 SEQ CHAPTER \h \r 1INTERVIEWING AND PLACING THE CTA VOLUNTEER

A personal interview with the volunteer, after he/she has filled out the application, is the basis for a good placement. Confidentiality is of prime importance when interviewing potential volunteers.

Step 1:
Review the volunteer's application before interview. Applications 


will be in by October 22. Become familiar with his/her skills and 


abilities.

Step 2:
Meet with the applicant to discuss jointly his/her interest to be 


placed in a volunteer job. Meetings and selection are to be 


completed by October 29.

POINTS TO REMEMBER ON INTERVIEWING TECHNIQUES

· Be concerned.
· Be honest.

· Describe the job as it really is.

· Make it known that his/her service is very important and necessary no matter what the task is.

· Allow him/her time to accept the position available without pressure.

INTERVIEWING IS A TWO-WAY PROCESS
You are interviewing the volunteer, and s/he is interviewing you. An exchange of information should take place where you should share information about your program and the services needed, and s/he should be allowed to share her/his interest and skills.

SAMPLE QUESTIONS

1.
I see on the application you are interested in the 


 position. Why would you like to be the 



assistant?

2.
What effects do you think working with Head Start will have on your child?

3.
If interested in Cook Assistant or Center Manager Assistant, would you be willing to volunteer in the classroom part of the time?

4.
While working in the classroom would you be willing to assist with small groups of children or would you rather observe for a while?

5.
Please describe your views on keeping information confidential in Head Start?

6.
What kind of information do you think would be important to pass on to staff?

7.
If selected, what days would you be available to come in?

Step 3:
Placement: the interviewer and the applicant decide upon the 


placement choice jointly.

Step 4:
Staff will review applications and positions available in their center 


and notify all applicants of selection decisions.

Step 5:
Notify and encourage C.T.A. volunteers to attend trainings.
STAFF AND TEACHER'S RESPONSIBILITIES TO THE VOLUNTEER
1.
Make volunteers feel welcome. Smile and reassure them.

2.
Explain class rules and regulations.

3.
Introduce volunteers to the resources within the school.

4.
Explain the routine of the class.

5.
Describe your expectations for their participation.

6.
Remember that volunteers are contributing and sharing time because of 


satisfactions received for self and/or child.

7.
Give volunteers’ reinforcement and recognition.

8.
Meet with volunteers when class is not in session to clarify, answer

 
questions, and, if needed, give instructions and training.

9. Appreciate, respect, and encourage volunteers.

VOLUNTEER'S RESPONSIBILITIES TO TEACHER AND STAFF
1.
Be dependable and punctual. If an emergency requires that you miss a 

day please contact the Center Manager.

2.
Keep privileged information concerning children or events confidential. Do not discuss children with persons other than school personnel.

3.
Plan responsibilities in the classroom with the teacher.

4.
Cooperate with the staff. Welcome supervision.

5.
Be ready to learn and grow in your work.

6.
Enjoy yourself, but do not let your charges get out of control.

7.
Be fair, consistent, and organized.

Volunteer aides are not helpful if they continually cancel, at the last moment, disrupt the room rather than help it run smoothly, or upset the students. They are immensely helpful if they work with the teacher to strengthen and individualize the school program.

IDEAS ON MAKING YOUR VOLUNTEERS FEEL MORE COMFORTABLE IN YOUR CENTER
a.
Introduce the volunteer to the children.

b.
Put name tags on the children and the volunteer.

c.
Tell the children the volunteer's name and why s/he is going to be there


the day before the volunteer is to arrive.

d.
Ask the volunteer on their arrival if they would like to observe until they


feel comfortable enough to work directly with the children.

MAKE RECOGNITION A HABIT!
Be generous in giving it ... PRIVATELY AND PUBLICLY

Give recognition to the work done ... NOT JUST TO THE PERSON

It should not be a one time thing ...
An award program is important along with 






the day to day recognition by a smile and 






a thank you

IDEAS FOR VOLUNTEER RECOGNITION
· Banquets
· Certificates
· Volunteer Pins
· Children's Thanks
· Staff Hosted Dinners
· Newspaper Publicity And Pictures
· Community Meetings
· A Volunteer's Night Out
· Awards To Community Organizations 
· Categorical Awards - Such as:



-
At home volunteers



-
All around volunteers



-
On call volunteers



-
Etc.

Be sure to include every volunteer in a category.

