A Letter to All School Volunteers

Dear School Volunteer:

Our community is very fortunate to have so many citizens who are dedicated to supporting both our students and our schools. Each day these volunteers display selfless acts of service to assure that all of Winchester Elementary’s students receive a quality education in a safe and secure learning environment. We are very proud of this commitment to quality education and appreciate your interest in joining as our partner in providing the finest education possible for our students. 

The goals of the school volunteer program are to:

1. Provide individualized educational assistance to students

2. Enrich the curriculum

3. Improve students’ self-worth by increasing the opportunity for educational achievement

4. Relieve the teacher of some non-instructional tasks and duties

5. Establish a school-community partnership for quality education

6. Enhance all aspects of the educational process

As you volunteer in our schools, your varied life experiences and training will enhance the education of our youth and have an impact on their lives. The role you have selected is both exciting and challenging and will provide you with opportunities for personal enrichment and fulfillment. We hope that this booklet will provide useful information that will guide you in building a productive and pleasing relationship with the school staff and students you will be assisting. Your personal interest and desire to help is welcomed and appreciated.
Thank you for investing in our future.

Sincerely,

Curt Frye, Principal
Importance of Signing In and Signing Out
Each time you go to school to volunteer, you must sign in, wear your volunteer badge and sign out when your day’s service is complete. These requirements are necessary for the following reasons:

1. Safeguarding our students and maintaining campus security is of the utmost importance.

2. In case you receive an emergency telephone call, you can be found.

5. Individual volunteers will be recognized for their dedication and service to our schools

7. Your school, and the school district, would like the opportunity to thank you for your service.

How Students Learn

1. Students learn by doing, not by passive observance.

2. Students learn by asking questions and by searching for                answers to their questions.

3. Students learn by discovery.

4. Students learn by using all their senses, whenever possible.

5. Students learn by experimenting.

6. Students learn by sorting and combining objects.

7. Students learn by repeating experiences.

8. Students learn by building their self-confidence.

Helping an Individual Student

1. A student’s name is very important. Make sure you say and spell it correctly.

2. Make sure your student knows and can pronounce your name. You might give the student a card with your name written on it.

3. Show that you are interested in the student as a person. Listen carefully to what the student has to say.

4. Students make mistakes. Let them know that this is part of learning. Don’t be afraid of making a few mistakes yourself.

5. Build the student’s self-confidence. Praise your student honestly and frequently.

6. Encourage students to feel, smell, taste and listen as well as look at objects.

7. Let students discover.

8. Ask questions which may lead to the answer instead of providing the answer.

9. Give the students as much time as they need to understand new ideas.

10. Be reliable. Students will be disappointed if you are absent. Show you care by calling to let them know you can not be there as planned.

11. If you are helping at your child’s school, allow your own child room to grow. Volunteer in a location other than your child’s classroom.

Helping in a Small Group

1. Offer each student a chance to participate. Quiet students are sometimes ignored.

2. Do not expect every student to enter into all activities in the beginning. The teacher will tell you at what point they all should be involved.

3. Allow each student to grow in independence by letting him/her do as much as possible without your help.
Volunteering in your child's class
Children react differently when their parents are in the classroom. Some demand more attention and others totally ignore their parents. You will want to discuss your role as a volunteer with your child. You may want to explain that you will not be able to give your child all of your usual attention or meet all of his/her needs while you are volunteering. 

If you find that you or your child cannot separate the roles of parent and volunteer, you may want to postpone your involvement as a volunteer in your child's classroom. This does not mean you should not volunteer. The solution may be simply matching you up with a different volunteer opportunity. If you wish, you may even choose to help by doing volunteer work for Kent Elementary staff at home.           

Tips on Discipline Strategies
1. Ask the teacher how he or she would like you to handle discipline issues.
2. Keep your voice as low as possible. The children will get louder as your voice gets louder. Have an relaxed attitude. Enjoy them and they will enjoy you.
3. Offer each child a chance to participate. Quiet children are sometimes ignored.

4. Be sure a child understands what you’re saying. We sometimes use words that children do not know. Ask them to repeat directions to check for understanding.
How to Communicate with Students
The following suggestions are provided to help you communicate with students in order to
get positive results.

1. Be sure the students understand what you’re saying. We sometimes use words that they do not comprehend.

2. Keep your voice as low as possible. The students will get louder as your voice increases in volume.

3. Instruct students as though you expect them to comply. Give sufficient warnings and time. Example: “Jimmy, in five minutes you will need to stop painting and put your apron away”.

4. If students gain your attention and praise only when they behave, they will soon learn your expectations of proper conduct.
Remember--- “All children smile in the same language.”
Commending Students
Praising students for excellence, improvement or effort is very important to their success in school and in life. Honest praise helps students to assess their personal value and build their self-esteem. Mounting research shows that high self-esteem is important for academic success.

All children have the potential for liking themselves and having high self-esteem. This is not conceit, but rather the child’s quiet comfort about whom he/she is.

