer Clearance expiration notifications will be sent out 30 days prior to expiration date.

8 EMAIL
PHONE
g PHONE

Clearances

G Refresh

A Clearance Name Expiration Date Approved Approved Date File Functions
0 PHONE s

No records to display

Applications

Click the @ button to view your application information. To upload or remove a file for a pending application dlick the / icon next to the clearance under the Clearances tab. If a file
already exists for a clearance it must first be removed before uploading a new file.

Pending (!  Approved )  Denied (J
G Refresh

View First Name Last Name Date of Birth Date Submitted

L__FIRST ]| LAST | | DOB | |_DATE&TIME |




DOWNLOADING ADOBE READER

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. 1Y ncebe

« GO to https://get.adobe.com/reader B )
The world’s most trusted free

e Click on more download options PDF viewer

(light grey under the blue button 1“

Included with your download

More add-ons

@ install McAfee Security Scan Plus

* Uncheck the box for “Adobe for Google Chrome”
« Uncheck the box for “Install McAfee Security Scan Plus”
»  Click Download Acrobat Reader

More download options

We've automatically detected your computer's operating system and language. Make other changes as needed.
Acrobat add-on
Adobe Acrobat Reader 8 install Acrobat for Google Chrome

Install the Acrobat extension for Google Chrome to view PDFs and use
) s right in Chrome.

Operating system
Windows 10 w More add-ons
Language
© install McAfee Security Scan Plus
English e ility to check the status of my PC sequrity. it will not modify
program of PC settings.
Version
Reader 2025.00120630 English Windows{64BIt) w
System requirements _Looking for distribution?
By clicking the “Download Acobat Reader” button, you acknowledge that you have read and accepted all of the Terms and Conditions.



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

CREATING A DICITAL SIGNATURE

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
e Click OpenWith

+  Choose Adobe Acrobat
+ ClickOK

How do you want to open this file?

Keep using this app

Internet Explorer

A Movie Maker
E MNotepad

m Paint

Always use this app to open .docx files

oK
«  Pages 3, 4,7,8,9 will need completed. Simply click ~ ~9 oo .
Iﬂ €OCh bOX Oﬂd €ﬂt€r UOUF D6r80n0| IﬂFOFmCItIOﬂ This signature field requires a digital signature identity.
When you get to the signature box, click in it Would you ke to configure one now?
In the box that pops up, click Configure Digital ID
Help Configure Digital ID Cancel
Configure a Digital ID for signing b3

« Inthe box that pops up, click Create a new Digital

B Select the type of Digital ID:
ID A Digital 1D s required to

areate a digital signatureThe
most secure Digital ID are

N CliCK Continue IE"Q se a Signature Creation Device

Configure a smart card or token connected to your
computer

se a Digital ID from a file
0 E.%, Import an existing Digital ID that you have obtained as
afile

o @ Create w Digital ID
@ Create your self-signed Digital ID

®

7




In the next box, click Save to File
Click Continue

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

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
choosel 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.

Select the destination of the new Digital ID X

Digital IDs are typically issued
by trusted providers that
assure the validity of the
identity.

Self-signed Digital 1D may not
provide the same level of
assurance and may not be
accepted in some use cases.

Consult with your recipients if
this is an acceptable form of
authentication.

o QE] Save to File

Save the Digital ID to a file in your computer

Save to Windows Certificate Store

@[E'J Save the Digital ID to Windows Certificate Store to be
shared with other applications

Create a self-signed Digital ID X

Enter the identity information
to be used for creating the
self-signed Digital ID.

Digital IDs that are self-signed

by individuals do not provide

the he identity
is

Name
Organizatienal Unit
Organization Name

Email Address

Country/Region US - UNITED STATES v
Key Algorithm 2048-bit RSA v
Use Digital ID for Digital Signatures v

Save the self-signed Digital ID to a file x
Your Digital 10 will be saved at the following location
adda to protect th
proar & Digital ID.

Sove the Digital ID file in»
known loeation 5o that you
€an copy it or back It up-

ed this password
& the Digital ID for

€ AUsars\test\AppD sts\Roaming Adobe A obst\DC\S acurit

Apply 3 password to protect the Digital 1D:

Confirm the password:

NN




USING A DIGITAL SIGNATURE

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

o rl:: John Doe (D

»  Click Continue R

@ (Cconigurs e oigratio ) (_cancal )
In the next box, enter your password in the box at st as ehn pos” x
the bottom :

Digitally signed
Click Sign 'J O h N by John Doe

Date: 2024.10.29
Doe

11:18:33 -04'00°

Ee\newdocumem:omem\haimaya‘fe:islgrvmg
In the next box, you will save the file to your
computeridevice. You can keep the file name the
same.
ClICK Save T » This PG+ Windows (Cih » Users » test + Desktop )
Qrganize = v fobder - a
oy e B
4 Downloads ‘ ;

Die-curients
= Pichures
& Music
B videos
% OreDrice
Bl Thia PC

BF Mgk

File name | [ISTOR PO

Seve o3 type | Adobe POF Files (.pdf)

~ Hide Folders




+ Inthe next box that pops up, click Yes to
replace the file. Canfirm Save fis

I MCSD-Valunteer-packet-3.pdf already exists.
De you want to replace it?

Yes

Digitally signed by John Doe

You should now see your digital signature in the field Dightaly sigred by John D
requiring a signature. J Oh n D oe 0400
VOLUNTEER SIGNATURE

YoUu'll do this for each required signature on pages 3, 4,
78,9
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