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INTRODUCTION

School volunteers make an important contribution to the education of American youth.  Volunteering to work with students is not only a noble cause, it is enriching and rewarding for the volunteer.
The quality of life and learning provided by the volunteers who contribute their time and talents to a school can have a powerful impact on students.  A well-organized and effective volunteer program can be of such benefit to a school that its educational quality is noticeably improved.  Furthermore, the relationships that students form with school volunteers can have a significant influence on their development of social skills, self-esteem and personality.
Because school volunteers can play such an important role in the lives of students, that role must fit the needs of the school and follow specific guidelines.  Schools are best able to perform their many functions by closely following structures and rules.  The structures determine who is responsible for what and the rules make learning possible.  ALL school staff – both professional and volunteer – must work in cooperation to ensure safety, quality care and effective teaching.

This booklet is designed to help school volunteers become comfortable in their roles and proficient at their tasks.  There is much to learn: memorizing school rules, regulations and policies; dealing with many new personalities; knowing class schedules; meeting staff and student needs and expectations; establishing a personal niche; and performing tasks like lunchroom duty and fire drills.
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Knowing and understanding the roles played by school volunteers is a key to success in this important endeavor.  Strong and open communication with the volunteer coordinator, school administrators, teachers and support staff are vital to molding the volunteer’s role in the classroom, resource center, school office, library and cafeteria.
Although school volunteers do not receive money for their time and effort, their contribution is worth about $20 per hour.  The savings provided by school volunteers increases the resources dedicated to educate students and decreases the need for educational tax hikes.  The greatest reward, however, is in the doing.  School volunteers make an important difference in the lives of the children they serve.  Once they have learned how best to blend their talents and interests with the needs of the school and its students, volunteers can help mold the lives that are America’s future.

                                                                                                Amy R. Vigilante, Ph.D.
                                                                                                Waln K. Brown, Ph.D.

                                                                                                William Gladden Foundation
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WHO CAN BECOME A SCHOOL VOLUNTEER?
People from various educational or vocational backgrounds can contribute their time, efforts and expertise for the betterment of the school.  The elderly, parents, older students, artisans, business people and other community members can be important school resources.

WHO CANNOT BECOME A SCHOOL VOLUNTEER?

Schools are responsible for the care and safety of students while they are under their supervision.  Therefore, schools must be very careful whom they accept as volunteers.  People with a known history of psychological problems, drug use, alcohol abuse, sexual misconduct, crime or violence are not likely candidates to become school volunteers.
WHAT TYPES OF TASKS DO SCHOOL VOLUNTEERS PERFORM?

School volunteers perform many important and necessary tasks.  Probably the most well known is tutoring.  Some of the more typical duties include teaching a special craft or skill, assisting a teacher, grading tests or papers, clerical work, assisting in the media center or library, baking for class parties, or even baby-sitting to enable someone else to volunteer.

WHAT IS A COMMUNITY RESOURCE BANK?

Many school volunteer programs include a “Community Resource Bank,” a group of community members interested in sharing their special knowledge with students.  For many children, this view of how education relates to “real life” is very meaningful because this connection is often difficult to make.  Sometimes members of the Community Resource Bank come to the school and share their information.  At other times, students go on a field trip to visit members of the Community Resource Bank, such as a fire station, artist’s studio, newspaper, television station, greenhouse or farm.  These experiences can dramatically influence student attitudes about learning.
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HOW DO SCHOOL VOLUNTEERS KNOW WHAT TASKS TO PERFORM?
The tasks performed by school volunteers depend on 1) the needs of the school and 2) the interests, abilities and expertise of the individual volunteer.  Some volunteers may be asked to perform tasks in which they are personally interested; other may be requested to fill a role needed by the school.  Volunteers should meet with the volunteer coordinator or school principal to discuss which tasks they want to perform and which tasks they are qualified to perform.  Volunteers should go through an orientation, receive direct training and have their tasks explained BEFORE they attempt to perform them.

