Adult Volunteers in Schools
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Introduction
Are you looking to volunteer in a school but do not know where to begin? This toolkit will help answer key questions you may have as a first time school volunteer. This toolkit will also provide you with the tools and resources needed to be successful in this partnership. 
Volunteering at a neighborhood school can be a highly rewarding and challenging experience. As a volunteer, you are answering a civic engagement call from our President and filling a very important need.  You will witness firsthand the dedication and commitment of the many teachers and staff that educate today’s youth. Most importantly, you will have the opportunity to positively affect the lives of the students. 
Adult volunteers in schools have an impact on students in many ways, including:

· Increase academic performance

· Decrease anti-social behavior

· Decrease truancy

· Encourage post-high school education

Did you know that students with involved parental figures and/or role models have greater academic success, better attitudes about school, and fewer behavioral problems? Students from all ethnic, racial, and socioeconomic backgrounds benefit from school volunteers. Whether you are tutoring, filing papers, or running an after school club, your presence within a school will transform your life and improve the lives of students. 
There is no doubt that your help is needed and beneficial, so let’s get started! 

Benefits of Volunteering

Volunteering in a school has many benefits for students, the school, and volunteers. Let’s explore a few together.
Benefits for Students
· Improved grades

· Improved self-confidence

· Improved social relationships

· Higher test scores

· Higher achievement

· Better attendance

· Homework completion

· Greater graduation rates

National PTA, 2000

Students benefit from volunteers in many ways. For example, students who have an active parent/guardian or role model in school often have greater academic success. According to Building Successful Partnerships: A Guide for Developing Parent and Family Involvement Programs (National PTA, 2000), student achievement is positively affected when an active parent/guardian is involved at the school:
· When parents/guardians are involved, students tend to achieve more, regardless of socioeconomic status, ethnic/racial background, or parent’s education level.

· The more extensive the parent/guardian involvement, the higher the student achievement.

· Students with involved parents/guardians generally have higher grades and test scores, better attendance, and more consistently completed homework. 

· Students with involved parents/guardians have greater graduation rates. 

Students from preschool to high school benefit from involved parents and adult volunteers.  Increased adult involvement causes students to have better attitudes, more motivation, and higher self-esteem. Suspension and disciplinary rates drop and antisocial behavior decreases.  Research indicates that when caring adults are involved in education, students do better in school and life, adults become empowered, and schools and communities grow stronger (Henderson & Berla, 1994).  Students do better when schools, families, and communities work together, and involvement (NCES, 2004) is strong. Connecting schools, families, and communities is a key component to addressing the school dropout crisis, fostering higher educational aspirations, and motivating students. (Cotton, 2001). 

Benefits for Schools
· Increased individual attention for students

· Extra hands on projects

· Stronger ties to the community

· Higher levels of parent-teacher communication

· Increased capacity to better serve a wider variety of youth needs
· Higher test/grade scores

· Strengthened programs

· Improved student behavior

Volunteers are very valuable to schools. Schools benefit from the hard work of active parents/guardians and volunteers in many ways. Volunteers can positively impact academic achievement and social emotional development, promote career readiness, and decrease negative behaviors among young people.  Volunteers are also instrumental in creating community partnerships and promoting a positive image of the school within the community. Millions of dollars worth of work is performed by volunteers annually (National PTA).
Benefits for Volunteers
· Increased time spent with children and community members
· Closer relationships between parents and children
· Improved communication, management, and interpersonal skills

· Improved problem-solving skills

· Increased self-confidence

· Opportunity to meet new people

· Clearer understanding of school structure, curriculum, and politics
· Valuable job experience

· Opportunity to serve as a role model for students

· Inspire, educate, and motivate future generations
You may be asking yourself: “how do I benefit from this partnership?” According to Building Successful Partnerships: A Guide for Developing Parent and Family Involvement Programs (National PTA, 2000), active parents, guardians, and volunteers improve personal decision-making and problem-solving skills, increase self-awareness, and foster self-confidence.  Parent/guardian volunteers form tighter bonds with their children and often find themselves having better communication at home. In addition, parent/guardian volunteers aid their child’s transition of culture at home to culture at school (especially for ethnically diverse families). By assisting in this transition, parents learn the structure, and expectations of schools. 
Frequently Asked Questions from Volunteers
You will encounter many questions as you begin your path to becoming a school volunteer. Below you will find a list of quick questions many volunteers have when approaching a school. This list will help get things rolling.
How can I help?

Schools can use your help in dozens of ways. You can volunteer within classrooms, run sports programs, help in the school office, or attend PTA meetings. For a full list of ideas, see page 12.
Who do I approach with my intent to volunteer?
There are many people you can approach with your intent to volunteer. For a detailed description, see Entry Points for Serving in Schools on page 11.
What is a mentor?

Mentors are a special type of volunteer, committed to helping students academically, socially, mentally, and physically. Mentors are committed to spending the time and energy necessary to help young people by being a role model. For more information on becoming a mentor, see page 16.

