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1. Rationale

The Simcoe County District School Board encourages participation of volunteer helpers in
schools and recognizes the educational advantages to all concerned. The Board further
believes that through volunteering, individuals can model caring and co-operative relationships
and promote the value of being responsible citizens.

2. Definition

Volunteers are individuals who willingly give of their time and talent on a regular basis as
valuable members of a school team to support staff in enhancing student learning activities.
Volunteers receive no remuneration.

3. Objectives

Volunteer programs should:

31 foster a strong school and community partnership

3.2 enhance the quality of education

3.3 expand learning activities

3.4 provide innovative programs and enrichment activities using community skills and
resources

35 optimize learning opportunities for students, staff and volunteers.
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4. Responsibilities
4.1 Principals shall:
4.1.1 through consultation with staff and school council, assess the possibilities for the
use of volunteers. A list of possible volunteer activities may be created as a
result of this needs assessment
4.1.2 designate a Volunteer Co-ordinator
4.1.3 monitor and support the work of the Volunteer Co-ordinator and approve the

4.2

4.3

assignment of volunteers.

Volunteer Co-ordinators in partnership with the principals or designate shall:

421

422

423

424

425

4.2.6

4.2.7

recruit volunteers and using a Volunteer Information Form (FORM A7220 - 1)
match their talents and interests to volunteer opportunities

provide all volunteers with a Volunteers in Simcoe County Schools Handbook
(See Link)

provide an orientation process for all volunteers as listed in APPENDIX A

maintain a record of program details for each volunteer (FORM A7220 - 2)

facilitate open and ongoing communication lines between volunteers and other
school staff

ensure that an evaluation process for volunteer programs and/or volunteers is
established (see samples FORM A7220 - 3 and FORM A7220 — 4 for optional
use)

demonstrate an appreciation of volunteers in ways that do not involve a wage,
honorarium or any other monetary payment.

Teachers with volunteers shall:

43.1

ensure the development of a work plan for volunteers and oversee its delivery
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4.4

First Issued
Revised

4.3.2

4.3.3

434

ensure that volunteers are aware of timelines, classroom and school rules and
routines and individual needs of students

provide ongoing support to the volunteers

monitor and provide ongoing feedback to volunteers.

Volunteers shall:

441

442

443

444

4.4.5

4.4.6

447

448

449

agree to submit an original copy of a Criminal Records Check which includes a
Vulnerable Sector Screening executed within the last six months prior to
beginning to volunteer

be responsible for the cost of the Criminal Records Check which may be
reimbursed if requested by the volunteer

complete an Offence Declaration annually after providing the original Criminal
Records Check

be responsible to the principal and work under the supervision of teaching staff

work co-operatively as part of a team to support and supplement school
programs

respect the confidentiality of the relationship to the school, ensuring that staff
issues and student work and behaviour issues are held in confidence

adhere to established board and school procedures

communicate regularly with staff

be prompt, dependable and regular in attendance and give advance notice to
teachers when unable to attend.

February 3, 1997
February 3, 1997, August 31, 2007

Issued under the authority of the Director of Education
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Tips for VVolunteers

Volunteering in a school is a unique and exciting experience and
is also a privilege for both the school and the volunteer. It is
designed to promote and maintain a supportive relationship for
students and school staff.

REMEMBER TO BE
Positive ... in your approach and attitude.

Patient ... when working with students. Give the program time to
get established and for you to find your niche or area of expertise.

Fair ... avoid comparisons between students, between staff or
between facilities. Students will trust and respect you when you
are fair.

Flexible ... adapt to special situations.

Friendly ... with a smile and a thank you, you can accomplish
miracles and the desired tasks.

Confidential ... ensure that you do not disclose any information
about students or staff that you may receive or come in contact
with as a result of your volunteer work.

Consistent ... apply the same rules every day to every student.

Considerate ... treat individuals with respect and courtesy and
expect the same in return.