WHAT IS INVOLVED IN ORIENTATION?
Orientation involves learning about the school rules and how the school functions.  For volunteers who work in the school only once or very occasionally, orientation may consist of being taken to a classroom, introduced to a class and shown where the restrooms, slide projectors or sinks for clean-up can be found.  For volunteers who work in the school on a regular basis (especially when their duties include the care of students) much more is involved.  In addition, regular volunteers may be oriented to the office, staff lounge, staff bulletin board, cafeteria, gymnasium, library or other key areas and given an explanation about each.

WHAT IS INVOLVED IN TRAINING?

Training is an on-going process through which school volunteers learn how to perform their tasks.  Some jobs are quite objective (like filing, posting grades or reciting words for a spelling test); others are more subjective (like helping a child to develop confidence in reading, discovering that a child seems particularly talented in art or noticing that a child appears to have trouble hearing).  Generally, objective duties are easier to learn than are subjective ones.
WHAT BENEFITS DO SCHOOL VOLUNTEERS RECEIVE FROM TRAINING?

School volunteers benefit from training in such ways as: 1) learning about how children acquire new information, grow and change; 2) discovering how schools function, how priorities are set and how records are kept; 3) learning how to operate a computer, video camera or potter’s wheel; 4) understanding how to properly perform their tasks; 5) increasing their level of performance; and 6) knowing how best to apply their unique talents to help meet the needs of the school and its students.  Training increases the competence of school volunteers.  Competence is one of the many aspects of character developed in schools.  Competent volunteers are assets to schools and positive role models for students.
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HOW DO NON-CLASSROOM VOLUNTEERS LEARN WHAT TASKS TO PERFORM?
School volunteers assigned to non-classroom duties receive training designed to help them perform their tasks.  For example, working in the media center might include learning how to operate interactive video programs, then teaching students how to use them.  Likewise, working in the library involves learning to shelve and locate books, then teaching students how to use the card catalog.  Regardless of the assignment, the school employees responsible for specific functions should directly train volunteers the proper ways to perform their tasks.

HOW DO CLASSROOM VOLUNTEERS LEARN WHAT TASKS TO PERFORM?

Classroom teachers directly supervise classroom volunteers.  Teachers and volunteers should meet regularly and discuss the functioning of the classroom.  During the initial meeting, some of the more important items to discuss include 1) the volunteer’s schedule, 2) the communication plan and 3) the functioning of the classroom.  Succeeding meetings should continually build the volunteer’s understanding of what functions to perform and how to perform them.
WHY DO TEACHERS DIRECT ALL CLASSROOM ACTIVITIES?

Clarity of role is a VERY important aspect of the teacher/volunteer relationship.  It is imperative that volunteers realize teachers are in charge of the classroom.  They make the decisions.  Teachers are trained professional educators.  They earned at least a four-year college degree and certification to teach in a specific subject area or at a particular grade level.  The training teachers receive gives them knowledge about (and responsibility for) the activities that take place in the classroom.  Volunteers who work in the classroom MUST follow the directions of teachers.

IF TEACHERS ARE RESPONSIBLE FOR ALL CLASSROOM ACTIVITES, WHAT TASKS DO VOLUNTEERS PERFORM?

Volunteers can perform many important classroom functions.  Teachers can train volunteers to work with individual students - or groups of students - in learning basic skills, performing drills or monitoring practice exercises.  Volunteers can also help teachers perform many tasks that are non-instructional such as supervising how to hang coats, taking role, handing out papers, grading tests or assisting in special classroom activities and projects.  When volunteers take over some of these responsibilities, teachers have more time to teach.
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HOW DOES TUTORING HELP STUDENTS?
Tutoring is probably the oldest and most common task regularly performed by school volunteers.  Tutoring usually involves working one-to-one in a subject area that is particularly difficult for a student.  Some tutors volunteer their help at home; others do so in the classroom.  Tutoring provides students the direct instruction, positive feedback, constructive criticism and individual attention need to master what, for them, is a difficult subject area.  Furthermore, the help provided by tutors gives teachers more time to concentrate on the over-all needs of the class.
HOW CAN SCHOOL VOLUNTEERS ENHANCE STUDENT SELF-ESTEEM?