What if I am a busy person?  

As a full-time employee or parent, you may work long or irregular hours. Busy people can still volunteer! If you feel like you don’t have time to visit the school on a regular basis, you can still make an impact from home or on the weekends.  For a full list of ideas, see page 12. Remember, parents who may otherwise need child-care can sometimes bring their young children to school activities. 
What is tag team volunteering?

Busy volunteers and parents often “tag team” volunteer. Tag team volunteering occurs when two or more volunteers set up a rotation for time they will commit to the school. By creating a calendar/rotation, the school will still get the help it needs from volunteers who would otherwise not have enough time to commit to a large project or service. For instance, if two volunteers rotate their time every other Wednesday, the school will still have a volunteer available every Wednesday.
I don’t know how to teach, can I still volunteer?
Working with students you are not familiar with can be intimidating for first a time volunteer. Teachers spend years training in instructional methods and curricula to prepare themselves for leading a classroom. As a volunteer, you do not need to be certified in education in order to make a difference. Volunteers can support students without teaching or even working directly with students. If you have questions or concerns before you begin, be sure to talk to the volunteer coordinator, teacher or principal to make your concerns known. Schools want to place you were you feel the most comfortable and will make the greatest impact. 
What are potential barriers? 

It is helpful to recognize that school teachers and staff are extremely busy people and sometimes do not have time to stop and think about ways volunteers can support their work. It is always a good idea to prepare yourself by creating a list of ideas that utilize your strengths and skills.  This will help you come up with some creative ways for how you can volunteer. See page 22 for an example of how you can organize and recognize your strengths. 
What if students misbehave?

If you are working directly with students, you might encounter push back from them.  They might not listen or follow directions in a way that you would like.  If this happens, you should first understand that the student may be nervous or shy and not understand how to communicate their feelings. 

Remember, volunteers need to be flexible! Whatever the barrier, always remember there is a way for you to support your school. Sometimes, it may take a little research. 
How do I become a successful volunteer?

There is no one specific way to become a volunteer. There are many points of entry and multiple ways you can serve in order to become a successful volunteer. The following pages provide useful information on becoming a school volunteer.
Understanding School Structure

Whether you want to volunteer at a public, private, or charter school, it is important that you take time to learn the school’s structure. Understanding school structure can help you:

1. Learn who to approach with what questions and/or ideas;

2. Be a successful advocate for your school (whether it be for the teachers, staff, students, funding, other); and

3. Better understand the environment in which you will be volunteering. 
Public Schools

Public schools are funded by a percentage of federal, state and local taxes and open to all students. To learn more about school funding check out the resources section of the toolkit. Public schools are required by federal law to provide an equal and adequate education to all children (Equal Educational Opportunities Act). Public schools are organized into school districts that are governed by a school board and chaired by a superintendent, chancellor, or mayor. School board members are either appointed or elected to govern the district. They make key decisions dealing with school budgets and functionality. There are over 14,000 public school districts in the United States. You can gain information about your district by attending a school board meeting. School board meetings generally take place once a month and are open to the public. Large school districts will sometimes broadcast school board meetings on local television stations. School board meetings will also teach you who key leaders are within the city. Since school board meetings are open to the public, you are free to voice your ideas and opinions to school board members.  Check with your city or county government or with your local school to get more information about upcoming school board meetings. 
Private Schools

Private schools are funded through private means such as grants, donors, and school tuition. Private schools have unique structures that cater to their target demographic. You can learn more about your local private school’s structure by approaching a school principal or classroom teacher.
Charter Schools

Charter schools are public schools that receive public funding, but are operated independently and not subject to many of the regulations that apply to public schools. Charter schools are guided by a contract called a "charter" that outlines the school's mission, composition, and requirements. Each charter school is unique with its own structure and objectives. Some charter schools focus on key areas of learning, such as arts or mathematics. You can learn more about your local charter school’s structure by approaching a school principal or classroom teacher.
School Policies and Procedures 

Schools possess unique policies and procedures. Some policies are set by the district and others are set by the school itself. School principals and teachers are instrumental in setting policies that work best for their school. Teachers also have unique classroom rules that they set for their students. Educators are trained in methods for setting policies. 
As a volunteer, you should learn and follow school policies. By doing so, you will demonstrate to teachers and administrators that you respect their authority and rules. You will also set a good example for students. Remember that the policies are set for the safety and wellbeing of the students. You may not necessarily agree with all of the school and classroom policies, but you still need to follow them. 
Before beginning your work with a school, they may require you to go through a criminal and fingerprint background check. These policies are put in place in order to protect children. Schools must remain a safe place. Background checks vary depending on state and local law. 
Entry Points for Serving in Schools

Approaching a school for the first time can be intimidating. Many people do not know who to contact or where to begin. When approaching a school with the desire to serve, there are many entry points you can use when becoming a volunteer. Remember to stay persistent. The first person you talk to may not have the answers or opportunities you are looking for. Sometimes it will take a while to get connected to the right person. For more ideas on finding ways to serve and people to contact, see Conduct a School Assessment on page 23.
· Attend a Parent Teacher Association (PTA) meeting