Reliable ... attempt to meet your commitments on a regular basis.
Students and staff come to depend on your help.

12

TABLE OF CONTENTS

Rationale

What Are the Goals of the Program?
What Can Volunteers Expect?

What Are the Responsibility of a VVolunteer?
What Is A Volunteer?

Who Can Volunteer?

A Code of Ethics

Hints for Working with Students
When Does a Volunteer Work?
What If I’'m Absent?

Evaluation

Tips for Volunteers

10

10

11

12



Evaluation: A Natural Component
of Program Planning

Rationale

The Simcoe County District School Board
encourages participation of volunteer helpers in
schools and recognizes the educational
advantages to all concerned. The Board further
believes that through volunteering, individuals
can model caring and cooperative relationships
and promote the value of being responsible
citizens.

Evaluation allows an objective review of the progress
being made within the school setting. This evaluation will
take place on two different levels.

Self-Evaluation...

At the end of each session a checklist may be reviewed at a
meeting between the volunteer, staff and/or coordinator of
the volunteer program. This will help to determine
specific needs of the volunteer and also help school staff to
know where further general training is required.

Program Review...

The volunteer program will periodically be reviewed and
modified to maximize the partnership between the school
and the community. Areas of consideration will include:
© enhancement by volunteer participation;

© areas of strength/needs for improvement;

© the timelines of the volunteer sessions;

© effectiveness of communication.

11
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When does a volunteer work?

It is up to you — a few hours a month or each day.

The hours are flexible. You can arrange mutually
convenient times with your team members, when you can
give your full attention to your position. Please arrange
daycare for others in your charge.

What are the Goals of the
Volunteer Program?

What if I’'m absent

We know that things come up and sometimes you can’t
get to school on your volunteer day. Let us know when
you can’t come, it helps us plan our day without you.

1. Establish a school and community
partnership for quality education,
enabling members of the community to
appreciate and contribute to the
educational
philosophy, the instructional procedures
and the resources of our school.

Make each shared learning opportunity the best one
possible for the students, staff and the volunteer.

Provide opportunities for meaningful and reliable service
in areas of interest and expertise.

Enrich students’ learning opportunities by assisting
teachers and support staff in instructional and non-
instructional tasks.

Provide individualized opportunities for students,
assisting each student to reach his or her fullest potential.

Enrich the curriculum by enhancing students” knowledge
of the community at large.




What Can Volunteers Expect?

Volunteers can expect:

to participate in a screening process;

to submit an original copy of a Criminal Records Check which
includes a Vulnerable Sector Screening executed within the
last six months prior to beginning to volunteer

be responsible for the cost of the Criminal Records Check
which may be reimbursed if requested by the volunteer

complete an Offence Declaration annually after providing the
original Criminal Records Check

to know as much about the school as possible...its
policies...its people...and its programs;

to receive thoughtfully planned and effectively presented
training for the job;

to receive support and direction from staff who are
experienced, well informed, patient and thoughtful;

to receive a suitable assignment with consideration for
personal preference, temperament, life experience;

to experience a variety of activities and opportunities;

to be heard and valued by the educational team who will be
planning for the individual learners;

to receive ongoing feedback regarding personal performance
in the volunteer role;

to receive recognition for contributing time and talents.

Hints For Workina With Students

1. Astudent’s name is very important.
Make sure you learn to say and spell the
name correctly.

Make sure students know what to
call you and can pronounce
your name.

(14

Show that you are interested in the student as a person.
Be calm and avoid being judgmental.

Listen carefully to what students have to say. Listen for
ideas and not just facts. By your words and actions, you
let the students know that you care.

Tune into feelings and reflect these back to the learners
for clarification and understanding.

Let learners know that making mistakes is a part of
learning. Do not be afraid of making mistakes yourself.

Each learner is an individual. Encourage the learner to
work to his/her potential.

