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(a) Standard.  

  
Texas Juvenile Justice Department (TJJD) maintains a current and accurate personnel file for each 
enrolled volunteer. The file, in its entirety, is a legal document, and access to information in the personnel 
file is restricted in accordance with the Public Information Act.  
 
The executive director is the records custodian and assigns responsibility for volunteer personnel records 
to the director of the administrative services and community relations division. Access is restricted. All 
inactive volunteer personnel files and related records are retained according to the TJJD records retention 
schedule. 

 
(b) Procedures. 

 
(1) File Locations.  

 
(A) A personnel file for each institution volunteer is maintained in the community relations office. 
 
(B) A personnel file for each halfway house and parole volunteer is maintained in the appropriate 

community relations office. A working file for each halfway house volunteer containing contact 
information and a job description is maintained at each halfway house, for easy reference. 

 
(C) A personnel file for every other volunteer is maintained at either the local site or in Central 

Office. 
 
(D) Inactive volunteer personnel files are maintained in a separate location from active volunteer 

records. Closed files are maintained in accordance with the TJJD records retention schedule. 
 

(2) Access to Information in Personnel Files. 
 

TJJD volunteer personnel files are confidential and in kept in locked files, in accordance with the 
Open Records Act. 
 
(A) Certain information in a volunteer personnel record may be released if requested under the 

Public Information Act. Public requests for information in a volunteer personnel file will be 
processed in accordance with GAP.05.27.  

 
(B) A volunteer’s personnel file may be examined only by:  
 

(i) the volunteer or the volunteer's designated representative;  
 
(ii) supervisory employees responsible for the volunteer's work product;  
 
(iii) supervisory employees with a legitimate interest;  
 
(iv) the executive director or designee;  
 
(v) the representative of a public agency with statutory authority to examine personnel 

records (e.g., the state auditor); and 
 
(vi) any person with a court order authorizing inspection of the file or portions of it, after the 

approval of the legal department. 
 

https://www.tjjd.texas.gov/wp-content/uploads/2024/07/gap0527.pdf


 Volunteer Personnel Record 
VLS.01.27 
Page 2 of 3 

 
(C) The above-referenced individuals may review files as time permits with the proper request. 

Files may not be removed from the office or any content from the file. 
 
(D) A supervisor may retain copies of items necessary for supervisory duties.  
 
(E) A volunteer or supervisor can challenge the validity or appropriateness of any document 

contained in the personnel file with the approval of the administrative services and community 
relations director and the legal department. The volunteer and supervisor are notified by the 
appropriate authorities prior to action being taken.  

 
(3) Contents of Personnel Files. 

 
(A) Volunteers. 
 

The personnel file on each selected volunteer must contain the following documents: 
 

(i) Volunteer Application, VLS-001; 
 
(ii) criminal record check request and results indicating whether the applicant is eligible for 

enrollment, or that an executive exception would be required; 
 
(iii) executive exception to exclusionary criminal history rules, if applicable; 
 
(iv) Volunteer Agreement and Waiver of Liability/Indemnity Agreement, VLS-018; 
 
(v) Confidentiality Agreement for Non-TJJD Employees, LS-001; 
 
(vi) Volunteer Personal Reference, VLS-007; 
 
(vii) Volunteer Interview, VLS-004; 
 
(viii) Volunteer Service Job Description/Contract, VLS-015; 
 
(ix) certification/license for any professional volunteer service requiring such credentials; 
 
(x) Volunteer/Youth Assignment, VLS-117 (if applicable); 
 
(xi) copy of photo ID badge; 

 
(xii) Volunteer Performance Evaluation, VLS-021 (for each year of enrollment); 
 
(xiii) Volunteer Exit Interview, VLS-027; 
 
(xiv) documents pertaining to stipends and expense reimbursement for stipend volunteers 

(e.g., AmeriCorps members, interns, foster grandparents); 
 
(xv) documents pertaining to disciplinary action; and 
 
(xvi) other relevant documentation. 

 
(B) Employee-Volunteers. 
 

The personnel file on each selected employee-volunteer must contain the following documents: 
 

(i) Volunteer Application, VLS-001; 
(ii) Employee Volunteer Application, VLS-002; 
(iii) Volunteer Agreement, VLS-018; 
(iv) Volunteer Interview, VLS-004; 
(v) Volunteer Service Job Description, VLS-015; 

https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_001.doc?d=wc8903d46104b4a7c909135f7b35429f2&csf=1&web=1&e=RQFNOi
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_018.docx?d=w6bb6af933f1f482ba6906d3f2b55b235&csf=1&web=1&e=s9wb0e
https://tjjd.sharepoint.com/:w:/r/Forms/Legal%20Services/LS_001.doc?d=w5f07d447946f46f9b3127b2e9b88c6e7&csf=1&web=1&e=rfr8U9
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_007.doc?d=w01e229d8b95b46cea78c41e110d03d2a&csf=1&web=1&e=SurKXT
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_004.doc?d=w4e8a6dd3783a413bb3edd9e9b8dc6803&csf=1&web=1&e=xZyyWN
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_015.doc?d=wa3ef9e0407d04d8abb50d5889e5863f5&csf=1&web=1&e=RJi2va
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_117.doc?d=we2223a989cfc4478a64380fd7d659dc6&csf=1&web=1&e=8YJqtQ
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_021.doc?d=wfcfa05790b334afcb321394dd3c20c2e&csf=1&web=1&e=NKELE0
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_027.doc?d=wa4d83a673dc4432b98003c36ffccc359&csf=1&web=1&e=xwaqLD
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_001.doc?d=wc8903d46104b4a7c909135f7b35429f2&csf=1&web=1&e=THNLFn
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_002.doc?d=wdb6fc2eedc114ab5950f5eb2ec6bc0a6&csf=1&web=1&e=0ierlA
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_018.docx?d=w6bb6af933f1f482ba6906d3f2b55b235&csf=1&web=1&e=QiMrh7
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_004.doc?d=w4e8a6dd3783a413bb3edd9e9b8dc6803&csf=1&web=1&e=QxYLe4
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_015.doc?d=wa3ef9e0407d04d8abb50d5889e5863f5&csf=1&web=1&e=LgjZX0
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(vi) Volunteer/Youth Assignment, VLS-117 (if applicable); 
(vii) Volunteer Performance Evaluation, VLS-021 (for each year of enrollment); 
(viii) Volunteer Exit Interview, VLS-027; and 
(ix) other relevant documentation. 

 

https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_117.doc?d=we2223a989cfc4478a64380fd7d659dc6&csf=1&web=1&e=jQv0ZA
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_021.doc?d=wfcfa05790b334afcb321394dd3c20c2e&csf=1&web=1&e=xMteLx
https://tjjd.sharepoint.com/:w:/r/Forms/Volunteer%20Services/VLS_027.doc?d=wa4d83a673dc4432b98003c36ffccc359&csf=1&web=1&e=pHP0yN
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