By attending a PTA meeting, you will meet parents, guardians, teachers, and school leaders. Through attending PTA meetings, you will learn of ways you can get involved with your school. You can learn more about PTA meetings by reaching out to fellow parents and teachers at the school. A school secretary may have information and dates about the next PTA meeting.
· Approach a teacher, principal, or other staff member

Teachers and principals often have ideas on how to use volunteers right away. Teachers often need help directly in their classrooms or indirectly for preparing projects and organizing curricula. Principals may also know of a specific teacher, school secretary, librarian, special area teacher, or club/sport leader who could use your assistance. If you already know of ways you would like to volunteer, be sure to inform the teacher or principal.  
· Approach an existing club leader or coach
If you have a specific skill or talent that you would like to share, approach a club leader or sports coach. There may be opportunities for you to lead projects, supervise activities, serve as trip coordinators or provide resources. 
· Attend a school board meeting

School districts often seek input and ideas from parents and community members. By attending a school board meeting, you will learn of new ways you can work with schools. You will also meet school leaders and fellow community members. See Understanding School Structure on page 9 for more information. 
· Contact your local HandsOn Network Action Center
Your local non-profit or community center may have the opportunities, ideas, and connections to get you started. To find a HandsOn Network action center near you, use the link below:
http://www.handsonnetwork.org/actioncenters/welcome
Potential Volunteer Opportunities

Having trouble identifying how you can serve in schools? Need some ideas? Below you will find a list of ways that full time, part time, and busy volunteers can work with schools. This list is intended to get you started and possibly spark new ideas. Some items on the lists can be interchangeable depending on your level of commitment to a project.
	Full Time Volunteers  Available to serve one or more times per week


	Part Time Volunteers Available to serve one or more times per month

	Busy Volunteer

Not available to be at the school on a regular basis


	· Assist a classroom (support a teacher)

· Coach a sports team

· Tutor

· Mentor a student

· Job skills

· Professional skills

· Start a School Club

· Book

· Music

· Drama

· Art

· Writing

· Homework

· Volunteer as a Crossing guard

· Donate time as a Hallway monitor

· Become a Playground monitor

· Support Service-Learning activities (see section: Practicing Service-Learning)

· Support the school Computer Lab

· Support the school Library

· Read a book to a classroom

· Start a school garden

· Support other parents/guardians by:

· Carpooling

· Walking children home from school 

· Waiting with children at the bus stop

	· Coordinate donation drives to support teachers and students 

· Organize an annual school supply drive
· Organize a Fundraiser

· Supervise or judge the science fair

· Supervise evening or weekend activities

· Write grant proposals

· Attend School board meetings

· Chaperone events on and off school grounds (field trips, sports games) 

· Read a book to a classroom 
· Participate in PTA or school board meetings that take place once a week or once a month
	· Create a classroom website for parents from home

· Organize a phone or email tree for parents

· Create classroom curriculum or materials from home

· Organize files for teachers from home

· Provide homework help to your child at home

· Encourage recreational reading and writing over television and video games to your child at home
· Supervise evening and weekend activities

· Tag Team Volunteer (see Quick Questions for Volunteers for more information)
· Organize a one-time project such as painting classrooms, school ground beautification, or a school-cleanup day 


Working with Students
Tips and tricks for volunteers
Whether you are a beginner or a pro at working with children, here are a few tips and tricks to help everyone feel more comfortable. Volunteers will first benefit by observing a classroom teacher, club leader, or coach’s interaction with students. How does the teacher organize material? How does the teacher react to disruption and misbehavior? What language and gestures does the teacher use to get points across? Observation will allow you to learn successful ways for connecting with students. You will also understand the students you will work with and notice how they interact with their peers and authority figures. When you begin working with students, remember these basic tips:
· Have a set goal and routine from day one and stick to it. Students will recognize if you are not prepared or if you change your course. 
· Remain in charge. Do not let the students take control of a situation. 
· If appropriate, discourage and reprimand bad behavior. 
· If appropriate, reward achievements and good behavior. 
· Reflect and Revise. Consider how well your strategies work and how they can improve for next time.
· Remain flexible. Sometimes something unexpected will happen; do not let it ruin your experience or your goals. 
Be sure to always follow the rules and procedures. Teachers, leaders, and administrators set them for a reason. Even if you do not agree with the rules and procedures, you must follow them in order to maintain a coherent message. There may also be instances where it is not your place to reprimand or reward student behavior. Speak with the teacher/leader and establish a plan for how to handle certain situations such as when students are misbehaving. 
Boundaries

Whether working with preschoolers or high schoolers, you must recognize and respect personal boundaries. Boundaries include ways in which you interact with students both verbally and physically. As a volunteer, you are an important part of a student’s life. Schools and districts often have rules and policies for appropriate interaction with students. Some schools discourage personal interaction such as hugging or pats on the back. While these actions may seem harmless, an outside observer may perceive them differently. You should always check with the principal/teacher to make sure you fully understand the rules. 
Discipline