Build the learner’s self-confidence. Praise your learner
honestly and frequently. Remember, attentiveness and
effort can be as important as performance. Accentuate the
positive and minimize the negative.

Both teacher and volunteer are responsible for open
communication. Make time to discuss or question.




A Code of Ethics For Volunteers

Once volunteers begin to work in a school setting, they become privy
to knowledge about students’ behavior patterns, academic ability,
emotional maturity, relationships with others, etc. In some cases
information of this nature is imparted in order that the volunteer
might work more effectively with an individual student. In other
cases, it is simply acquired in the course of frequent contact in the
school.

Volunteers must respect the
confidentiality of the relationship to the
school, being careful to ensure that any
student’s work and behaviour in school
or personal information about students
or staff that they come in contact with
be held in confidence.

Sometimes students will share very sensitive, personal information
about home or out of school events (e.g. physical, sexual abuse).
Such information should be reported to the teacher who will then
take the appropriate action.

All such information is STRICTLY CONFIDENTIAL.

Sometimes volunteers have questions or queries regarding program,
teaching strategies or routines. If problems develop, the line of
communication in the school is always first with the staff member
concerned and then, if necessary, with the principal.

A volunteer has every right to expect that his or her participation will
be treated with the same confidentiality and respect.

8

What are the Responsibilities
of Volunteers?

Volunteers:

. are responsible to the principal but work directly with the
professional teaching staff;

. are prompt, dependable and regular in attendance;

. work cooperatively as part of the team to support and supplement
the program;

. understand and accept the student in terms of their own
background and values;

. maintain confidentiality about the student, teacher and staff;
. communicate regularly with the staff;

. are asked to notify the teacher about abusive or harassing
situations. Staff will follow up;

. know and observe all pertinent regulations in the Board and at
the school. Be clear about procedures related to fire drills,
accident reporting, lunch and coffee, use of the halls, etc.



What is a Volunteer?

A school volunteer is a responsible individual who is willing to give
TIME and TALENT to assist as a valuable member of a school
team.

Volunteerina is Learnina

new skills

about students

about your community

to enrich the curriculum

to reinforce skills taught in school

to improve basic academic achievement

... toincrease a student’s motivation to learn

Remember that learning is a lifelong endeavour. Making mistakes is
an important part of learning. Do not be afraid of making mistakes or
asking for staff assistance when you need it. Learning together can be
fun!

Who Can Volunteer?

Volunteering in a school is a unique, exciting experience and a
privilege for the school, its staff, students and the volunteer. It is
designed to promote and maintain a supportive relationship for
students and school staff. Parents, business and professional people,
retirees, college students, high school students — all have talent to
share. Your work or hobby can add an exciting learning experience for
some student.

Volunteers will participate in a process which has been adopted by the
Simcoe County District School Board. This routine procedure is in
place for all individuals who wish to work on a regular basis within our
school settings.

If a description of the ideal volunteer were to be drawn, he or she
would:

... be friendly, dependable, reliable and flexible;
... show concern for students;
.. want to help and would like working co-
operatively with school staff;
.. have a good professional attitude, interest
and enthusiasm for working with young people;
... provide a positive role model for young learners;
... recognize that students are our greatest resource;
.. be willing to share skills and knowledge;
. maintain confidentiality at all times
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SCHOOL VOLUNTEER TRAINING AND ORIENTATION PROCESS
The following are Orientation Items which should be discussed with School Volunteers:

a school tour
a introduction of school personnel
a school routines:
timetable
emergency procedures e.g. fire
yard designations
stock rooms
copying procedures.
a review school handbook including:
school mission statement and philosophy
Code of Conduct
school policies.
explain the idea of individual differences in teaching approaches/strategies
discuss the rationale for placement of volunteers
school visitor routines
health and safety procedures
review assessment form
awareness of abuse and harassment
confidentiality.

[y Ry Ny Ny
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Volunteer Information Form

The following information will be used by the Volunteer Co-ordinator and school administration in
matching your talents and interests with the volunteer opportunities at the school.