A valuable contribution made by school volunteers involves improving the self-esteem of students.  Self-esteem is an integral part of the learning process.  When students master an assignment, they tend to feel good about themselves and ready to tackle new educational challenges.  Conversely, when students have trouble with an assignment, they may feel badly about themselves and frustrated by the learning process.  These reactions are often quite subtle but can adversely affect self-esteem.  The extra time and positive attention students receive from school volunteers can enhance their self-esteem and increase their learning potential.

ARE THERE RULES ABOUT PHYSICAL CONTACT WITH STUDENTS?

There are definite rules about physical contact with students in school.  For example, schools closely follow laws regarding the use of physical punishment.  In addition, most schools have policies about “touches” (patting on the back, handholding, hugging).  These seemingly harmless forms of human interaction are sometimes misinterpreted and can result in legal action or dismissal.  School volunteers should receive copies of these guidelines during orientation or training; it is VERY important that they closely follow these guidelines and, if something is unclear, to request clarification.

ARE THERE RULES ABOUT DISPENSING MEDICATIONS?

ONLY qualified school personnel should dispense medications, and according to very strict guidelines.  Medications should be kept in the infirmary, carefully labeled, dated, and accompanied by doctors’ orders.  Precise documentation should be kept on each administration of medication.  This includes such seemingly harmless medications as aspirin or calamine lotion.  School volunteers should dispense medications ONLY under the most extreme circumstances.  If complications should arise, the person who dispensed the medication and/or the school may be legally responsible.
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WHAT ROLE DO SCHOOL VOLUNTEERS PLAY IN SAFETY?
Schools are responsible for the safety of students.  Children in groups are highly prone to getting hurt, lost or “in trouble.”  Consequently, there are strict rules governing activities such as when – and for what reasons – students may leave the classroom, what they may or may not do in the classroom, what happens during a fire drill or what the procedures are in the lunchroom and on the playground.  These are but a few of the many activities to monitor if schools are to maintain a safe environment.  School volunteers can play an important role by helping to monitor and maintain student safety.
WHAT IS CONFIDENTIALITY?

Schools maintain much personal information about students.  Most such information is “confidential.”  States have laws to insure that such information as grades, I.Q., test scores, amount of academic work completed, attendance and health records, family background and teacher or counselor observations remain confidential.  Volunteers are required to protect student privacy rights and should receive confidentiality guidelines during orientation or training - and learn them.

DO SCHOOL VOLUNTEERS RECEIVE RECOGNITION AND OTHER BENEFITS FOR THEIR CONTRIBUTIONS?

School volunteers receive thanks or honors from students, teachers or other school staff.  This is especially true for those school volunteers who contributions have 1) been long standing, 2) helped accomplish significant tasks and 3) directly affected students.  School volunteers also receive self-satisfaction for their efforts.  They can take pride in a “job well done” and know they have contributed to “the betterment of society.”  Volunteers with school-age children of their own have an opportunity to understand the educational process.  Many school volunteers decide to further their own educational or career goals because of the positive benefits they receive from this experience.

WHAT SHOULD HAPPEN WHEN SCHOOL VOLUNTEERS ARE UNCOMFORTABLE WITH THEIR TASKS?

Sometimes assigned duties, or those requested by volunteers, may prove inappropriate.  For example, a volunteer assigned to keep attendance records may grow bored of this function, or a volunteer who requested classroom duties may not have the patience required to work directly with students.  Resolving these difficulties is the joint responsibility of the volunteer, the volunteer coordinator and the school employee who directly supervises the volunteer.  School volunteers who are uncomfortable with their tasks should inform the volunteer coordinator or the supervisor.  In turn, the volunteer coordinator or supervisor should help volunteers resolve their difficulties.  There are always other tasks to perform.
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THE PROCESS OF
BECOMING A SCHOOL VOLUNTEER
The process of becoming a school volunteer can vary from school to school.  Some schools rely heavily on volunteers; others do not.  What follows is a simplified view of the stages involved in becoming a school volunteer.

(PLACE DIAGRAM HERE)

RECRUITMENT – Most schools have an organized recruitment process.  In fact, many school districts have extensive volunteer programs headed by a “Volunteer Coordinator.”  Volunteer coordinators are school employees responsible for coordinating the efforts of volunteers, recruiting and screening volunteers, organizing meetings with volunteers and school personnel and many other important tasks.

