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Thank you for your interest in our teen volunteer program, the Discovery Squad! For 30 years youth volunteers have been an important part of the Children's Museum of Houston’s efforts to serve our city’s families.  We require that you be 14 years of age prior to the beginning of your service and no older than 17. Please complete the enclosed Discovery Squad Application, Medical/Liability Release, and the Letter of Reference Form. The Discovery Squad Application form must also be signed by you and your parent or guardian. Please send these completed forms in the enclosed envelope to the Children's Museum of Houston, ATTN: Volunteer Office, 1500 Binz, Houston, TX 77004 or you may fax them to me at (713) 522-5747.
I will contact you with the date and time for your interview once your application has been received. All members of the Discovery Squad must attend two training sessions held one to two weeks prior to volunteering. A general description of the Discovery Squad Program and its policies are enclosed for your review.
I look forward to hearing from you soon.  If you have any additional questions, you may reach me at 713-535-7209 or by email at Kharris@cmhouston.org. 
Sincerely,
Krystal Harris

Volunteer and Special Events Manager
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Discovery Squad Volunteer Job Description

Spring 2012
The Discovery Squad volunteer program is for youth, ages 14-17, who seek to experience volunteering in an exciting Museum environment. Acceptance into the program is very competitive. All applicants are required to complete the Discovery Squad application, provide a reference letter and go through an interview process with other applicants. 
The primary objectives of the Discovery Squad program are:
· To teach teens the life long skills of leadership, responsibility and communication.
· To provide teens an opportunity to develop skills needed in obtaining their first job, including experience for an interview and selection process.

· To show teens the self-fulfillment that comes from serving others.

· To provide teens an opportunity to meet peers from throughout Houston.

Discovery Squad Volunteers MUST:
· Adhere to the Museum’s Discovery Squad Policies and Procedures.

· Have excellent interpersonal skills and enjoy interacting with children and adults.
· Represent the Museum in a thoughtful, friendly, and positive manner.

· Commit to volunteer 75 hours per session (summer or throughout the school year).

· Attend mandatory orientation and training sessions. 

· Provide his/her own lunch and transportation to and from the Museum.

· Maintain a neat appearance and adhere to the established Dress Code
The Children's Museum of Houston will provide Discovery Squad volunteers with:
· A 10% discount on Fiddle Sticks Gift Shop purchases and 15% on Kids’ Café purchases.

· One volunteer T- shirt and nametag. (Additional shirts may be purchased at our cost)
· Opportunity to learn new skills and receive on the job training for the area which he/she will work.

Shift and Schedule Information:

Shifts are approximately four hours long with the exception of Sundays which are 6 hours long. Volunteers are expected to arrive fifteen minutes prior to the beginning of each shift. All Discovery Squad members are paired with a staff person who acts as their mentor during their respective shift. 

School Session Schedules:

The Volunteer Office is happy to work with you around family vacations and sports schedules. During the spring session of March through May  Discovery Squad members are required to commit to 75 volunteer hours.
Saturday

  10:00 a.m. – 2:00 p.m. or 2:00 p.m. – 6:00 p.m.

Thursday

 4:00 p.m. – 8:00 p.m. Free Family Night (extended hours)

Sunday


12:00 p.m. – 6:00 p.m.

Discovery Squad Duties:

Discovery Squad Volunteers will be asked to perform any of the following tasks in the course of their shift. . 

· Interact and assist visitors with exhibit exploration and answering questions and including straightening of galleries

· Assist Discovery Guides with craft activities, birthday parties and group tours. 

· Assist set-up and take down of activity materials.

· Assist with entrance and exit of auditorium performances and groups.

· Assist Gallery Supervisors and Managers by delivering messages, supplies, and special assistance where it is needed.
· At the discretion of Gallery Manager/Supervisor, Discovery Squad members may be asked to work in the Kids’ Cafe. The volunteer greets visitors, takes food orders, cleans tables and take food to visitor’s table.

Schedule Changes: If you are unable to fulfill your volunteer commitment at anytime please notify the Volunteer Manager at 713-535-7209 or a Gallery Supervisor at 713-535-7245.  