NOTE: It is important to honor all Volunteers!
SOME WINNING WAYS WITH VOLUNTEERS
REMEMBER, Your Primary Purpose in the Beginning is to get the parents into your center for any reason. Each parent can contribute to your program in his/her own special way. Your task is to discover and nurture that special way.

· Begin by giving the parent an uncomplicated needed task(s) to do.

· If she is to be in charge of an activity, choose one in which:



-
The parent is really needed



-
The setting is informal



- 
The children will be actively involved



-
The group size is manageable for the parent

· Be generous and specific with your praise and positive reinforcement.

· Whenever possible, give your volunteer a choice of helping activities.

· Request suggestions for a specific type of activity accompanied with clearly stated limitations.

· Let your helper know exactly what she is to do, including:



-
What materials are needed



- 
How to present the activity



- 
How long to continue



- 
What to do if children do not cooperate



- 
How to conclude activity, including clean-up procedures



- 
What, if any, records need to be kept



- 
Any special procedures to be followed

· Stress the positive aspects of the volunteer's help; minimize the negative aspects. (To "minimize" does not necessarily mean to "ignore".)

· Interpret what teachers are doing and why, "while you're at it".
· Keep enthusiasm high by giving enjoyable and varied tasks, along with some of the shared housekeeping-type tasks.
· Be flexible with scheduling to make maximum use of parent's interests/skills.
· Get immediate feedback from your volunteers before they leave for the day.
· Emphasize how beneficial volunteers are toward providing a quality program, and aim for a "next-time" commitment before you say good-bye and thanks again.


Excerpted and adapted from Parents and Volunteers in the Classroom by


Miller and Wilmshurst.
ELEMENTS OF A SUCCESSFUL VOLUNTEER PROGRAM
· Effective Recruitment

· Orientation and Training

· Appropriate Job Assignment

· Supervision and Evaluation

· Attention and Recognition

· Involvement with the Organization

Opportunity for Personal Growth

CENTER TRAINING ASSISTANT JOB TRAINING PROGRAM
Four (4) Month Plan: November, December, January, February, March, April
All parents will have the CTA program explained at Parent Orientation.

Time Frame:


October 22 



CTA Application Deadline


Week of October 29

CTA Selection Deadline


Week of November 1

CTA Orientation/Training







CTA volunteers begin in centers as 







arranged by Center Manager
Seven (7) parents may be chosen from each class:

· 1 Center Manager Office Assistant
· 2 Cook Assistants
· 2 CTA Assistant Teacher
· 2 Policy Council Assistants that can also be a Center Manager Office Assistant, Cook Assistant or Assistant Teacher

PARENTS WILL:
1.       Work in the center 4 times per month for 4 months, 4 Hrs./day 


November - February

2.
Complete CTA training, 80% attendance -

3.
Attend parent Monthly Meetings, 3 or 4 OR

4.
Be selected for Policy Council
5.
Attend Policy Council Training

6.
Volunteer 2 times per month - for 4 Hrs./day, November - February

7.
Complete CTA training 80%, attendance

8. 
Attend parent meetings, 3 or 4.

STAFF WILL:
1.
The responsible staff person (i.e. cook, teacher or CC will read applications (4-9), interview and select parents for positions with


Center Coordinator.

2.
Review with your chosen CTA person, monthly, the job duties agreed 
upon, and revise or update plan. (Form 4-9b - work plan). Send in to CM 

at the end of program year.

3.
Make sure your CTA is completing the time record (Form 4-9c) and 
signing the class in-kind sheet (4-3c) on days they are in the center. On 
days the CTA calls in sick, make a note on their time record.

4.
Complete CTA evaluation (Form 4-9d) by end of December before 
Christmas break. Complete final evaluation (Form 4-9e) by end of 

February. This is due to your Center Manager by 10th of following month.

5.
Turn in the CTA application, work plans and evaluation by March 15.

6.
Complete a survey for suggestions to improve the program next year.


FAMILY SERVICE COORDINATOR WILL:
1.
Encourage staff and parent feedback regarding CTA program.

2.
Orient all staff and parents to the CTA program. 

3. 
Provide two CTA in-depth volunteer trainings which will include NAEYC videos, resume writing and interviewing techniques, Early Childhood Developmentally Appropriate Practices, and general classroom volunteer training.

4.
Be available to each CTA volunteer to answer questions and review volunteer placement or assignments.

5.
Compile an all-staff survey and review suggestions for improving the


program next year.

