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Welcome to Head Start
Thank you for choosing to volunteer at Child & Family Development Program’s Head Start.  Volunteers are the key to our success of this program.  We could not do it without you!  Inside this handbook are the most important things you should know before volunteering.
Why Volunteer or be a Helper
Helpers and volunteers receive work experience, training and support.

Head Start parents volunteer as  partners in operating the program.

Helper’s and volunteer’s pride and ownership in the program extend to the surrounding community.

Helpers and volunteers provide increased services to children and families.

Helpers and volunteers are positive role models to children and families.

Volunteers and Helpers

There are three categories: Community Volunteer, Regular Parent Volunteer, and Occasional Parent Helpers.

Community Volunteer:

· Any member of the community who is not a part of a currently enrolled family.

· All community volunteers will be referred to the Center Manager for the Volunteer Orientation.  All orientation forms will be completed prior to volunteer placement.

· All community volunteers 18 years old and older will be required to enroll in the Central Background Registry of the Child Care Division (CCD) before volunteering.
Regular Parent Volunteer:

· A parent who is part of a family currently enrolled in the program who volunteers 16 hours or more per month.

· All Regular Parent Volunteers will be required to enroll in the Criminal History Registry

Occasional Parent Helper:

· A parent who is part of a family currently enrolled in the program that spends less than 16 hours per month helping. 

Opportunities for Involvement

Parent helpers and volunteers are essential to Head Start.  The success of the program depends upon active participation of parents and others in the community.  Your knowledge, time and talent can all contribute to this effort.

By helping and volunteering, you will become acquainted with our CFPD Head Start program, see its strengths and goals, and help staff make it a fun learning experience for all.  There are many ways that helpers and volunteers can contribute and each person comes to the program with different experiences, skills, and talents.  Each person has a unique contribution to make.

Helper and Volunteer Role:
· Be a positive behavioral and language role model
· Expand on children’s learning

· Interact with children at child’s level

· Provide positive guidance techniques

· Role model appropriate professional behavior

· Complete needed paper work  (In-Kind forms)

Center Participation

Classroom days are for children to learn through play.  Here’s how you can help them learn from their play activities.  Be Prepared:  look through the center lesson plans and ask the teacher questions.  Here are some of the typical activities found at all centers.

Arrival

· Help children on or off the bus and into the building.

· Let children remove their own outside clothes and find their place to put them.

· Give children assistance with they need it – encourage children to help themselves.

Meal Time

· This is a time for children to talk to others around the table, try new foods, learn facts about food, and practice mealtime manners.

· Let children serve themselves, pour milk, and clean up spills.

· Help them when they need it.

· Follow food service staff procedures.
· Sit and eat with children.

· Remind children of positive mealtime manners, like, “please” and “thank you”, use napkins, sit on chair, feet on floor.

· Talk to children about the food, their friends, and their favorite games.

Bathroom/Hand Washing/Tooth Brushing

· Helpers and volunteers will NOT be asked to take children to the bathroom.

· Wash hands with soap and water after going to the bathroom and before each mealtime.

· Children brush teeth twice during the day.  Each child has their own brush and will be provided toothpaste
· Wipe up spills and toothpaste.

Group Time

· This is a time for the children, teachers, aides and you to come together for name recognition, story time, songs, music, and games.

· Help children participate by listening, singing, answering questions and, following directions.

· Sit with the children, sing songs, and have fun!

Free Choice

· Is an opportunity for children to play and be with other children.  They may choose from many toys, games, art projects, and special activities.

· Join in their games and activities.  Pretend with them.  Talk to them, i.e., housekeeping – “I love spaghetti.  Are you making spaghetti?  What’s your favorite lunch?  How do you make that?”

· Encourage sharing.

· When helping with artwork, let children create their own “Masterpiece.”

· Try to spend a few minutes with each child.  They like to feel that you are interested in what they are doing – it makes them feel good.

· Be positive, smile, laugh, and have a good time.

Outdoor Time

Adults should be disbursed around the playground to:

· Interact with children

· Ensure safety

· Maintain a safe environment

Parent Committee
All Head Start parents are encouraged to be members of this committee. You can participate by:
· Attend all meetings
· Call other parents to offer a ride or get one
· Be a meeting aide.  Come early to help set up chairs, make coffee, etc.

· Plan your own training and activities for the meeting
· Help plan our child’s field trips and special events
· COME!

Helping Out At Home

Home Visits:

· Be at home and ready for the visit.  Practice activities with your child during the week, i.e., sort laundry by colors and count socks for practice.

· Share the activities with other members of your family – let everyone be involved.

Center/Bus

· Be ready when the bus comes to pick up your child.

· Be at the bus stop when the bus arrives. Please inform your teacher in writing of any changes in drop-off or pick-up procedures.

Policy Council

Represent your Parent Committee at monthly meetings.  A parent from each Head Start center comes to Policy Council to share ideas, plan Head Start activities, and be a part of program decisions. A parent reports from Policy Council to each Parent Committee.

Field Trips

· Lend an extra pair of hands.

· Be responsible for a small group of children. Keep them together.

· Call and make arrangements for the group to visit a special site you know about (Check with your teacher first for policies regarding field trips)

· Read a story or lead an activity that would prepare the children for the field trip.

· Participate in writing a thank-you note after the field trip.
Center Training Assistant

The Center Training Assistant (CTA) program is an employment training program.  CTA participants may volunteer as a Classroom Aide, an Office Assistant, or a Nutritional Assistant.  Each CTA candidate must enroll in the Criminal History Registry.  The CTA program includes: an application process, interview, orientation, training, placement, a work plan, and evaluations.  At the conclusion of the CTA placement, the CTA will receive a certificate of completion to use for future job placements.

