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CHILD & FAMILY DEVELOPMENT PROGRAMS

Volunteer Training

The Program will provide training opportunities to volunteers to assist them in acquiring or increasing the knowledge and skills they need.  The training will be directed toward improving the ability of volunteers to deliver services required by Head Start regulations (1306.23).

All volunteers will abide by the program’s standards of conduct, respect (CAT Personnel Policy 4.05) and promote the unique identity of each child and refrain from stereotyping on the basis of gender, race, ethnicity, culture, religion,  or disability (1304.52 (h) (1)( i).

All volunteers, as defined in Policy 4-11, will have Central Background Check approval through the Child Care Division before working in the center when children are present.
Review:
1.

Policy 4-11 – Volunteer Policy
2.

Policy 2-27a – Child Discipline. No child will be left alone or 


unsupervised while under the care of a volunteer (1304.52 (h)(1) (iii).
3.

Center Rules.

Including:

· Parking

· Building and center rules
· Entrances and exits
· Adult supervision of bathroom rules

· Policy 1-89 – Tobacco Free
· Fire drills
4.

Health and Hygiene Guidelines:
· Procedure 3-26 – Washing hands 

· Setting example for children by covering coughs and sneezes

· Remembering not to talk with food in your mouth

· Opening packages with clean hands  (Do not use teeth)

· Procedure 3-24 – Personal hygiene, teeth and hair/ Toothbrushing 
· Policy 3-15f – Universal Precautions and BBP policies

· Policy 3-19 – Exclusion, CPR/First Aid.
· Procedure 3-28a – Family Meal Service 

· Procedure 3-31 – Toileting 
5.

General Guidelines when working with children:
· Children learn through play and every activity they do at Head Start has a purpose. 
· Cutting, tracing, painting, buckling seatbelts, sewing, and family style dining helps develop small motor skills so that the children are successful in Kindergarten.
· Puzzles and tabletop play help children develop eye-hand coordination.
· Listening to stories and talking during meal times or on the bus helps develop language skills and increases attention span.
· Adults should assist children rather than doing for them.

· Remember that all activities are for all children.

· Review and hand out PBS rules, matrix and booklet.
· Provide a Creative Curriculum overview.
· When writing a child’s name on their work, please use a capital letter for the first letter followed by lower case letters.

6. 
 
Common behaviors of children when parents volunteer: 
· It is normal when you are in the classroom with your child for your child to want all of your attention the first few times you are in the classroom.
· It is normal for your child to exhibit his/her very worst behavior when you are in the classroom.

· Remember, it is the staff member’s responsibility to correct or re-direct your child to an activity.  Don’t be embarrassed, it happens to all of us.

7.
  
Review Child Abuse and Neglect Policy 1-12 along w/discussion.

8.

Review and discuss Developmentally Appropriate Practices in Early Childhood 
     

Education-NAEYC video or other training venue.

9.

Review meal time protocols/Family Style Dining Procedure 3-28a. 

10.

Review other miscellaneous rules for your child’s classroom, bus ride 
and meal 
times including:
a. Language

· Always tell children what you want them to do rather than what you don’t want them to do.  State things in a positive manner (Please walk instead of Stop running).
· Give children brief, clear directions for activities.
· Ask Open-ended questions:  “What do you think would happen if________?”,  “How did you do that?” , “Tell me about….” 
11.

Complete Volunteer Declaration Form 1-71 and ensure the CCD 


process is completed. 

12.

Complete Confidentiality 1-20a. 
13.

Provide information to obtain Food Handler Permit i if volunteer is
helping with meals or in the kitchen.

14.

Ask about any food allergies.

15.

Complete Form 1-25 Personnel Information.
16.

Provide information about Community Action Team and Head Start.  


Hand out Mission, Values and Philosophy of Child and Family 


Development Program.

17.

CPR/First Aid and when to stay home (Exclusion Policy 3-19).
Additional CTA TRAINING (see 4-11b for details)
1. 
Clarification of CTA roles and responsibilities. Indicate how the program 

differs for those elected to Policy Council.  
2.
 TANF-How we work together (This Agreement is in process of being 

updated as of 5/2010.   Review progress before facilitating the training). 
3.
Potential employment (In-House job announcements).  Current and 

former Head Start parents must receive preference for employment 

vacancies for which they are qualified for (1304.52 (3)).
4.
Evaluation Process and Expectations. Review guidelines to “complete” 

the program vs. “participate” in the program.
Center Staff Responsibilities to Volunteers

1. Make volunteers feel welcome with reinforcement and recognition.  Smile and reassure them.

2. Explain center rules and regulations more than once if needed.  Remember there is a lot to learn in a short time. 

3. Introduce to volunteers the resources they may use within the Center.
4. Explain the daily routine.

5. Describe your expectations for their participation.

6. Meet regularly with volunteers to clarify, answer questions and, if needed give instructions and training.

7. Always appreciate, respect, and encourage volunteers.
When volunteers continually cancel at the last moment, disrupt the room rather than help it run smoothly, or upset the students they are not helpful.  They are immensely helpful when they work with staff to strengthen and individualize the program.
Volunteer’s Responsibilities to Staff

1. Keep information concerning children, families or events confidential. Refer to our Policy and ask a staff member when you have questions.
2. Cooperate with staff and welcome supervision.
3. Be fair and honest.
4. Enjoy yourself, but don’t let your volunteer position causes you to be over controlling. 