Positive statements greatly influence students’ attitudes about themselves and their success-building experiences. Be creative. Praise is a stronger motivator than gifts of candy. Think of the many ways you can boost a student’s self-image by using words of encouragement and kindness.

Here are some examples of ways to praise:

• “I like the way you’re working.”

• “That’s right! Good for you.”

• “That’s quite an improvement.”

• “I’m very proud of the way you worked today.”

• “It looks like you put a lot of work into this.”

• “I’m happy to be around you.”

Safety
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*Do not allow a child to use a paper cutter or adult scissors

*Know emergency procedures and exits. Follow the established emergency plan.

*Learn the proper use of all needed school equipment.

*Never leave a child alone.

*Never allow a child to leave school without checking out through the main office.

*If you have doubts about a situation, ask someone with authority.

If an accident occurs, immediately inform a staff member.

*Never move a child involved in an accident. A member of the 

School staff will initiate proper procedures for accidents.  
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Volunteer Responsibilities[image: image3.emf]


As an adult in the school, you will be looked up to by our children. Children naturally imitate the adults they see. This makes it important to know and observe the school and classroom rules and regulations.
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Be Dependable 
Reliability is one of the most important requirements of a volunteer. It is important to arrive at the appointed time on your scheduled day as the children and teachers will be counting on you. 

If you cannot come as scheduled, please call the school. Office personnel will relay the message to the teacher. Please do not feel you must come to school if you are sick.
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Be Confidential

It is very important that you keep information about children confidential. It is important that you not discuss children or their progress with others - even their parents. Do not make reference to children's abilities in front of other children. The only person who should be told about a child's work is the teacher. 
If parents ask about a child's progress, suggest in a friendly way that they contact the teacher. Most parents will appreciate your position and are usually just expressing an interest in your work.
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Be Flexible
There will be occasions when schedule changes, absences of particular children, conditions of equipment, or availability of materials make adjustments necessary. Being able to change plans, alter programs and shift assignments is an advantage to you and to the teacher.
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Be Professional
Just as you are asked to respect the confidentiality of the child's progress, you are also asked to be respectful of the teachers. Please do not publicly question or criticize the teacher or the methods used. If you have questions about methods or programs, privately ask the teacher about them. Do not speculate with friends or appear doubtful about the teacher's judgment. 

If you approach the teacher directly, most questions will be answered satisfactorily. Usually the explanation will give you the necessary background for understanding and help you gain confidence in the program. 

If, after talking to a teacher, you still have unanswered questions or reservations about a particular method or school policy, please contact the principal. This effort to maintain open and honest communication will build trust and rapport between you and the school staff.
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Commitment
Whether you are volunteering on a regular basis or for a one-time project or event, arrive a little early so there is time for communication and direction. Also, be sure to let the teacher, librarian, or whoever is supervising your work as a volunteer know when your schedule changes or if you can't make it when you are expected. We recommend you check your school's calendar, so you know when school is not in session.
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Communicate
As a school volunteer, it is crucial that the lines of communication stay open and clear. Remember the saying "no question is a dumb question?" Believe it! If you are unsure about what's expected of you, or how to use certain office equipment, please ask someone for direction.
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Who is doing the teaching?
If you are volunteering in a classroom, make sure you and the teacher are clear on your responsibilities and that you are both comfortable with your duties. The real value for a teacher in having a volunteer is that it frees the teacher to teach. If you are spending more time making copies or prepping for activities than is satisfying to you, then talk with the teacher about other ways you can help as well.
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Language
Just as we expect students to refrain from using inappropriate language while at school, we also expect the same from teachers, staff and volunteers. Most adults realize how easily children pick up on what we say. But, keep in mind that what is a harmless slang term to you may be offensive to another adult or student.
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Transportation of students 
Volunteers are not allowed to provide transportation for students unless they have prior approval and have completed the required forms.
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Child neglect and abuse reporting

School volunteer are obligated under mandatory child reporting laws to report any suspected child neglect or abuse. If you suspect child abuse, immediately contact the school principal or school counselor.
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                            Volunteers Shall Not: 
*Assume responsibility for the supervision of a class in the absence of a teacher.

*Assume the responsibility for the discipline of pupils.

*Make decisions regarding the relevancy of activities or procedures.

*Contact parents regarding student performance or write letters home.
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Code of Ethics for Volunteers
1. Classroom and student work is always confidential. Please don’t discuss student problems with anyone except the teacher.

2. Try not to compare children within the classroom.

3. Since there are as many different methods as there are teachers, please do not compare. different methods of teaching. There is no one best way to do anything.

4. Work positively for the good of the school. Constructive criticism should be directed only to the supervising teacher or school administrator.
We appreciate our Winchester volunteers

School volunteers play a key role in meeting the needs of students. When parents or other community residents work with children or faculty members, a number of benefits are derived. 

These include:

 *increased school/community awareness of the role the school plays in the community, and the role the community plays in the school;

*increased student awareness with regard to the importance of building a cooperative relationship between the school and all community members;

*an opportunity to help children see the connection between real life experiences and that which is studied in school;

*an increased sense of active participation and commitment to the educational process.
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