Ft. Bliss CYS Procedures For Signing up PROSPECTIVE VOLUNTEERS updated 20 June 2019

Prospective Volunteers are to initiate application at program where they wish to volunteer Name of Program Rep that makes contact with
(REP signing documents must be Director or Assistant Director, This Form DOES NOT go to applicant) Volunteer along with Program Name
Step 1. | Volunteer contacts program requesting to volunteer (by phone, in person, via email, etc.) REP:
Step 2. | Program gives or emails volunteer packet to Volunteer, REP:
Step 3 Volunteer completes packet with strict instructions to PRINT very legibly or complete on computer (TYPE) all info. REP:
P2 (CAN COMPLETE AT PROGRAM COMPUTERS) PLEASE ensure the applicant knows NOT to sign and date (any Dates within packet) '
until the day he/she turns it back in as ALL dates have to match.
Step 4. | Instruct Volunteer that we need full Name (which includes Last, First & Middle/some cases M), full address, (which includes REP:
building number, City, State & Zip Code), place born (that includes Country, State & City).
“SEE CHECKLIST for Verifying Background Packets”
Instruct Volunteer that references must be 4 former/current supervisors/professionals; for teens can be a coach, teacher,
Step 5. REP:
counselor, Scout leader, Church group Leader, etc.
Step 6. | Volunteer returns packet to Program. NOT Signed and dated (any Dates within the packet) REP:
Step 7. | Program REP reviews forms to ensure all sections are completed correctly and legibly and verifies REP:
Step 8. | Program Director ensures that Applicant signs and dates all documents before Director Signs and dates. DIRECTOR:
“Dates have to match” Director Must have Same date as Applicant”
Step 9. | Program calls 2 Supervisors/Professional References (not family related) Friends are always last choice. REP:
Must use DA form 3439
Program reviews the Statement of Understanding and Touch Policy with the Volunteer and has Volunteer sign the Caregiver's REP:
Step 10. .
Creed (Program & PC only need signature page)
Step 11 SCAN AND EMAIL PACKET TO ELVIA; ANGEL & MARIA — Have to have DIGITAL PDF Format REP
ep ll. . . . . . :
“Last Name, First Name — VOL applicant” FCC “Last Name, First Name — FCC applicant (or FCC spouse / FCC child)
FCC Packets go to Angel & Christian FCC “Last Name, First Name — FCC applicant (or FCC spouse / FCC child)
Step 12. | Attach this sheet to completed packet REP:
*Step 13. | IMCOM 28 for Fingerprints will be sent to Volunteer by Angel/Maria/Christian prior to submitting packet. REP:
*Step 14. | FINGERPRINTS MUST BE COMPLETED WITHIN 7 CALENDAR DAYS from the day IMCOM 28 was signed by Angel or backup. Rep.
Anything past the signature date and the IMCOM 28 is no longer valid and background request cannot be submitted

*Step 15. | Angel/Maria initiates background checks once they receive the completed IMCOM 28 from the BCA office. NOT BEFORE REP:
(except FCC and Contractors as they go in by appointment after request has been submitted and WOT has been received)
A. Background checks are all clear: Volunteer will receive email confirming all clear and can begin and VIMIS account will

*Step 16. | be activated if volunteer has one set up. REP:
B. Program will receive a BVC and final checklist from Angel/Maria and confirmation Volunteer may begin

Per Pat Smith: Teens may begin volunteering as soon as they turn in packet - Still require COMPLETE packet.
iiii Summer Teen Volunteers may volunteer if they are 13 by 1 August of that year !!!!
All other Volunteers can schedule their Orientation and training once Fingerprints are completed and IMCOM 28 has

been returned to Angel with BCA’s Signature and date.

