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RATIONALE FOR THE VOLUNTEER PROGRAM
A Volunteer program will

· acquaint the volunteer with the role of the teacher, with the expectation placed by the school upon the child and with the present organization and program used in the school

· stimulate parental interest in their children's education and develop positive attitudes towards it

· add to the present involvement of the school community

· supplement the school's resources with the special knowledge and talents of the volunteers

· affirm the uniqueness of each child by listening to him, talking to him, being available as an interested party

· relieve the professional staff of some non-teaching duties

· provide needed services to individual children to supplement the work of the classroom teacher

· enrich the experiences of children beyond what is normally available in the school

HERITAGE CHRISTIAN SCHOOL


VOLUNTEER PROGRAM

Dear Volunteer,

Welcome to Heritage Christian School.  We very much appreciate your interest and involvement in our school.  We trust that your volunteer work at HCS will prove to be a mutually beneficial experience and pledge to do whatever we can to enhance your contribution to quality Christian education.

We have published this booklet in order to acquaint you with our policies and procedures regarding volunteer services.  

PROCEDURE  (or, How do you get involved?)

· The Volunteer Co-ordinator invites parents and other community members to volunteer their services at HCS through news bulletins by advertising available tasks.

· The Co-ordinator will assign tasks and match volunteers with teachers who have requested assistance.  It is the volunteer's responsibility to make the Co-ordinator aware of preferences, strengths and weaknesses, areas of interest, etc.

· An orientation session for new volunteers will be held at the end of September each year.

· Depending on the various tasks assigned, volunteers will work either in the classroom, or in other available space.

· Volunteers will usually be encouraged to work with classes other than the one(s) their child(ren) is (are) in.

· Volunteers will be recruited uniformly with a description of available tasks.

· Comments concerning the volunteer's perceptions of the strengths and weaknesses of the volunteer program are welcomed by the Co-ordinator in an ongoing attempt to make our services as positive as possible.

PRACTICE    (or, Now that you are involved, what do you do?)

· Make yourself at home.  Please feel welcome to join the staff in the staff room for break times and help yourself to refreshments.

· Establish an effective means with the classroom teacher or with the Co-ordinator for notifying each other of such things as absences.

· Establish a good communication time and procedure with the teacher to help avoid misunderstandings and related problems.  Should a volunteer experience difficulties in working with a particular student or teacher, the problem should first be attempted to be resolved between the two parties involved.  If this proves to be unsuccessful, the Co-ordinator should be asked to intervene.

· During the course of your volunteer experience at HCS you will garner first-hand information about students, staff and school practices and procedures.  It is very important that such information is treated with utmost respect and confidentiality.

· Volunteers take it upon themselves to be aware of school policies regarding discipline, confidentiality, etc., as outlined in the introductory pages of the Teacher's Handbook.

· Volunteers would be wise not to take advantage of their regular visits to the school to stage impromptu conferences with teachers of their children.  Such conferences should be pre-arranged, as usual.




HELPFUL HINTS FOR THE VOLUNTEER 


WORKING DIRECTLY WITH STUDENTS
1.
Set a friendly atmosphere.  Get to know the children, their likes and dislikes, etc., and share some information/pictures etc., about yourself and your own family.

2.
Be pleasant and friendly.  Little is accomplished by scolding, threatening or nagging.

3.
Choose your words carefully.  Children don't need a lot of chatter.  Sometimes a smile tells far more than a long stream of sentences.

4.
Some children have poor ability to concentrate.  Encourage them to focus; call them back to task.  Make eye contact with them when you speak.

5.
Show the learning materials to the child and explain how you are going to use it.

6.
Make the use of the material as enjoyable and game-like as possible so that learning will occur in a friendly, non-threatening atmosphere.

7.
If the material or the activity is too difficult for the child, discontinue it and make a note of it for the teacher's information.  Also, if you consider it far too easy, make a similar notation.

8.
Reading with children:

· encourage the child by uttering positive comments, such as "Good, Great, Uh-huh, Super, Good for you!"

· help if necessary, but be patient. Give the child a chance first.

· show your enjoyment of a story by making a few brief comments or asking one or two questions where appropriate.

