
DEPARTMENT OF DEFENSE 
EDUCATION ACTIVITY 

4040  NORTH FAIRFAX DRIVE 
ARLINGTON, VA 22203-1 6 3 5  

Office of Safety & Security DoDEA Administrative Instruction 4700.3 
May 15,2006 

DEPARTMENT OF DEFENSE EDUCATION ACTIVITY 
ADMINISTRATIVE INSTRUCTION 

SUBJECT: Application and Background Checks for Department of Defense Education Activity 
School Volunteers and Student Teachers 

DoD Instruction 1402.5, "Criminal History Background Checks on 
Individuals In Child Care Services," January 19, 1993 
DoD Instruction 1100.21, "Voluntary Services in the Department of 
Defense," March 1 1,2002, as amended 
DoD Regulation 5200.1 -R, "Information Security Program," January 14, 
1997, authorized by DoD Directive 5200.1, December 13, 1996 
DoD Regulation 5200.2-R, "Personnel Security Program," February 23, 
1996, as amended, authorized by DoD Directive 5200.2, April 9, 1999 

' 

DoDEA Manual 5800.1, "Policies and Processing of Personnel Security 
& Suitability Program," October 21, 1998, as amended 

This Administrative Instruction implements reference (a) by establishing procedures for 
background checks of current and prospective volunteers and student teachers who provide child 
care services in the Department of Defense Education Activity (DoDEA) schools. 

2. APPLICABILITY 

This Administrative Instruction applies to: 

2.1. The Office of the Director, Department of Defense Education Activity (DoDEA); the 
Director, Domestic Dependent Elementary and Secondary Schools, and Department of Defense 
Dependents Schools, Cuba (DDESSIDoDDS-Cuba); the Director, Department of Defense 
Dependents Schools, Europe (DoDDS-E); the Director, Department of Defense Dependents 
Schools, Pacific, and Domestic Dependent Elementary and Secondary Schools, Guam (DoDDS- 
PIDDESS-Guam); and all DoDEA District Superintendents, School Principals, Teachers, and 
Support Staff. 
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2.2. Volunteers who provide, or who apply to provide, child care services in DoDEA schools 
under reference (b). 

2.3. Student teachers who apply for placement in DoDEA schools to earn credit for 
academic purposes under reference (a). 

3. DEFINITIONS 

Terms used in this Administrative Instruction are defined in enclosure 1. 

4. POLICY 

It is DoDEA policy that: 

4.1. DoDEA prospective and current school volunteers and prospective student teachers 
shall be subject to a standardized application process that includes completion of an application 
form and standardized background checks as prescribed in enclosure 3. 

4.2. Coordination is established with specific installation organizations involved in 
background checks. 

4.3. A Specified School Volunteer may have unsupervised access to students upon receipt of 
a favorable standardized background check. Specified School Volunteer services may be 
provisionally accepted before the completion of a background check provided the Specified 
School Volunteer is under direct line-of-sight supervision of a DoDEA employee with a 
favorable background check. 

4.4. Temporary school volunteers and student teachers shall not have unsupervised access to 
students, and must be under direct-line-of-sight supervision of a DoDEA employee with a 
favorable background check. 

4.5. Temporary and Specified School Volunteers shall execute a "Volunteer Agreement For 
Appropriated Fund Activities and Nonappropriated Fund Instrumentalities," DD Form 2793, in 
accordance with reference (b). 

5. RESPONSIBILITIES 

5.1. The Director. Department of Defense Education Activity, shall establish this 
Instruction to govern the actions of all under his or her authority. 

5.2. The Director, Domestic Dependent Elementaw and Secondary Schools and Department 
of Defense Dependents Schools. Cuba; the Director, Department of Defense Dependents 
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Schools, Europe; the Director, Department of Defense Dependents Schools, Pacific and 
Domestic Dependent Elementarv and Secondarv Schools, Guam, shall: 

5.2.1. Develop implementation and evaluation procedures for adherence to this 
Instruction. 

5.2.2. Monitor compliance with this Instruction. 

5.2.3. Provide District Personnel Field Office technical support and resources as 
required. 

5.2.4. Implement the local agency background check or Installation Records Check 
(IRC) for in-theater student teacher applicants prescribed in enclosure 3, and make eligibility 
determinations utilizing the criteria in enclosure 4. 

5.3. The DoDEA District Superintendents shall: 

5.3.1. Monitor compliance with this Instruction. 

5.3.2. Provide District Personnel Field Office techca l  support and resources as 
required. 

5.3.3. Maintain records of favorable and unfavorable background checks on school 
volunteer applicants. 

5.3.4. Ensure that copies of favorable and unfavorable background checks of school 
volunteer applicants are forwarded to the DoDEA HQ Personnel Security Program Manager. 

5.4. The DoDEA School Principals shall: 

5.4.1. Implement the school volunteer application and background check policy 
prescribed in enclosure 3, and make eligibility determinations utilizing the criteria in enclosure 4. 

5.4.1.1. Consult with the DoDEA HQ Personnel Security Program Manager, as 
necessary, with respect to school volunteer eligibility determinations. 

5.4.1.2. Execute the Record of Final Determination at enclosure 5. 

5.4.2. Notify an applicant or provisional school volunteer when his or her background 
check results in an unfavorable determination. 

5.4.3. Maintain records in accordance with enclosure 3 of individuals who have applied 
to volunteer, including those with background checks still pending completion, and those whose 
background checks have resulted in a favorable determination. 
