DECIDING TO VOLUNTEER – Many community members are unaware that school volunteer programs exist.  They also may not realize that their time and talents can help to improve the quality of life and learning in schools.  When deciding to volunteer, community members should consider factors such as 1) how much time they can give; 2) what tasks fit their interests; 3) what talents, skills or special knowledge they can contribute; and 4) whether they are sincerely interested in being a school volunteer.

CONTACTING THE SCHOOL – This is the initial step in the actual process of becoming a school volunteer.  The community member telephones or goes to the school and states his or her desire to become a school volunteer.  The school principal or volunteer coordinator determines how to combine the volunteer’s interests or talents with the needs of the school and its students.  An appointment is arrangement for the volunteer to meet the teacher or staff member with whom he or she will work.
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INITIAL MEETING – This is the orientation period when the volunteer becomes familiar with the rules, the school, its staff and students.  Generally, the initial meeting should provide a basic understanding of the proposed workplace and a discussion of the tasks.  The volunteer meets the teacher or other school staff with whom she or he will work.  A tour of the school’s physical facility also usually occurs.

TRAINING – Training is an on-going process.  It takes time to determine the specific interests and talents of the volunteer, as well as how to apply them to the needs of the school and its students.  The volunteer learns the many rules and regulations that govern how schools operate.  A period of trials and errors may initially occur.  With the passage of time, volunteers and school staff usually develop strong working relationships.  Much depends on the volunteer’s dedication.
VOLUNTEER WORK – Once the volunteer learns the rules, regulations and routines, and begins to form relationships with staff and students, the fun part of being a school volunteer begins.  As volunteers become more proficient at their tasks, teachers and other school staff are able to use their special talents or knowledge to educate students.  As a result, the over-all quality of life and learning within the school is improved.

REWARDS – The rewards of being a school volunteer are many and very personal.  Working with and watching children grow and learn, as well as receiving love and appreciation and learning new skills, are all rewarding experiences.  They are but a few of the “pay checks” school volunteers get for their efforts.  The rewards for the school, its staff and students are also many.  The contributions made by school volunteers can dramatically improve the educational process and positively influence the lives of young people.  It is in the process of giving their best efforts that school volunteers gain their ultimate rewards.
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DUTIES AND RESPONSIBILITIES OF TEACHERS
The primary role of teachers is to direct the education of students.  They are well-trained professionals and held accountable for what happens in the classroom.  The following list will help volunteers understand the duties and responsibilities of teachers.

· MAKING ALL DECISIONS INVOLVING CLASSWORK – All decisions that involve class work must follow professional guidelines.  Teachers are accountable for complying with these guidelines.

· DETERMINING COURSE CONTENT – State or district rules and regulations determine the content of almost everything taught in school.  An important duty performed by teachers involves implementing the required course content.

· PRESENTING CLASSROOM MATERIALS – Teaching materials are specifically designed for use by trained educators.  Teachers’ editions that explain presentation strategies and techniques accompany textbooks and workbooks.
· ASSIGNING CLASSWORK AND HOMEWORK – All class work and homework are assigned according to specific educational guidelines.  Teachers are responsible to ensure that every assignment follows the curriculum guidelines and the daily, weekly or annual course goals and objectives.

· INITIATING ACTIVITIES – All classroom activities are part of an overall educational plan.  The hours of each day are carefully planned according to curriculum guidelines and must be approved by the principal.

· EVALUATING STUDENT ACHIEVEMENT AND PROGRESS – Evaluating student achievement and progress requires special training.  Many factors – such as aptitude, prior learning, attitude and learning style – are involved in the evaluation process.

· DIAGNOSING LEARNING NEEDS – Teachers are trained to diagnose the individual needs and learning styles of students.  Their education has trained them to decide which exercises, what types of tutoring and at what pace individual students learn best.

· COUNSELING STUDENTS – Teachers are responsible for all aspects of student learning, including counseling students whose academic or personal problems may be affecting the learning process.
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ACTIVITIES PERFORMED BY SCHOOL VOLUNTEERS
The primary role of school volunteers is to assist teachers and other school staff in the performance of their duties.  There are many ways volunteers can help schools.  The following list contains some of the activities performed by school volunteers.