· the teacher may ask you to jot down comments about the child's performance, such as difficult words, loses place frequently, etc.

9.
Students will almost always be appreciative and co-operative.  Although small groups tend to be a little less formal, maintain a learning atmosphere.  Do not accept rudeness, distracting of others, lack of co-operation, etc.  Report these types of problems to the classroom teacher at the earliest opportunity.


GUIDELINES FOR TEACHERS

Introduction

Teachers should request volunteers through the Volunteer Co-ordinator in September and identify various tasks or roles that volunteers can perform for them.

Orientation

An orientation session will be held to acquaint new volunteers with school policies, equipment, etc.

Work Areas

The teacher should

· assign a specific location for the volunteer's work

· provide materials for the volunteer's use, i.e. pens, pencils, workbooks, scissors, and a desk, if possible

· ensure that the volunteer feels comfortable and welcome in the classroom

Communication

· Misunderstandings and problems arising from them can often be avoided by ensuring that an open climate for communication is established and maintained.

· Written instructions help to eliminate confusion.  The dullest pencil is often better than the sharpest memory.

· Individual progress record books will further enhance effective communication as well as serving as an excellent resource for parent/teacher conferences.  In these books the teachers should write brief notes or assignments for the volunteers.  The volunteer should record the progress of the pupil after the assignment has been completed.

· Time must be set aside to discuss the day's work, before school, at recess, at the beginning of lunch, or during class time.  The daily evaluation session should be free from interruptions, if at all possible, and should provide the teacher with information about the work completed.

· If the teacher will not be present or does not require the volunteer's assistance, it is his/her responsibility to advise the volunteer, the day before if possible.

Confidentiality

Volunteer assistance programmes inevitably result in some degree of sharing of privileged or confidential information about pupils, teachers, administration, and the school in general.  To avoid potential problems, please share only that which is essential to the volunteer's direct work.

Discipline

Discipline remains the teacher's responsibility.  Pupils must be made aware that common courtesy, and respectful behaviour is expected at all times.  The volunteer should report all behavioural problems to the classroom teacher.
HOW TO KEEP VOLUNTEERS

· Accept the school volunteers as part of the education team and help them to become increasingly effective members of it.

· Let the volunteer know that s/he is needed and wanted.

· A volunteer must feel useful - not used.

· Be appreciative of the help your students are deriving from the volunteer and don't be afraid to show it.

· Describe the expectations of the program.  State clearly what you expect from the volunteer, listing specific tasks.

· Provide interesting and realistic tasks that acknowledge the volunteer's strengths, skills, development and desire to contribute.

· Respect the confidences of the volunteer.


SHOWING APPRECIATION TO YOUR VOLUNTEER

Most volunteers will be motivated by intrinsic rewards; mainly the satisfaction derived from knowing that one is making a worthwhile contribution.  Volunteers will enjoy a sense of satisfaction if:

· there is enough work to be done

· more challenging tasks are given as the volunteer shows increasing ability

· there is feedback from the teacher which enables the volunteer to evaluate his/her contribution

· honest, regular praise and thanks must be given to the volunteers for jobs well done. In addition, notes of appreciation, an invitation to join the staff for refreshments, and an occasional small memento of thanks should be given

1.
Communicate regularly by

· friendly spontaneous greeting

· introductions to other staff members and volunteers

· provision of name tags for identification

2.
Create and maintain a stable working environment by

· ensuring that other activities do not encroach on the time and space set aside for your volunteer

· ensuring that all materials and instructions are prepared and easily accessible

· monitoring the children's behaviour with the volunteer to ensure that there are no difficulties

· demonstrating a positive attitude towards the volunteers to provide a model for the children

· providing regular feedback to the volunteer on their written or verbal comments on children's progress or materials

3.
Say, "Thank You!" by

· having the children make cards or write notes for special occasions, i.e. Christmas, volunteer's birthday, etc.

· sending or giving "warm fuzzies" periodically (from teacher or children)

· an invitation to accompany the class on an excursion

· reporting a child's improvement in an area in which a volunteer has been working

· a gesture of appreciation on a school-wide basis, i.e. a special volunteer luncheon, an invitation to a staff potluck or tea, appreciation certificates, gifts, etc.
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