Parent Central Services

When Volunteer comes or Instruct Volunteer that process begins at the program they want to volunteer at. Give them phone and bldg. REP:
calls PCS first number, and POC (Director/Assistant Director) :
Step 1 PC staff ensure packet is signed by program staff and References are attached, leave at Elvia’s work station if not signed or REP:
P2 | References are missing, have volunteer go back to program for completion '
Step 2. | Elvia reviews packet to ensure all is complete before scanning to Angel, Maria & Program. REP:
*Indicates changes
Signature of Person receiving and Verifying packet: Date:




CHECKLIST for Verifying Initial Backqground Packets

COACHES/VOLUNTEERS/TEENS/FGP
(DOES NOT go to applicant)

ALL DATES HAVE TO MATCH, INCLUDING Directors and Witness

O

All info is typed or written legible with black ink only

[0 Initials and Signatures need to be done in Black ink. AND it needs to be Signed & Dated
by applicant and Director when packet is being turned in after it has been verified.

Last Name, First Name, MIDDLE NAME (no Middle Initial) / If no Middle name than NMN (No
Middle Name)

All cross outs/written overs are Initialed by applicant (NO WHITE OUT’s)

All sections are filled out none left blank (N/A for sections not pertaining to them)

Email address and Phone number is a must and legible

References have been called and DA Form 3439 has been filled out and attached (Teens have
to have a School Counselor Reference as well)

CORRECT JOB DISCRIPTION IS PART OF THE PACKET

You have the newest packet from SharePoint (they are constantly updated, please
DOWNLOAD AS NEEDED)

Application dates cannot be older than 2 month old at the time of turn in

O

O I I I B

OJ

|'U|j
O

Volunteer/Contractor Application

(1 Last Name, First Name, MIDDLE NAME (no Middle Initial) / If no Middle name than NMN (No
Middle Name)

] Maiden Name and/or Previous Name(s) (If applicable)

(1 Complete Physical Home Address including Zip Code
Phone (Home and/or Cell); Work Telephone
Email Address; Highest Education
Date of Birth; Place of Birth (Country/City/State)

11 Activity applying for needs to be circled

[1 References: Must be former/current supervisors/professionals; for teens can be a coach,
teacher, counselor, Scout leader, Church group Leader, etc.

(] Signature Date (heeds to match all other dates)

Volunteer agreement Form:

[l #1 Last Name, First Name, Middle Initial

1 DESCRIPTION OF VOLUNTEER SERVICES needs to state the Position they are filling as in
COACH, Volunteer, Teen Volunteer, Foster Grand Parent (only through the program outside
Fort Bliss / all others are regular Volunteers)

Signature Date (needs to match all other dates)

Parent Signature (TEEN’s ONLY)

Directors Name is legible

Volunteer and Directors Signature and Date (Dates have to match)

I O B A

Volunteer Service Record:

[1 #1 Last Name, First Name, Middle Initial
[J ALL filled out Legible




U
U

Page 2; 14-18 needs to be filled out,
Signature Date (needs to match all other dates)

Parental Permission (TEEN’s only)

DD Form 2981

0

0

U

Last Name, First Name, MIDDLE NAME (no Middle Initial) / If no Middle name than NMN (No
Middle Name)

When filling out, needs to have ALL derogatory listed including already cleared by PRB. (if
anything does come back and it is not listed — it will be treated as falsification and can cause a
non-acceptance. No matter how small the issue was. (DD2981 & DA Consent Release Form
need to match according to the questions).

#3 Place of Birth. #4 Date of Birth (mm/dd/yyyy), #5 Select Gender, #6 Installation is Fort Bliss
CYS, #7 Date of Hire: leave blank as it is not known when backgrounds are completed. #8a-8b
checked and filled out if any derog info, #9 Annual certification’s, #9.a.1. Initial Certification
signature and #9.a.2. Date signed. 9b-9d will be done on a yearly basis for five years.

Page 2 #10, #1. Needs to be signed and dated

Signature Date (needs to match all other dates)

Statement of Understanding:

0

Statement of Understanding Child and Youth Services Personnel “Standards of Conduct and
Accountability in Child and Youth Services (CYS) Programs” Dated September 2018,
CYS Personnel Signature is Volunteer Signature, Print Full Name, and Date

2 references DA Form 3439

School Counselor (TEEN’s ONLY)

CSSC Release/Consent Form

0
U

U

Last Name, First Name, Middle Initial; Page 2 Last Name, First Name, Middle Initial;

When filling out, needs to have ALL derogatory listed including already cleared by PRB. (if
anything does come back and it is not listed — it will be treated as falsification and can cause a
non-acceptance. No matter how small the issue was. (DD2981 & DA Consent Release Form
need to match according to the questions).