Discovery Squad Volunteer Application Form- Spring
                                                                           Date_______________
YOUR INFORMATION
First Name 



Last Name 



Middle Name




Home Address 














City



    State



  Zip Code






Home Phone




 Cell Phone








Email










  
Date of Birth



  Age



  Gender





T-Shirt Size
S
M
L
XL
2XL (Circle One)
(All Volunteers are required to wear a T-shirt provided by the museum, and Khaki Pants or Shorts)
PARENT INFORMATION
Parent/Guardian Name










Work Phone



Cell Phone


Email






Emergency Contact


Relationship



Phone Number




EDUCATION
High School 






Grade







VOLUNTEER AVAILABILITY
Please select the days you are available to volunteer.




Sunday


Thursday

Saturday
Morning 10am-2pm
Afternoon 2pm-6pm 
Evening 4pm-8pm (Thurs only)
REFERENCES
Name







Name







Occupation





             Occupation






Relationship to you 





Relationship to you 






Work Number






Work Number






PREVIOUS VOLUNTEER EXPERIENCE
Please circle one.

NEW Applicant to CMH


RETURNING Applicant to CMH
Name of Organization












Contact Person




   Dates Volunteered 






Phone Number 




   Email 







How did you learn about volunteering at the museum?





             DISCOVERY SQUAD VOLUNTEER
MEDICAL/LIABILITY RELEASE
In the case of a medical emergency, I/We, ________________________________, request that in my/our absence that _________________________________, be admitted to any hospital or medical facility for diagnosis and treatment. I/We request and authorize physicians, dentists and staff, duly licensed as Doctors of Medicine or Doctors of Dentistry or other such licensed technicians or nurses, to perform any diagnostic procedures, treatment procedures, operative procedures and x-ray treatment as deemed necessary.

I/We hereby release from liability and agree to hold The Children’s Museum of Houston harmless from any liability for any medical and/or surgical treatment in cases of illness, accident or any emergency situation. I/We shall be responsible for any costs incurred.

Child's name: ____________________________________________________Date:___________________

Name of Parent/Guardian: _________________________________________________________________

Signature of Parent/Guardian: ______________________________________________________________

Home Phone: _____________________________ Emergency Phone:______________________________

Name of Insurance Company: ______________________________________________________________

Policy Number : _________________________________________________________________________

Doctor's Name: _____________________________ Doctor’s Phone:_______________________________ 

Please list any allergies/special medications:___________________________________________________

Discovery Squad Volunteer

Audio/Video/Photographic Release Form

I give my permission to the Children’s Museum of Houston to use the photos taken of the Discovery Squad Volunteer in any Museum publication, including the Museum’s Annual Report, InTouch Newsletter, Good News Newsletter, web site, advertising and other promotional pieces, including media publications. I certify that I have the right, capacity and authority to provide this consent and I release the Museum, its Board of Directors, staff and representatives from any actions or claims that might arise from the Museum’s use of these photos.

Participant Name: _______________________________________________________________________

Participant Signature: ____________________________________________________ Date: ___________

Address: _______________________________________________________________________________

City: ___________________________________________     State: __________    Zip Code: ___________

Home Phone: ____________________________   Alternate Phone: _______________________________

E-mail Address: _________________________________________________________________________

Parent/Guardian Name: ___________________________________________________________________

Parent/Guardian Signature: ________________________________________________ Date: __________


Letter of Reference for the Discovery Squad Volunteer
Reference Letter: To be considered for the Discovery Squad volunteer program, you must have one written reference. The reference must be from a teacher or school counselor you have had in the past 2 years. No form letters or letters from family or friends will be accepted.  Please complete the following information for your reference and include this form completed by your reference with this application no later than
 February 17th, 2012.  

Name (Please Print): Phone:











     

Address: 














E-mail: 














Discovery Squad Applicant’s Name: 










1.
What is your relationship with the applicant? 








2.
How long have you known him/her? 










_______________________________________________________________________________    _
3.
Has the applicant ever worked with children before? 








If so, in what capacity?