Rules of discipline must be taken into consideration. Learn what school officials do with misbehaving students. Classroom teachers often create a system for misbehavior. When disciplining a student, it is the job of the adult to not use physical force unless absolutely necessary (when actions may endanger others). Grabbing or pulling a student is not appropriate. Verbally abusing a student is forbidden. Discuss boundaries before you begin. This will ensure clarity and avoid repercussions. Also, remain open with your students and let them know what is appropriate and what behavior you will not tolerate. 
Safety

It is essential to know procedures for dealing with potentially harmful situations that affect safety and wellbeing of students. Before you begin volunteering, know where you can access a first aid kit. Next, find the location of the nurse’s office. Depending on your specific volunteer role, you may be asked to be CPR certified. Many community centers offer free or cheap trainings. You should also understand school procedures for fire, severe weather, and other harmful situations. Knowing these procedures can help to prevent harm, injury, and death. 
Confidentiality
Schools have strict confidentiality rules when it comes to students. Do not discuss the student, his/her work, achievement record, or any other personal information with anyone but the student’s teacher or principal.  You can of course, talk to others about an interesting detail or an exciting moment you experienced while volunteering; just leave out the name of the student.
Physical, Mental, Sexual Abuse
If a student tells you of any harmful incident that happened to him/her or anyone around them, you must report this to a teacher or principal. The teacher/principal will report the information to the correct person. Confidentiality is extremely important. If a student wishes to tell you something, let them know that he/she can trust you, but do not promise to keep everything a secret; you may need to retell the story to a proper authority. Do not take matters into your own hands and do not approach the alleged abuser.
Diversity

Schools contain a collection of students from diverse backgrounds and circumstances. As a volunteer, you must prepare yourself to work with students from different backgrounds and families. Students often have set value and belief systems taught to them by their families and guardians. Types of values include ethical/moral values, doctrinal/ideological (religious, political) values, social values, and aesthetic values. Schools are a safe place to exchange ideas and concepts. It is not a volunteer’s place to attempt to correct or change a student’s beliefs that are otherwise not harmful to him/her, you, or others. If a student disrespects a classroom’s diversity, it is appropriate to teach him/her why their words and actions are harmful. Remember that diversity challenges values, adds perspective, and supports growth and development. You may find students eager to learn about those different from themselves. It is healthy to support curiosity, understanding, and compassion. 

Dimensions of diversity include (but are not limited to):
· Age

· Abilities

· Education

· Ethnicity

· Family circumstance

· Gender

· Geography

· Family structure

· Nationality

· Political opinion

· Race

· Religion 

· Sexual orientation

· Socio-economic status

· Values

· Language

It is important to respect and learn from each other. You should be aware of your own values as the foundation for your judgments, decisions and actions.  These values may be in conflict with the values of others, including the children in the school where you volunteer.  

“We must work together, learn together, live together, serve together. On the forge of common enterprise, Americans of all backgrounds can hammer out a common identity. We see it today in the United States military, in the Peace Corps, in AmeriCorps. Wherever people of all races and backgrounds come together in a shared endeavor and get a fair chance, we do just fine. With shared values and meaningful opportunities and honest communications and citizen service, we can unite a diverse people in freedom and mutual respect.”

-President Bill Clinton, State of the Union Address, January 27, 1998
Mentoring Students

A mentor will act as a guide to the larger world outside of school and home by helping students make positive life choices, opening their eyes to new ways of thinking about the world, setting good examples, and talking about all the possibilities life has to offer.

Mentors are a special type of volunteer, committed to helping students academically, socially, mentally, and physically. Mentors are committed to spending the time and energy necessary to help young people by being a role model. Mentors will often work closely with an individual or small group of students. Becoming a mentor is a big commitment and requires more time than an ordinary school volunteer.
Mentors: 

· Listen effectively. In many cases, the mentor is the only person that the student has identified as one who will listen to his/her concerns and problems.

· Help the mentee set short and long-term goals. 

· Help the mentee identify the positive things in his/her life.

· Convey that there is always “hope” and that the student’s situation can be turned around.

· Help the student develop personal interests outside of school.

· Help the student become involved in all aspects of school.

· Are sincere, committed, and punctual for scheduled meetings.

· Develop a level of trust with the student.  The trust relationship established between the volunteer and the student is the foundation for a successful relationship.  

· Are a positive role model.  The student may not have any others in his/her life.

Mentors have many possibilities to positively affect a student’s life.  They may help guide or direct a young person toward thoughtful decisions, help the youth practice new skills, provide positive reinforcement, or listen to concerns and interests of the young person.

Help students to help themselves

There is a big difference between offering solutions and helping a student discover his/her own options.  Helping students develop positive decision-making skills will allow them to become independent and self-sufficient.  They will develop leadership skills and realize they are indeed in control of their future.  