5. Be dependable and punctual.  If an emergency requires that you miss a day, please contact the center.
Additional CTA Responsibilities to Staff

1. Plan responsibilities with your supervisor.

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

3. Be consistent and organized.

Volunteer Expectations

· We have a right to expect to be shown how to do unfamiliar tasks.

· To be able to try new tasks.
· To be corrected as painlessly as conditions permit when we make mistakes.
· To be permitted the freedom to perform tasks that we have mastered.

· We should be able to ask questions and to request whatever additional information we may require.

· We need to know what is expected of us and for us to be honest about our own limitations.

· Expect to have our abilities and our limitations understood and accepted.
· To have our feelings respected and protected and be recognized for achievements.

· We should neither expect, nor receive unwarranted privileges.

Additional CTA Volunteer Expectations

· We will report to work promptly.

· We will stay the time written on our work plan.
· We expect to be treated as co-workers to the limits that prudence permits.

Placement and Utilization of volunteers and CTA’s

       CTA's might assist in the following areas.

Public Relations

· Talking to groups about Head Start;
· Serving on committees and boards;
· Serving in issue groups;
· Collecting, organizing and sorting donations, clothing & materials;
· Telephoning other parents for meetings;
· Washing and sewing curtains, doll clothes, etc;
· Preparing art materials;
· Repairing toys, etc.;
· Use of electrical equipment with children, tape player, etc.;
· Helping with heights and weights;
· Helping with tooth brushing and washing hands;
· Assist with vision screenings;
· Helping on field trips with the children.
Mental Health

· Assist parents in crisis by providing supportive help;
· Attend local Mental Health boards with Center Manager as a   community representative. 

Clerical Work

· Addressing envelopes;
· Helping with newsletter and/or calendar;
· Answering telephones;
· Typing;

· Filing records (no confidential information);
· Checking attendance;
· Straighten cupboards;
· Inventory;
· 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.
Food Service

· Assist with clean up after meal times (tables, dishes, floors);
· Assist with table set up;
· Help children set tables;
· Put away groceries;
· Assist cook;
· Cooking projects in the classroom;

Bus Monitor

· Help children get ready for departure;
· Assist children as they board the bus;
· Buckle children in if they are unable to do so themselves;
· Engage in conversation with the children on the bus;
· Sing songs with children on the bus;
· Help children depart the bus;
· Greet the adults who pick up the children;
· Watch the bus driver as he/she pre-trips the bus;
· Help the driver wash and clean the bus.
Classroom


It is expected that those interested in classroom will remain 



with the teacher unless assigned to work elsewhere.

· Help plan lessons with educational staff;

· Help with supervision of group activities;

· Play an instrument or read a story;

· Encourage children by modeling for children;

· Get items ready to go home for children (Stuff backpacks, put names of children on papers);
· Prepare a new bulletin board;

· Frame artwork to display;

· Put together a visual display for children’s work;

· Eat with the children and engage the children in conversation.
IDEAS ON MAKING VOLUNTEERS FEEL COMFORTABLE

· Introduce the volunteer to the children;

· Give everyone name tags to wear the first few days;

· Prepare the children for the volunteer ahead of time;

· Let the volunteer know that it is OK to observe the first day.

MAKE RECOGNITION A HABIT!

· Be generous in giving recognition (privately and publicly);

· Give recognition to the work done (not just the person);

· Be generous with “thank-you’s” and smiles.

IDEAS FOR VOLUNTEER RECOGNITION

· Banquets;

· Certificates;

· Volunteer gifts (pins, plants);

· Thank-you cards written by children;

· Newspaper articles;


· Center newsletter articles.

MORE IDEAS FROM Parents and Volunteers in the Classroom  
by Miller and Wilmshurst.

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 he/she is to be in charge of an activity, choose one in which:

· The parent is really needed;

· The setting in informal;

· The children will be actively involved;

· The group size is manageable for the parent.

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

· 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 are doing it.

· Keep enthusiasm high by giving enjoyable and varied tasks, along with some of the shared housekeeping-type tasks.

· 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.
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