4.
Has the applicant proven to be dependable with regards to schedules? 





5.
Has the applicant proven to be good at following instructions?






6.
Please explain why you feel this applicant would make a good volunteer at The Children's Museum of Houston?  













_______________________________________________________________________________    
Signature:






Date: 






 


Discovery Squad Policies and Procedures

Spring 2012
Code of Conduct -  All Discovery Squad Volunteers are expected to uphold the following standards:

· Greet visitors with a smile and treat them with warmth and dignity. In their eyes, you are the museum and everything about you will be interpreted as representing the museum.

· Be pro-active and friendly. Always make an attempt to interact with and assist the visitors.

· Be sure to offer your help or provide information. If you are unsure of a question or what to do, or if you have difficulty of any kind, seek assistance from a Supervisor or a museum staff person.  
· Maintain a professional demeanor at all times. Personal conversations, complaints, and differences of opinion should not take place in the exhibit areas of the museum in front of museum visitors.

· Refrain from using any type of profanity, vulgarity (curse words) or name calling.

SYMBOL 183 \f "Symbol" \s 10 \h
Never leave your assigned area or the building. Discovery Squad members must not leave the museum premises while on duty under any circumstances.

SYMBOL 183 \f "Symbol" \s 10 \h
Do not bring friends or family to the museum during your shift. Our visitors need your undivided attention.

· Treat fellow volunteers and staff with courtesy and respect.

Unacceptable behavior includes, but is not limited to: 
· Gum chewing or eating in the galleries while on duty.






· Inappropriate Language.
· Lack of attention to job duties, leaving scheduled assignment, hindering others in their performance.
· Not remaining in your scheduled area or eating in exhibit spaces.

· Using cell phones or other personal electronic devices while on duty.
Arrival & Departure Procedures:
Arrival:
SYMBOL 183 \f "Symbol" \s 10 \h
Arrive 15 minutes before shift begins and sign in on the Discovery Squad Volunteer Log Book located at the information booth.
SYMBOL 183 \f "Symbol" \s 10 \h
Wear a museum name tag and a Discovery Squad shirt at all times.

SYMBOL 183 \f "Symbol" \s 10 \h
Store personal belongings in the lockers. Personal belongings are not allowed in Museum exhibits, this includes but is not limited to, cell phones, digital cameras, camcorders, backpacks, purses and MP3 players. The Museum will not be responsible for any damaged, lost or stolen items. 
Departure:
· Make sure your work area is clean and reset for the next shift before you leave.

SYMBOL 183 \f "Symbol" \s 10 \h
Notify the Gallery Manager or your designated Supervisor that you are leaving and sign-out at the information booth.

SYMBOL 183 \f "Symbol" \s 10 \h
Please leave the building at the end of your volunteer shift. If your ride is delayed, please notify the Gallery Manager or a Supervisor.
Dress Code: All Discovery Squad Volunteers are expected to have a neat and clean appearance all times.
SYMBOL 183 \f "Symbol" \s 10 \h
You are able to wear khaki pants, shorts or skirts. You will be sent home if you wear baggy pants or shorts and skirts that are more than 2 inches above the knee.

SYMBOL 183 \f "Symbol" \s 10 \h
Discovery Squad Volunteer shirts must be tucked in at all times with a belt.

· Only ear piercings are acceptable. 

SYMBOL 183 \f "Symbol" \s 10 \h
Flat shoes such as tennis shoes are recommended. For your safety you will be sent home if you wear sandals, flip flops or open-toed shoes.  

SYMBOL 183 \f "Symbol" \s 10 \h
Please wear a watch and a visible nametag that is provided by the Museum.
Disciplinary Actions - Depending on the severity of the action, immediate dismissal may be implemented.

The first action will be a verbal warning, the second action will be a telephone call to Parent/Guardian and the final action would be dismissal by Volunteer Manager or Gallery Manager/Supervisor.
We have read and understand the policies and procedures for serving as a Discovery Squad Volunteer at the Children's Museum of Houston.

Name of Volunteer



Signature of Volunteer



Date
Name of Parent/Guardian


Signature of Parent/Guardian


Date












1500 Binz  Houston, Texas 77004-7112 713/522-1138 Fax:713/522-5747