Name

Address

Phone (Home) (Business)

How would you prefer to be addressed by students?

Do you have any children or grandchildren in this school? Yes [] No []
If yes, please indicate their name(s) and classes in the space below:

Name Class:

Why do you wish to become a volunteer?

With what grade level(s) do you prefer to volunteer your time?

K 1-3 4-6 7-8 9-10 11-12

When are you available to volunteer? Please indicate day and time, i.e. Monday a.m.

Monday am.__ _pm.___  Tuesday am.__ _p.m.__ Wednesday a.m.___ p.m.
Thursday a.m.__ _p.m.___ Friday am.__ pm.___

Approximately how many hours a week do you wish to volunteer?

I would like to: (please feel free to check more than one)

_____read with students ____help with music _____ Other:

_____ publish stories ____help with arts and crafts

_____work in the library ______coach sports

______work with computers _____ participate in special programs i.e. hot lunch, safe arrivals

Please describe your previous volunteering experiences.
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Have you ever been terminated from a volunteer position?  Yes [] No [ ]

If yes, please explain

Have you ever been convicted of a criminal offence for which a pardon has not been granted?

Yes [] No []

I will fulfil the role of volunteer to the best of my ability and maintain the strictest confidence in my
work with students and the staff of the school.

| also realize that | will not be able to bring pre-schoolers or other children with me when | am
working as a volunteer.

| understand that | am required to provide a Criminal Records Check including a Vulnerable Sector

Screening prior to beginning to volunteer at the school and that an Offence Declaration must be
completed annually.

Signature Date

Consent to Obtain Reference

I, , hereby give my permission for
(name of volunteer) (school)

to contact the person listed below for the purpose of obtaining a reference.

Name Phone

Signature of Volunteer Date

Information to be completed by Principal

Criminal Records Check Approved

Date

Start Date for Volunteer

Signature of Principal
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Name & Phone No.

Interests &
Strengths

Assignment

Start
Date

Orientation
Date

Completion
Date

Comments
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SAMPLE for optional use

Volunteer Placement Evaluation Form

In order to help us provide the best possible Volunteer Program, we need your feedback. Please
feel free to provide additional information on the reverse.

Name of Volunteer

Volunteer Job(s)

Circle the number which indicates, on a scale of 1 to 5, your level of satisfaction with the following
(1 is low, 5 is high).

The orientation you received to the school. 12345
The training/ongoing support you received from staff. 12345
The resources you need to be an effective volunteer. 123 45
Do you feel your work here is appreciated?  Yes [ | No []

Comments

When you ask a staff member for suggestions or help with a problem are they receptive to your
needs? Yes [ ] No [ ]
Comments

What changes would you like to suggest for a more effective volunteer program?

Date Signature of Volunteer
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SAMPLE for optional use

Evaluation of Volunteer
This document provides a suggested format for the assessment of school volunteers.

Name of School Volunteer

Volunteer Job Date

Please rate the performance of the school volunteer in the following areas as Excellent,
Satisfactory, or Needs Improvement.

Needs
Excellent Satisfactory Improvement

[] [] [] The volunteer was able to-carry out instructions.

[] [] [] The volunteer has been able to work with the teacher.

] ] ] The volunteer has been regular in attendance.

L] L] L] The volunteer has been able to establish rapport with the
student(s) assigned.

] ] [l The volunteer provided an appropriate model for the student
in his or her speech and behaviour.

L] L] & The volunteer was friendly, polite and helped others feel at
ease.

[] [] [] The volunteer at all times maintained a professional
relationship with the student, teacher and school staff.

] ] ] The volunteer was able to change or adapt the lesson plans
to the needs of the student when adaptations seem
necessary.

L] ] ] The volunteer seemed to enjoy working in the instructional
setting.

Signature of Volunteer Signature of Staff/Co-ordinator
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