Help students with their problems

A mentor is there to assist with problems a student may be going through.  These may include: self-confidence, conflicts, attendance, peer to peer communication, or goal setting.  This doesn’t mean that the volunteer plays the role of counselor, social worker, or parent.  Volunteers are there to offer support, encouragement, and to give positive reinforcement.   This may require talking about a problem, asking lots of open–ended questions, listening, and giving the student some time and space to work it out for him/herself, while gently guiding them along.

Help students build self-confidence

Students are often unsure of themselves. They do not know who they are or what they want to achieve. Everyday students learn about the world around them. They balance cultural issues between home and school while contemplating the past and future.  When volunteers care about their students and make them feel important, they can encourage students to take on new habits, ideas, and expectations.  

Use statements to help build self-esteem:

· I like how you handled that!

· I see that you are making a real effort or trying very hard.

· I know you can do this!

· What are your thoughts or ideas about this? 

Help students develop interpersonal skills

Mentors should model appropriate communication and behavioral skills to the mentee.  Students often do not know how to properly interact with adults who may look, speak, or act different from their peers.  A volunteer can teach little things such as looking someone in the eyes when speaking to them, speaking clearly, practicing good manners, and appropriately addressing adults. Remember, students will learn by watching and interacting positively with role models.
Practicing Service-Learning

When working with students, you may consider using service-learning strategies in order to enhance learning and create meaningful results. Service-learning is a teaching and learning strategy that integrates traditional academic and curricular goals with meaningful hands-on community service. The National Commission on Service-Learning defines it as, “a teaching and learning approach that integrates community service with academic study to enrich learning, teach civic responsibility, and strengthen communities.” Service-learning is distinct from traditional concepts of volunteerism and community service in that it is directly linked to curricular objectives, bringing the real-world into the classroom and the classroom into the real world. Service-learning is not an add-on or extra component of classroom instruction. Service-learning wraps community service and learning together to form one coherent goal. 

Service-learning offers powerful lifelong benefits. Participants learn responsibility, leadership, critical thinking, and problem-solving skills. They experience greater self-respect, character development and self discipline, increased motivation and engagement in studies, more tolerance, a broader perspective, and improved academic success. Student reflection is a large component of service-learning. Reflection allows students to comprehend changes they made through service and academic study. 

You can integrate service-learning into your volunteer work by leading lessons or tutor sessions that combine community service with learning. This strategy will excite and energize your learners!  
To learn more about service-learning, visit: http://www.GenerationOn.org 
Successful Volunteers
Successful volunteers embody many of the following traits: flexibility, patience, acceptance, care, trust, openess, hope, respect, active listening, inspiration, non-judgment, focus, and positivity. You can maintain a healthy relationship with students, teachers, staff, and fellow volunteers by using positive statements. 

Examples of positive statements:

· That’s great!


· That was helpful


· I believe in you     

· Would you help me?

· I like spending time with you     

· Thank you     

· You can do it!     

· I had fun today

· I am really proud of you     

· You did it!   

· You must be so proud of yourself!    

· Good answer     

· Congratulations!        

· Look how much you have improved

· Keep Trying!

· I agree 

· I see, exactly

· Please

· That’s right

· Good idea

· Very clever

· Excellent

· I understand

· That’s interesting

· How considerate 

· I’m glad 

· Good job 

· I like that

· Give it a try 

· I can tell you’re working hard
· Your work is impressive

· Will you show me how you did that?
· You can help me by…   

Unsuccessful volunteers often exhibit the following traits:

· Impatient

· Inflexible

· Apathetic

· Dominating

· Self-focused 

· Authoritative
· Boredom 

· Demanding
Habits of unsuccessful volunteers:

· Not looking at someone when speaking to him/her.
· Sitting slouched over, looking distracted, drumming your fingers, or using body language to signal to the student that you are not really interested.
· Telling a student it is wrong or silly to feel the way they do. 

· Interrupting a person who is speaking.
· Becoming judgmental and challenging toward students by putting them on the spot with statements such as; “Why didn’t you do better on the test?” “Why did you say that?” “How could you possibly think that?” 

· Asking closed-ended questions that will receive a yes or no answer

· Losing patience with students who take a while to learn something new

Common Characteristics of Students

Adults and students play different “roles” depending on personal characteristics and levels of trust. Some students are let down by adults at home and in school. These students may act out in a variety of ways. Questionable behavior may not be directed at you personally but may be a defense mechanism. Below you will find some characteristics of students that you may come across.

The “Silent” Child  

This child may be taking some time to get to know you and seeing how you react in different situations. Until he/she is sure that you are sincere about being a friend, this child may assume an inactive role which can be construed as disinterest or boredom. The behavior often has nothing to do with you personally.  Be patient, give plenty of opportunities for the student to give his/her opinion and don’t push to talk.  

· Use fun or interactive activities, such as games, to take the pressure off the child and make conversation.  It will come naturally when you are having fun.