Signature Date (needs to match all other dates) (also by parent if the applicant is a minor)

ADAPCP — DA Form 5018R

U

ADAPCP, DA Form 5018-R Section A, Applicant Full Name (First, Middle, Last), day, month,
and year (needs to match all other dates), Section B, Witness Person accepting the application
and date received (which needs to be the same date as the date the applicant signed all
documents)

Signature, Date (needs to match all other dates)

Make sure the packet gets signed and dated by the person accepting and verifying the packet.
That is the person | will contact, if something is incorrect or missing.

UPDATED 27 June 2019




Please fill outthe packet electronically, if atall possible.

If you cannot fill it out electronically, than it needs to be printed
in BLACK INKONLY

Initials and Signatures need to be done in Blackink. AND you
need to Sign & Date it when turning in the packet after it has
been verified by facility.

Once We received your Background request, you will
receive an email from

angelika.a.schmidt.naf@mail.mil (Angel)

or my backup

maria.g.marshall2.naf@mail.mil (Maria)

with a IMCOM 28 attached to go get Finger printed

You must do so within 2 working days.

Once | receive the IMCOM 28 completed from the BCA
office, | than can submit your packet for the backgrounds
to get started.

I11If your Fingerprints are not completed within 7
Calendar days from the date signed on the IMCOM 28, |
will cancel your background request!!!

Any Questions? Call
Angel 915-568-9006
Maria 915-568-4466



mailto:angelika.a.schmidt.naf@mail.mil
mailto:maria.g.marshall2.naf@mail.mil

FORT BLISS * 9 j
YOUTH SPORTS Fort Bliss, ¥X y/\{
& FITNESS Child ar\.,d\WWfBJServices UNITED STATES ARMY
. i . . CHILD&YOUTH SERVICES
CYS Sports Voluntéer Application

PRINT in BLACK INK Only
Full Name (Last, First, Middle) Social Security Number
Maiden Name and/or Previous Name(s) (If applicable) Highest Education

Complete Physical Home Address including Zip Code

Phone (Home and/or Cell) Work Telephone
Email Address 1 Email Address 2
Date of Birth Place of Birth (Country/City/State)

1. Have you had any personal experience(s) involving children/youth, if so please explain?

Previous CYS Experience (check only one):
00 New
[J  Transfer (moved here less than 2 years ago) Previous Garrison:

2. PLEASE CIRCLE ACTIVITY YOU ARE APPLYING FOR

*Youth Sports *Child and Youth Services Administration *Child Development Center
Coaching *Schools of Knowledge, Inspiration, Please circle
Officiating Exploration and Skills (SKIES) Main CDC; Replica CDC; Logan CDC;
Other *Family Child Care (FCC) Milam CDC; East CDC
(help in centers) applicant/Spouse *School Age Center
*School Liaison Office (SLO) Please circle

Bliss Sac; Logan Sac; Milam SAC
*Middle School Teen

Please circle

Replica YC; Milam YC

DO NOT list your spouse or family members as references.
You must list your last 2 supervisors.

Reference #1 Full Name, Telephone Number,

Reference #2 Full Name, Telephone Number,

Reference #3 Full Name, Telephone Number,

Reference #4 Full Name, Telephone Number,

| declare under penalty that the information contained in this application form and any attachments and documents
submitted with my application are true and correct to the best of my knowledge, information, and belief.

Signature Date
Application Revised on 25 July 2019








1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight


< 2



1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight




1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight

1132057784.NAF
Highlight


PARENTAL PERMISSION
For use of this form, see AR 608-1; the proponent agency is OACSIM.

SECTION |
\/|, arent gﬁardian, give my permission for
(name of child), to volunteer at
(name of agency/activity) on
‘(installation) on : (date or day of

week) from (time).

| understand that my child will be performing the following volunteer services.