6.
Be available to staff and parents for questions, concerns or suggestions.

7.
Award Certificates of Completion of trainings to CTA participants.

CTA TRAINING TO INCLUDE

OUTLINE
1.
Clarification of CTA roles and responsibilities.

2.
Head Start Discipline Policy.

3.
Building or Center Rules.

4.
Health & Hygiene Guidelines.

5.
General Classroom Guidelines.


a.
Activities


b.
Language

6.
Your Child, common behaviors while you're volunteering.

7.
Miscellaneous Rules for My Child's Classroom.

8.
Volunteer Responsibilities Checklist.

9.
Assistant Checklist Process and Timelines.

10.
Volunteer Declaration Form.

11.
JOBS - How we work together.

12.
Potential Employment.

13.
Evaluation process and expectations.

14.
Developmentally Appropriate Practices in ECE - NAEYC video.

C.T.A. Training to Include:
1.
Clarification of C.T.A roles and responsibilities - Based on Monthly - Work 
Plan - filled out by 
your staff. 

2.
Head Start Child Discipline Policy, Form 2-27.

3.
Building or Center Rules.


Individual School/Center rules to check include:


. Parking


. Use of lounge


. Entrances and exits to be used by parents


. Use of bathrooms for parents


. Adult supervision of bathroom rules

4.
Health & Hygiene Guidelines.


. Washing hands before working with food


. Setting example for children by covering coughs and sneezes


. Remembering not to talk with food in our mouth


. Opening food packages with clean hands (Do not use teeth)


. Personal hygiene, teeth and hair

5.
General Classroom Guidelines.


a.
Children learn through play and every activity in the classroom has 


a purpose.


b.
Cutting, tracing, and painting helps develop small muscles 



to enable the child to hold pencils properly in elementary school.


c.
Working with puzzles and table top games help children develop 


eye-hand coordination.


d.
Listening to stories helps develop language skills and increases 


attention span.


e. 
Parents and Teachers should assist children rather than doing for 


them.


f.
Remember that all activities are for all children.


g.
When writing a child's name on paper use capital letter for first 


and lower case letters.



Example: Karen (correct) KAREN (incorrect).


LANGUAGE

a. 
Always tell children WHAT YOU WANT them to do by stating things



in a positive manner, such as, "We walk when we are inside",vs.



"DON'T RUN!: or "You need to keep the sand in the sand table" vs.



"DON'T put the sand there!"


b. 
Remember to give children clear, brief directions for any



activity.


c.
Ask "Open-ended" questions that promote language experiences.



Can you tell me about your building, painting, etc.



Have you thought about                           .


d. 
What do you think would happen if                          ?

6.
Common child behaviors while parent are volunteering

a.
Remember that the first few times your are in the classroom it is 


normal for your child to want all of your attention! That's okay! 



b.
It is also normal for the child to exhibit his very worst behavior when 


his/her parent is in 
the classroom. It is the Teacher's job to correct or 


re-direct activity. DON'T BE EMBARRASSED - IT HAPPENS TO ALL OF 


US.

7.
Miscellaneous rules for my child's classroom

8.
C.T.A. checklist

9.
Assistant Checklist Process and Timelines

10.
Volunteer Declaration Form - C.T.A. 1-71
11.
JOBS - How we work together -

12.
Potential Employment - Head Start job openings

13.
Evaluation process and expectations

14.
Developmentally appropriate practices in ECE - NAEYC video.

PLACEMENT AND UTILIZATION
CTA Center Manager Assistant or Parent Volunteers might assist in the following areas.

Public Relations

Talking to groups about Head Start


Serving on committees and boards


Serving in issue groups

Interpreter

Home visits


Parent Meetings

Recruitment

Children for Head Start Center


Other volunteers

Collecting, Organizing and Sorting Donations

Clothing


Materials

At Home, or from center

Telephoning other parents for meetings


Washing and sewing curtains, doll clothes, etc



Preparing art materials


Donating clothing


Occasional child care


Repairing toys, etc.


Use of electrical equipment with children, tape player, etc.

Health Service Program

Helping with the physical exams including heights and weights


Helping with toothbrushing and washing hands


Accompanying on visits to the doctor and dentist


Keeping health records (sorting, filing, etc.)