· Always follow through on your meeting day and time unless there is an emergency.  The child may be expecting you to let them down like other adults have.

· Ask questions about their week, school, or if their pet has done anything funny. 
· Share your own fun stories that might interest the child.
The “Love You to Death” Child 

This child may hang on you and seem to want all of your attention.  If he/she doesn’t get attention, he/she may use negative behavior to be noticed.  This child is probably starved for attention and needs the one-to-one attention that you are giving.  Some children’s boundaries are not within the norm because they have not been taught.  In the case of a clingy child, set limits by explaining what is and isn’t acceptable behavior. 
The “Give Me” Child and Gift Giving 

Some children expect adults to buy them things to express that they care.  Don’t feel that you must spend money on a student in order to have fun or to make up for all they go through at home. Emphasize the “intangible” aspects of the relationship such as friendship, encouragement, and caring for each other. Many teachers and parents often prefer that you not give students a large amount special gifts and prizes.
The “I Don’t Care” Child 

When responding to questions, this child responds with “I don’t know” or “Whatever you want.”  This leaves the volunteer wondering if the child wants to spend time together.  The child may be lacking self-confidence to make suggestions.  One option is to make two suggestions and have the student select what they want to do.  
The “I Won’t Show Any Feelings” Child 
The child is reluctant to show that they really care to spend time with you.  Often this means he/she has been let down before by an adult who did not keep a promise.  Be patient and remember you can be a positive role model.  

With all children, remember to:

· Follow through with your scheduled plans.

· Contact the school and explain when you have to cancel due to an emergency and express your disappointment at not being able to volunteer.  

· The next time you see your mentee/student ask him/her how they felt about your absence, apologize and explain what happened.
· Remain open and honest. Children are hurt if they are told a fabricated story or lie.
10 Steps for Volunteering in Schools
If you wish to become a full time or part time volunteer, these 10 steps will help start you off on the right path. Use the ten steps to help determine how you would like to make an impact at your school as well as measure your success and areas for improvement. 
1. Conduct Internal Assessment: Identify Contribution Abilities
Before approaching a school with your intentions to volunteer, conduct an internal assessment. An internal assessment will measure your personal contribution abilities and potential. Use the questions below to help assess the type of impact you are able to make. Remember, you do not need an extensive academic background in order to make a difference. 
a. How much time (in hours) are you able to volunteer?
· Daily
· Weekly
· Monthly
b. What time of the day are you able to volunteer?

· Before school

· During School – Morning

· During school – Afternoon

· After school and evenings

· Weekends

c. What skills can you bring to a school? 
This might include artistic, athletic, interpersonal, scholastic, organizational, mathematical, technological, or any other personal skill you have.
· _____________
· _____________
· _____________
· _____________

· _____________
· _____________

d. Find your Passion! What issues interest you?
This might include a passion for animals, the environment, health, safety, crime prevention, eliminating poverty, mentoring, tutoring, and so on. 

· _____________
· _____________
· _____________

· _____________
e. What kind of work would you like to do? In what ways can your skills and passions transfer to working with a school?
View Potential Volunteer Opportunities on page 12 for ideas.
· _____________
· _____________
· _____________
· _____________
· _____________
· _____________

2. Conduct School Assessment: Identify Issues and Needs
After doing an internal assessment, conduct an assessment of the school. Are there already pre-determined opportunities for volunteers to help? If not, where does the school need support? Where will a volunteer make the most impact? How can a volunteer engage and motivate students? (See also: Entry points for serving in schools) Below are some ideas for conducting an assessment:

Brainstorm: Gather parents, community members, teachers, and/or staff to brainstorm school issues/needs. As a group, examine the causes and effects of an issue and then brainstorm potential projects to execute in order to address the identified issue. Brainstorming could possibly take place at a PTA or community meeting.

School Dreams: Approach community members and parents and ask them to share their dreams for the school. What can a volunteer do to help make these dreams a reality?
School Visit: Visit the school and discover ways to contribute. Observe a classroom and notice how a teacher works. Watch how a teacher structures the day and how he/she interacts with students. Where could a volunteer help? Record observations you make throughout the entire school, both in and out of the classroom. What specific needs did you find? How can they be addressed?  Will the needs be addressed in the short or long term?

Ask a Teacher: Hold a meeting with a teacher and ask how you might be able to help in his/her classroom. If the teacher does not need help, he/she may know of other ways you can contribute around the school. Be sure to share your skills and interests with the teacher. It is best to approach him/her within the first five - ten minutes after school dismissal. If a teacher is unable to speak with you at that time, set up a meeting for a later date. Do not approach a teacher on the first day of school – this is a hectic time for everyone. 

Ask a Principal: Hold a meeting with the school principal and ask in what ways you can volunteer. Be sure to share your interests and skills with the principal. It is best to approach a principal within the first five - ten minutes after school has dismissed. If a principal is unable to speak with you at that time, set up a meeting for a later date. Do not approach a principal on the first day of school or first thing in the morning without having an appointment.