(Description of volunteer service performed)

SECTION Il - FOR APPROPRIATED FUND ORGANIZATIONS

| understand N/ A (name of child) will be performing as a volunteer

and he or she is not, because of these services, an employee of the United States Government or any
instrumentality thereof (except for certain purposes relating to criminal conflicts of interest, the Privacy
Act, tort claims and workman's compensation coverage concerning incidents occurring during the
performance of approved volunteer service as specified in 10 USC Section 1588(d)(1)) and shall receive

no present or future salary, wages, or related benefits as payment for these volunteer services.

TYPED/PRINTED NAME OF PARENT OR GUARDIAN

N/A

SIGNATURE OF PARENT/GUARDIAN : DATE (YYYYMMDD)

N/A N/A

SECTION IIl - FOR NON-APPROPRIATED FUND ORGANIZATIONS

-\/ | understand (name of child) will be performing services as

a volunteer and he or she is not, because of these services, an employee of the United States
Government or any instrumentality thereof (except for certain purposes relating to tort claims and
workman's compensation coverage concerning incidents occurring during the performance of approved
volunteer service as specified in 10 USC Section 1588(d)(2)) and shall receive no present or future salary,

wages, or related benefits as payment for these volunteer services.

TYPED/PRINTED NAME OF PARENT OR GUARDIAN

SIGNATURE OF PARENT/GUARDIAN DATE (YYYYMMDD)

v

DA FORM 5671, JUL 2003 DA FORM 5671, MAY 1999, IS OBSOLETE USAPA 8V1.000
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2 References
On Form DA 3439
(Facility wil il those out and add to packet]

and
School Counselor
Are needed



*
j
UNITED STATES ARMY

CHILD&YOUTH SERVICES

To:  NAME/MAILING ADDRESS OF SCHOOL

Subject: Background Clearance

The Fort Bliss CYS programs request a check of school records for one of your
students. This student resides with his/her parents in Fort Bliss government quarters or in
an off-post home. It is required by Army Regulation 608-10 (AR 608-10) that anyone 12
years of age or older, wishing to participate in the volunteer program must have
background clearances conducted. These background checks are conducted upon the
entrance of a student into the volunteer program. In addition to other local checks,
children of school age must have a clearance from their school counselor.

The parent signature below grants permission for this student’s records to be checked by
a school administrator. Please complete the second page of this form as indicated.

Thank you for your professional support in this matter. For further information, please
contact the undersigned at 915-568-5709. Office hours are Monday through Friday from
9:00 AM to 6:00 PM.

Pat Smith
Child, Youth and School Services Coordinator

Student’s Printed Name Date

Custodial Parent’s Printed Name Custodial Parent’s Signature

Data Required by the Privacy Act of 1974



*
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UNITED STATES ARMY

CHILD&YOUTH SERVICES

Authority: Title 10, United States Code, Section 3012

Principal Purpose: Information is used by DA personnel to identify CYS volunteers.
Routine Uses: Provide household, background, and reference information
Disclosures: Disclosure of requested information is voluntary; however, if

information is not provided, volunteer positions may be
denied. No information is disclosed outside of DOD.

A check of school records for the student listed below has been conducted
(Please check one)

|:| No disciplinary information on file
School records reveal the following disciplinary information:

Student Printed Name

Printed Name of Person Checking Background

Signature of Person Checking School Record

Date Completed









Department of the Army
RELEASE/CONSENT STATEMENT

PRIVACY ACT STATEMENT

AUTHORITY: 42 USC 13041 AND 10 USC 3013.

PRINCIPAL PURPOSE: TO COMPLY WITH REQUIREMENTS OF PUBLIC LAW 101-647, SECTION 231 (CRIME CONTROL ACT OF 1990),
DoDI 1402.05 AND FOR NONAPPROPRIATED FUND, ARMY REGULATION (AR) 215-3.

ROUTINE USES: TO INITIATE THE BACKGROUND CHECK REQUIREMENTS OF THE STATUTE AND GOVERNING REGULATION.

