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Latino Learning Institute

CONDUCT AGREEMENT

For volunteers, staff and students. 

The Latino Learning Institute (LLI) at Comunidades Latinas Unidas En Servicio (CLUES), we think that our volunteers, staff members and students come to our classrooms with one goal in mind: to learn from each other.  As volunteers, staff and students interact in the classroom; learn from each other; and establish relations, we would like to ensure that these relations are based on respect, equality and trust.  When a person steps into a new environment, he/she needs to learn the new social rules, the new ways of interaction and the “do’s and don’ts” of that specific environment.  Most of our students are new to this community and this culture and some of our volunteers have had brief exposures to the Latino culture.  Because we all come from different backgrounds, and sometimes one doesn’t know how to act within a new environment, we have decided to establish some basic boundary guidelines.  These guidelines will enable everyone involved in this program to share in long-lasting respectful relationships (instructor – student, student – instructor, staff – volunteer, etc.) to avoid negative situations that might be hurtful, offensive, disruptive or disrespectful to anyone.

We expect you to abide by the following list of guidelines while you are part of our program and within CLUES facilities and off-site classrooms.  We will not be responsible for any interaction that occurs outside CLUES and CLUES’ schedules. Some of these guidelines are absolute; others may seem to vary with the situation. Whenever YOU are not certain about a boundary issue, it is important to discuss the matter with us. 
It is never OK to…

· Become involved in a romantic relationship with a student or instructor while an instructor/student relationship is in place.  It is important that students are treated equally and have access to the same resources and benefits of the program, including staff/volunteer time and attention. 

· Lend or borrow money to/from a student or instructor.
· Break CLUES confidentiality policies by sharing personal information about a student or using it for anything other than CLUES use.

· Give legal/immigration advice to students – including help filling out immigration, legal or social services paperwork. If you are asked for this or need this type of information, please talk to an LLI staff member. 

· Engage in conversation or behavior that is sexual or racial in nature, even in jest.

· Speak to a student or instructor in a hurtful, disrespectful way.

· Use profanity, curse or swear at or in front of a student or instructor.

· Use the cell phone during classes, including the use of the phone as a camera. 

· Discuss the issues another student or instructor is facing or dealing with, with other students or volunteers.  Issues might be shared with Program coordinator in order to find a solution or additional help.  

· Share your personal problems with a student or instructor expecting them to solve it.  CLUES has a number of resources that we can make available to students and volunteers.  

· Take the role of a professional counselor and try to solve students’ personal problems.  Listening is welcome, but if the person seems to need professional services, he/she should be referred to LLI staff members

· Discuss a student’s educational performance with other students. If you have any concerns about your class or students, please talk to an LLI staff member.

· Discuss instructor’s teaching abilities performance with other students.  If you have any concerns about your class or instructor, please talk to an LLI staff member.

· Tell stories about specific students or instructors in a recognizable way or in a manner that would ridicule the person.

· Run surveys or questionnaires about topics not related to class and without previous authorization from the Program director or Coordinator.

It is usually not a good idea to…

· Accept personal gifts from a student/instructor.

· Give personal gifts to a student/instructor.

· Show any kind of preference to students or instructors.

· Have a conversation that leaves people out because they do not speak your native language fluently.  Remember that most of our students come from Spanish speaking countries, however, some times we have students whose native language is not Spanish.  Always try to be inclusive. 
The following situations are not good or bad but might trigger liability issues.  CLUES doesn’t have control over and is not responsible for these situations and their consequences:  

· Giving a student your home phone number, address or email address.

· Socializing outside CLUES or CLUES-sponsored activities with a student or instructor. 

· Giving a ride in your car to, or accepting a ride from a student/instructor. 

· Invite a student over to your home or accept an invitation from a student/instructor.

Standards for Teacher Dress: 

Many of our students come from places where teachers are seen in a position of authority and as role models.  People have high expectations on teachers in all aspects including dress code, knowledge, image, approach and so on.   CLUES instructors, whether they are staff members or volunteers, are included in this spectrum of expectations and become role models instantly.  Because of this, CLUES has dress code standards to ensure a comfortable learning and teaching environment.

· SHIRTS:  You should be able to raise your hand to write at the top of the white board without exposing any of your back or stomach. Also, you should be able to lean over the table to help a student with his or her book without exposing any undergarments.  Please refrain from wearing spaghetti-strap tank tops, low cut shirts, or anything see-through while teaching.  

· SKIRTS and SHORTS: No more than 2 inches above the knee. 

If you find you are uncomfortable with these guidelines for any reason (ie, personal comfort, etc.) please come and speak with the Program Director or Coordinator.  

We request that you are respectful of everyone in matters of faith and politic ideology.  All are welcome and safe here, regardless of their personal faith and political convictions. If you participate in faith or political-related conversations with students or instructors, be sure that the conversation is balanced and related to the class.   Listening and affirming is always welcome, but it is not appropriate to evangelize,  proselytize or impose your ideologies on our students.

The same expectations apply to conversations related to your personal business or trade.  Classes are a good environment to network, meet people, and learn about services and products.  However, selling or offering services and products during class time is not allowed.

There may be other behaviors that are not spelled out here that push the boundaries of any relationship between instructors and students.  When in doubt, be cautious. As a volunteer or student, we count on you to help us set the tone for good, healthy, respectful relationships that create the setting for our classes to succeed.  Remember that you are considered part of CLUES and therefore you represent our mission and values.  
I have read and agree to the above-listed information regarding the boundaries that I am

expected to observe between the students and instructors of the Latino Learning Institute at CLUES.

Name:________________________________________________
Date: ________________
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