Ask a Student: Meet with a single student or a small group of students and ask about their dreams for the school. You may inquire what can be changed in order to make learning more interesting or helpful. Students may also think of ways to improve the look of the school such as repainting the bathrooms or hanging art in the hallways. These are all areas where volunteers can help. Holding a discussion with a student can help spark ideas. 
3. Outline a Volunteer Plan
After confirming the needs of the school, create a volunteer plan. This plan will help establish your roles and responsibilities at the school. Work with a classroom teacher, school principal, staff member, or club/sports leader to create your plan. This person will help establish potential barriers and help you gain clearance to work at the school. By creating a volunteer plan, you will determine ways to make the strongest impact. Your plan should outline the following. A worksheet is provided at the end of this toolkit.


· Volunteer Position:

· Duties:

· Expectations:

· Location:

· Time commitment:

· Resources needed:

· Knowledge needed:

· Required training or preparation:

· Audience (who you will be working with):

· Any important information you should know about the audience (ex. Behavioral issues):

· What happens if you are unable to meet the commitment?


4. Outline Goals
After creating a volunteer plan, think of goals you want to reach through your work. A classroom teacher, school principal, staff member, or club/sports leader that you are working with can help establish these goals (he/she may already have goals in mind).What need are you addressing? What does a successful end result look like? What data can you track to establish success (ex. grades/test scores)? When will your work be finished (end of school year or beyond)? What do you hope to achieve, both personally and for others? 
 
5. Share Your Plan and Goals
Share your plan and goals with parents/guardians, friends, adults, and community members. By sharing these details, you may learn of specific tricks, tips, or further ideas on how to make an impact. You may also come across ways that others can contribute to help reach your goals. 
6. Use Community Resources 

Schools are often under resourced; therefore, you will need to plan ahead if you need to secure additional resources.  If you are running a sports program, arts club, or any other project that requires materials, you will find that many schools are not able to provide funding. In fact, many teachers must purchase their own supplies to stock classrooms. In order to run a successful project, you can seek funding throughout your community. Local businesses and restaurants may be willing to contribute funds for a sports team or academic club. Community programs or centers may also be willing to contribute supplies, materials, and meeting space. Large projects can have fundraisers and donation drives. 

7. Follow Through on Commitment 

Teachers, staff, parents, and students will become dependent on your work, especially if you are a full time or part time volunteer. It is important to carry through with your promises and commitment. Never bite off more than you can chew and be honest about your time commitment and availability. If you begin to feel overwhelmed, remain open and honest with those you are working with. If you are unable to keep your commitment, there may be others who can step in to help or even take over a project for you; however, these instances should be limited if at all possible. Over time you will begin to see the impact you are making and how important your work is. 
8. Evaluate Outcomes and Measure Success
As a volunteer, it is beneficial to evaluate your work, measure the success you have had, and consider areas for improvement. If you are working with students, you can measure success through improved grades, test scores, knowledge level, or attitudes toward learning (note: some school policies may not allow the sharing of grades). Some success is hard to measure, such as motivating a student to learn or exciting students for a school project. Success is also be measured by completing large projects, safely getting students to and from school, or filing and grading a stack of papers. Success is measured in many different ways.  Speak to teachers and school administrators beforehand to discuss appropriate benchmarks for your work. 
9. Recognize All Involved

Throughout your involvement as a school volunteer, make sure to recognize those involved. This might include fellow volunteers, teachers, staff, or students. By showing your appreciation toward students, you are encouraging them to continue a lifelong appreciation for learning and volunteering. Students can be recognized through praise, special certificates, or small rewards such as erasers, pencils, journals, or rulers (note: toys and candy often become a distraction in the classroom). You can also recognize teachers or fellow parents/volunteers, too. You can do this by recognizing their dedication and hard work with your appreciation and words of encouragement. Below are tips for showing appreciation:
· Deliver recognition in a personal and honest manner. Avoid providing recognition that is disingenuous or over-exaggerated. 

· Tailor your recognition and reward to the unique needs of the people involved. 
· Have a variety of recognition and reward options available. This enables the acknowledgment of accomplishments in ways appropriate to the individual and the situation. 
· Recognize contributions throughout the project – timing is crucial! Time delays weaken the impact of the recognition. 
· Have a clear message. Be sure that students/volunteers understand why they receive awards and the criteria used to determine awards. Create a clear, well-communicated connection between accomplishments and the recognition received. 
· The most important way to recognize students/volunteers is to treat them with respect and give them support and praise throughout the project. 
10. Reflect, Evaluate, and Move Forward

Reflection is strongly encouraged after every service experience. This process is often referred to as service learning or community building. While volunteers think about their experiences independently, a conversation among all participating students/volunteers creates a stronger sense of accomplishment and establishes a deeper connection to the school and community. A group conversation provides structured time to think and talk about what occurred during the project. This group conversation can often deepen student/volunteers’ understanding of the social issue your project addresses and increase their commitment to service and learning.