ASSISTING TEACHERS

· Designing bulletin boards

· Designing displays

· Duplicating materials
· Escorting students

· Handing-out papers, tests, supplies and books

· Listening to students read

· Maintaining files

· Making posters

· Mimeographing

· Monitoring student activities

· Monitoring tests

· Organizing games and activities

· Preparing materials

· Providing encouragement to students

· Reading announcements to a class

· Reading to students

· Supervising the use of tools and equipment

· Taking role

· Tutoring

· Word processing

· Writing prepared work on the chalkboard

ASSISTING IN THE LIBRARY

· Assisting with classes

· Helping students locate books

· Helping student choose books

· Helping students use reference materials

· Making tape recordings

· Preparing audio-visual materials

· Processing books
· Reading aloud

· Setting up displays

· Shelving books

· Storytelling
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ASSISTING IN THE SCHOOL OFFICE

· Answering telephones

· Checking about student absences

· Collating

· Duplicating copies

· Enrolling new students

· Filing

· Monitoring students

· Orientating new students

· Performing clerical functions

· Preparing for meetings

· Recording attendance

· Running errands

· Word processing

ASSISTING WITH SPECIAL ACTIVITIES

· Assisting at school assemblies
· Assisting at sporting events

· Assisting on field trips

· Chaperoning on field trips

· Conducting fundraising projects

· Displaying art

· Escorting students or helping students with special needs

· Exhibiting crafts

· Helping with the school newspaper

· Helping with the school yearbook

· Inventorying supplies

· Making costumes or props for class plays

· Monitoring hallways or restrooms

· Offering special or unique classes

· Performing music

· Performing cafeteria duties

· Planning fundraising events

· Preparing food for class parties

· Providing transportation for school events

· Providing aid in emergency situations

· Recruiting new school volunteers

· Supervising playground activities

· Supervising study hall

· Taking pictures or assisting the school photographer
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ORIENTATION AND TRAINING OF

CLASSROOM VOLUNTEERS

School volunteers who work within the classroom must learn how to perform their assigned tasks correctly.  This involves learning rules, regulations, procedures, methods and other important information.  The learning process begins during orientation and continues throughout training.  The following list contains some of the more important information classroom volunteers will learn.

ORIENTATION

· Classroom procedures

· Discipline procedures

· Emergency procedures

· How students are to address the volunteer

· Methods of teacher/volunteer communication

· Preliminary tasks the volunteer will perform

· Safety procedures

· School rules and policies

· The teacher’s expectations of the volunteer

TRAINING

· Academic strengths and weaknesses of students

· Background information about students (if appropriate)

· Emotional problems of students (if appropriate)

· Learning styles of students (if appropriate)

· Physical problems of students (if appropriate)

· Plans for make-up work when students are absent

· Plans for when there is a substitute teacher

· Procedures for working with students outside the classroom

· Special needs of students

· Skill development strategies

· Techniques used to control student behavior

· Techniques used to motivate students

· Techniques used to reinforce student learning

· Techniques used to reinforce student self-esteem

· Tutoring techniques
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AGENCIES TO CONTACT ABOUT
SCHOOL VOLUNTEER PROGRAMS

The following is a list of agencies to contact about school volunteer programs.  The first list contains local agencies to contact about becoming a school volunteer.  The second list contains agencies to contact for information about school volunteer programs.  Refer to the telephone book for local phone numbers.

LOCAL AGENCIES

LOCAL SCHOOL - Contact the principal and ask if the school has a volunteer program.  Arrange a meeting.

Telephone #

SCHOOL DISTRICT OFFICE – Contact the volunteer coordinator and ask if there is a local school seeking volunteers.  Arrange a meeting.

Telephone #

STATE DEPARTMENT OF EDUCATION – Contact the state director of school volunteer programs and ask if there is a local school seeking volunteers.  Ask for the name of the person to contact at the local level.

Telephone #

NATIONAL AGENCIES

National PTA

www.pta.org
National Education Association

www.nea.org
Junior Achievement

www.ja.org
The Retirees’ School Volunteer Association
www.rsva.org
Opening School House Doors
www.servicelearning.org
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