Assist with vision screening

Mental Health

Assist parents in crisis by providing supportive help


Attend local Mental Health boards with CC as community representative

Clerical Work

Addressing envelopes


Helping with newsletter


Assist with monthly calendar


Answering telephones



Typing


Filing records, (no confidential information)


Checking attendance


Adding In-Kind


Straighten cupboards


Inventory forms, files


Write Thank You notes to parents and organizations for donations


Write Thank You notes to other parent volunteers


Call parents to inform them of meetings

General Assistant

- Prepare parent bulletin boards, possible parent photo 


- Sharing corner


- Assist set up at parent meetings


- Assist in organization of fund raisers i.e. collect donations for raffles


- Organize repairing of equipment


- Set up a space at the center as a parent's corner or room


- Keep an open parent file of center business (which is not confidential). 

  Encourage parents


  to use it. Materials such as in- service handouts, minutes of meetings, 

  center recipes, toy catalogues, training days, can be shared 


- Set up a message center or box at the center for parents and their   
  
  children to leave notes, pictures, clippings, etc. for one another


- Organize a parents "Fix-It" night, or a Saturday, when families can do 
  
  repair and maintenance work at the center, plant a food garden, put

  together playground equipment, paint walls, etc.


- Involve parents in publicity and activities for community events such as 
 
  sponsoring a center float in a local parade, or doing a downtown 
  
 
  window display for Week of the Young Child or Head Start Awareness 

  Month

CTA COOK Assistant
Nutrition and Kitchen

Cooking in the classroom, assist with cooking projects (set up and take 
turns with cook)


Assist in preparing snacks and lunch - help make up mixes


Helping at mealtime and eating with the children - take turns with Head 
Cook


Assist in clean-up of kitchen also the classroom and bathroom 


Assist with shopping list and purchases - as time permits (once in 4 months


- Contribute to Parent Bulletin Board nutritional information or Recipe 
  
  Exchange Corner


- Help Cook with any jobs or duties assigned by the Cook

CTA TEACHER ASSISTANT
CTA Teacher Assistants will be encouraged to remain in classroom with teacher sunless assigned to work elsewhere.

Parent classroom volunteers might do any of the following:

1.
Confer with teacher on planned program activities and goals, and help in 
implementing them.

2.
Assist with supervision of children's activities.

3.
Observe in the classroom (Survey which learning centers are being used 

or not by whom).

4.
Woodworking, help monitor this center.

5.
Art media, CTA volunteer might have a craft or art project they want to 

share.

6.
Assist during singing time, parents might know a song.

7.
Music/rhythm activities.

8.
Playing an instrument.

9.
Read and tell stories, encourage sitting with children.

10. 
Giving undivided attention to a child in need.

11.
Helping to prepare materials for creative activities.

12.
Accompanying a child on field trips, or a small group.

13.
Putting notes on children's clothes.

14.
Preparing a center scrapbook.

15.
Photographing important activities, or possibly video taping.

16.
Helping with out-of-door free play or special activity.

17.
Checking attendance.

18.
Encourage parents to sign In-Kind sheets.

19.
Assist with a positive and consistent approach to discipline.

20.
Eat with children and model good eating habits.

21.
Assist with bathroom, handwashing and toothbrushing.

22.
Assist with clean up of classroom.

23.
Assist in maintaining a healthy and safe classroom environment.

24.
Share observations made of children and effectiveness of activities with 
teacher.

Contributing Cultural Enrichment

Volunteer jobs for volunteers with a different cultural and ethnic 

background:


. Teach art


. Music


. Drama


. Dance


. Language


. Stories


. Finger plays


. Nutrition


. Games

This is by no means a conclusive list of jobs or tasks for volunteers. You can think of more.


VOLUNTEERS
a.
They have the right to expect to be shown how to do unfamiliar tasks.


. to be able to try new tasks


. to be corrected when they are in err in their performance

b.
To be permitted the freedom to perform those tasks that they master.

c.
Volunteers need to understand the limits within which they function.

d.
They should be able to ask questions and to request whatever additional 

information they may require.

e.
They should report to work promptly.

f.
Volunteers need to know what is expected of them.

g.
Stay the time they agreed to stay.

h.
Expect to have their abilities and their limitations understood and accepted.

i.
To have their feelings respected and protected.

j.
Be recognized for their achievements.

k.
Have their mistakes made as painless as conditions permit.

l.
Volunteers should neither expect nor receive unwarranted privileges.

m.
They should not be excluded from the work family.

n.
They should be treated as co-workers to the limits that prudence


permits.
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