Here are some sample reflection questions to help facilitate a reflective discussion about the service project:


· What? What issue(s) is being addressed? What did you notice happening around you during the project? What were the results/outcomes of the project?

· So what? What did you think about during the project activity? How has it affected you? 
· Now what? What are the larger issues that caused the need for you to participate in this service activity? How did your efforts help? What else needs to be done to improve these problems? How will you apply what you learned in the future? 

Evaluation and feedback are different than the reflection. Evaluation is about the actual project - the work, planning, coordination, delivery, implementation, logistics and management. Feedback is a gift – use it as an opportunity to reflect on the overall management and implementation of the project. If you never know what the students/volunteers think, you will never be able to adequately address future needs. Do not be hesitant to ask students, volunteers, parents, or teachers for their feedback. Most people will be happy that you asked. Feedback can be collected formally or informally. Informally, you can hold conversations with those involved. Formally, you can provide a feedback form (this is probably best used if you are leading volunteers or students). Refrain from overbearing students and volunteers with feedback requests. For example, if you are working with students once a week, do not distribute feedback forms after each day of work. Set benchmarks for when you would like to receive feedback.
Get to Work!
Now it is time to put your desires and passions to work! Approach your local school and find ways to contribute. Working with a school is one of the most rewarding experiences a volunteer can have. Your time and commitment is needed and appreciated – Let’s get to work!

Additional Resources


General Resources

HandsOn Network

http://www.handsonnetwork.org
GenerationOn

http://www.generationon.org 

Kids Care Clubs

http://www.kidscare.org
Start a Youth Volunteer Program in Your School http://www.idealist.org/teachers/startvolprogram.html#sec1
National Coalition for Parent Involvement in Education

http://www.ncpie.org/
Citizen Schools 
http://www.citizenschools.org/volunteer/index.cfm
HandsOn Network Action Centers

http://www.handsonnetwork.org/actioncenters/welcome 

Non-traditional Volunteering in Schools: The Generation Project 

http://thegenerationproject.org/
School Funding

http://www.pbs.org/newshour/backgrounders/school_funding.html
http://www.schoolfunding.info/resource_center/research.php3
http://www.lincolninst.edu/pubs/1308_The-Property-Tax-School-Funding-Dilemma
Recognition
The Resource Center

http://www.nationalserviceresources.org/volunteer-member-staff-management/recognition 
Nine Rules of Recognition: HandsOn Network

http://www.handsonnetwork.org/files/resources/BP_NineRecognitionRules_2010_HON.pdf
Working with Youth 

Toolkit for Mentors 
http://www.mentoring.org/find_resources/tool_kit/
Tutoring: The Resource Center

http://www.nationalserviceresources.org/service-activities/tutoring
At-Risk Youth 

http://www.nationalserviceresources.org/service-activities/at-risk-youth
Service Learning: The Resource Center

http://www.nationalserviceresources.org/service-activities/service-learning
Sample Ice Breakers: Education World

http://www.educationworld.com/a_lesson/lesson/lesson196.shtml
Out of School Time

http://www.nationalserviceresources.org/service-activities/out-of-school-time 
General Volunteer Specific Resources
HandsOn Network Volunteer Leader Toolkit 

http://www.handsonnetwork.org/volunteers/gethandson/toolkits
Turning Passion Into Action: HandsOn Network
http://www.handsonnetwork.org/files/resources/EIF_Tool_6_EngagingOthers_1.pdf 
Telling Your Volunteer Story: HandsOn Network
http://www.handsonnetwork.org/files/resources/EIF_Tool_12_TellingStory_0.pdf 
Volunteer Project How to Guides: HandsOn Network 

http://www.handsonnetwork.org/tools/startproject 
Reflection
Reflection Guide: HandsOn Network

http://www.handsonnetwork.org/files/resources/BP_ReflectionIdeas_2010_HON.pdf 
Evaluation
General Program Evaluation

http://www.nationalserviceresources.org/program-management/program-evaluation
http://www.energizeinc.com/art/subj/prog.html
AmeriCorps Evaluation Resources 

http://www.nationalserviceresources.org/star/ac-evaluation
http://nationalserviceresources.org/star/vista-planning
Developing Instruments

http://nationalserviceresources.org/star/vista-developing
Data Collection

http://nationalserviceresources.org/star/vista-collection
Data Analysis 

http://nationalserviceresources.org/star/vista-analysis
Reporting Results

http://nationalserviceresources.org/star/vista-reporting
Volunteer Position Description Worksheet

Use the worksheet below to outline responsibilities, support, and benefits of the volunteer opportunity. 
	Title:

	Purpose/objective:

	

	Location:

	Key responsibilities and duties:

	

	

	

	Impact Goal:

	

	Qualifications:

	

	

	

	Time commitment:

	


	Training/support provided:

	

	
	

	
	

	Benefits:
	

	
	

	
	

	Resources needed:
	

	Supervisor:

	       Phone:

	       e-mail:

	Program website:
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