Type or Print Name (Last, First Ml):

Section|: _Statement of Previous Arrest or Charge:

1. Have you ever been arrested for or charged with a crime involving a child? Yes No
2. Have you ever been asked to resign because of, or been decertified for, a sexual offense? Yes No

3. Have you ever been convicted of any offense against the law or forfeited collateral or are you now under charges for any offense
against the law? (You may omit: (1) Traffic violations for which you paid a fine of $300.00 or less unless the violation was alcohol or
drug related, and (2) any offense committed before your 21st birthday which was finally adjudicated in a juvenile court or under a
youth offenderlaw.) __ Yes No

If you answer "yes" to any question above, describe the case disposition below. Include the date, explanation of the violation, place
of occurrence, and the name and address of the police department or court involved; or if a military action (to include Article 15),
the military authority or court involved, and the final disposition of the case; to include fine(s)/amount paid, found

guilty or not, loss of rank etc. Be sure to disclose any covered charges or incidents, even if they were expunged, and/or even if
you have been advised by your attorney that you do not need to disclose them on employment forms, as they will be identified

in the background check process. You must also disclose all covered incidents even if you did so on a previous consent and
release form, Optional Form 306, Department of Army Form 3433, or other such document and/or if the incident was previously
considered by a Program Review Board or otherwise adjudicated IAW Army guidance. If additional space is needed, please attach
a separate sheet of paper as a continuation page and include your printed name at the top and signature and date at the bottom.

Date of Explanation of Place of Name and Address If Military, Military Final Disposition of
Violation/Incident Violation/Incident Occurrence of Police Authority or Court the Case
or Charge Departmentor Involved

Court Involved




RELEASE/CONSENTSTATEMENT (Cont)

Type or Print Name (Last, First Ml)

Section ll: _Statement of Understanding and Release:

1. I have been advised that my being hired or selected for, and continuing employment or service in a position having
regular contact with children under the age of 18 will be based upon favorable completion of all required background
checks. lunderstand that these may include:

a. Army Law Enforcement Reporting & Tracking System (ALERTS) // Defense Central Index of Investigations (DCII)
b. Army Substance Abuse Program (ASAP) to include records from the Substance Use Disorder Clinical Care
(SUDCC) which may include that pertaining to my identity, diagnosis, or treatment from any Army record
maintained in connection with alcohol or other drug abuse education, training, treatment, rehabilitation or
research.

c. Medical Treatment Facilities (MTF) — Army Central Registry (ACR)

d. Federal Bureau of Investigation Fingerprint Special Agreement Check (FBI-FP-SAC)

e. State Criminal History Repository (SCHR) Checks for each state where | have resided for the last five years.

f. Any other records as appropriate and to the extent permitted by law.

2. I have been advised and understand that the above listed checks will be completed annually, or every three or five
years (depending on the position) while | am employed/contracted/volunteering in a position that requires regular
contact with children under the age of 18, and that these checks may also be completed to authenticate issues that
surface during my employment or service. | understand that this consent does not expire and will be utilized to
conduct these periodic reverification checks. |also understand that except to the extent such action has been taken,
| can revoke my consent at any time but this will preclude my continued service in a child services position. | also
understand that if the report of these checks contains adverse information, | have a right to challenge the accuracy or
completeness of the information contained therein.

3. lunderstand that failure to disclose this information or provide consent precludes me from employment or
continued service in a child services position, and may form the basis for withdrawal of a tentative (conditional) job
offer, or removal from my position and/or the federal service.

Section lll: Signature:
A false statement may result in adverse action up to and including removal. Under
U.S. Code 1001, the federal punishment for perjury is fine or imprisonment for up to 5 years or both.
| declare under penalty of perjury that the information contained in this application form and any attachments or
documents submitted in connection with my application for this position are true and correct to the best of my
knowledge, information, and belief.

| hereby confirm my understanding of the information in this statement; and authorize the release of my name and
Social Security Number for the purpose of conducting the required checks in Section II.

Signature Date

If the applicant is a minor, a Parent or Legal Guardian must grant permission below for the background checks. The
Parent/Legal Guardian is certifying they understand the purposes of these checks and hereby provide consent for the
background checks.

Signature Date

IRCR 1 FEB 18
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