School Access & Volunteer Sign-In and Sign-Out Process
St. Johns County School District

2016-2017 School Year

Definitions
Volunteers – Volunteers in the St. Johns County School District (SJCSD) provide service to support the efforts of schools and departments in the district.  Each volunteer must have an approved School Access Form on file through the KeepnTrack (KNT) program utilized in the SJCSD prior to provision of service. 
School Access – Permission received from the SJCSD to be in a school building (beyond the front reception area) based on required background checks.
Photo Identification (photo ID) – Acceptable photo ID for SJCSD school access sign-in is either 1) a valid driver’s license; 2) a valid state identification card issued by the Department of Motor Vehicles; or 3) a SJCSD staff identification badge.  Sign-in for persons who are not United States citizens will be processed on an individual basis through the SJCSD volunteer services department.
Self-Service Kiosk Sign-In
1. When an individual enters a school, he/she must go to the main reception area.  The school’s office designee is to welcome the person.  An office designee must be a St. Johns County School District employee, a KeepnTrack representative approved through the volunteer services department, or a representative approved by the school principal.  
2. The individual will type his/her information into the computer, and follow the computer prompts.  If a license scanner is used, the person will present his/her photo ID and have it scanned by the school’s office designee.  The person will follow the computer prompts, and a badge will print.  Photo ID is received from the person before receiving his/her badge.  The office designee is then to compare the name on the photo ID to the information on the badge.  If they are a match the designee gives both badge and photo ID to the individual and provides assistance needed to assure the person gets to the proper destination.  
Attended Kiosk Sign-In

1. When an individual enters a school, he/she must go to the main reception area.  The school’s office designee is to welcome the person.  An office designee must be a St. Johns County School District employee, a KeepnTrack representative approved through the volunteer services department, or a representative approved by the school principal.  
2. Photo ID is requested from the person at this time.  The office designee will type the requested information into the computer, and follow the prompts.  If a license scanner is used, the office designee will scan the person’s photo ID and then follow the computer prompts.  The badge will print.  The office designee gives both badge and photo ID to the individual and provides assistance needed to assure the person gets to the proper destination.

Self-Service Kiosk Sign-Out
1. The individual follows all prompts given on the computer screen for sign-out.

2. The person gives his/her badge to the office designee before leaving the school campus.

3. All badges are shredded.  
Attended Kiosk Sign-Out

1. The individual gives the badge to the office designee.

2. The office designee follows all prompts given on the computer screen for sign-out.

3. All badges are shredded.