Record Keeping & Paperwork

All helpers and volunteers must be familiar with or complete:

· Confidentiality Policy

· Child Guidance Policy

· Code of Conduct of Community Action Team, INC
· Child & Family Development Program Mission, Vision, Goals, and Philosophy

· Child Abuse & Neglect Policy

· Health & Safety Policy
· Volunteer Declaration Form
· Personnel information sheet
· Central Background Registry of the Child Care Division

· Universal Precaution-Blood Borne Pathogens
Building Maintenance

Helpers and volunteers may help with special projects such as painting the building or installing playground equipment.   There are also regularly scheduled maintenance tasks such as mowing the lawn, and keeping the playground equipment operational.

Family Fun Events

Each center develops Family Fun Events in collaboration with parents.  These events are ways to bring families together in a supportive environment and usually have a fun focus such as early literacy or scientific discovery.  

Parent Training

Each parent committee develops a training plan for the center.  The topics of trainings are chosen by the parents and may include topics such as child development, low budget cooking, brain development, and coping with stress.  Trainings are provided monthly and may include special guest speakers. 
Committee Meetings

In addition to the parent committee for each center, parents and volunteers have an opportunity to participate in program wide committees.

· Education Committee:  This committee reviews curriculum, policies, procedures and practices related to the early childhood education activities of the program.

· Social Service Committee:  This committee focuses on family partnerships, male involvement, parent involvement, and community connections.

· Health Committee:  This is an ad hoc committee and is not regularly scheduled, but rather is scheduled as needs arise.  Information related to nutrition, mental health, dental health, and medical health are reviewed.

· Transportation:  This is an ad hoc committee (scheduled as a need arises).  The transportation committee reviews transportation safety, child height & weight restraints, and transportation policies and procedures.

· Staff Development Advisory Committee (SDA).  This committee has one staff representative from each Head Start center and from the administrative office.  This group updates job descriptions and assists with program-wide staff activities.


Vision, Mission, Goals & Philosophy

VISION

Continue creating and providing opportunities and quality services to enrich the lives of children and families, while honoring the diversity of our communities.

MISSION

Child & Family Development Programs empower children, families, staff and communities to meet the challenges of our changing world.

VALUES

1.
To celebrate and honor families, staff and community strengths.

2.
Promote excellence through communication and team work.

3.
Maintain wellness and commitment to lifelong learning.

4.
Recognize and support holistic wellness in staff, families and


children.

PHILOSOPHY

1.
We believe that the family is the principle influence on the child’s 
development.

2.
We believe it is essential to support personal, holistic wellness and 
positive relationships among staff, in order to provide quality 
services.

3.
We believe self-sufficiency, wellness and lifelong learning are enhanced by establishing partnerships within our communities.

4.
We believe the investment of family focused early childhood education through best practices strengthens our children to become leaders of the future.


Contact Information:

	Administrative Office
	
	
	Joyce Ervin
	Director
	jervin@nworheadstart.org

	
	(503) 556-3736
	
	Phyllis Castle
	Associate Director
	pcastle@nworheadstart.org

	
	
	
	Dawn Crawford
	Area Supervisor
	dcrawford@nworheadstart.org

	
	
	
	Lisa Wallace
	Area Supervisor
	lwallace@nworheadstart.org

	
	
	
	Monica Pyle
	Area Supervisor
	mpyle@nworheadstart.org

	
	
	
	
	
	

	Astoria Center
	
	
	Liz Gantert
	Center Manager
	lgantert@nworheadstart.org

	
	(503) 352-5421
	
	
	
	

	
	
	
	
	
	

	Clatskanie Center
	
	
	Celeste Pilgrim
	Center Manager
	cpilgrim@nworheadstart.org

	
	(503) 728-2940
	
	
	
	

	
	
	
	
	
	

	Neah-Kah-Nie Center
	
	
	Raedetta Castle
	Center Manager
	rcastle@nworheadstart.org

	
	(503) 368-5103
	
	
	
	

	
	
	
	
	
	

	Nestucca Valley
	
	
	Chris McClure
	Center Manager
	cmcclure@nworheadstart.org

	
	(503) 398-5175
	
	
	
	

	
	
	
	
	
	

	Seaside Center
	
	
	Pat Eterno
	Center Manager
	peterno@nworheadstart.org

	
	(503) 738-0873
	
	Annie Cooke
	Family Advocate
	acooke@nworheadstart.org

	
	
	
	
	
	

	St. Helens Center
	
	
	Julie Catt
	Center Manager
	jcatt@nworheadstart.org

	
	(503) 397-4114
	
	Shannon Nicks
	Family Advocate
	snicks@nworheadstart.org

	
	
	
	
	
	

	Tillamook Center
	
	Joyce Finckbone
	Center Manager
	jfinckbone@oregoncoast.com

	
	(503) 842-5180
	
	Michele Wayne
	Family Advocate
	mwayne@nworheadstart.org

	
	
	
	
	
	

	Vernonia Center
	
	Kathy Kelly
	Center Manager
	kathydk1@nworheadstart.org

	
	(503) 429-9243
	
	
	
	

	
	
	
	
	
	

	Warrenton Center
	
	Ruby Leo
	Center Manager
	rleo@nworheadstart.org

	
	(503) 861-9681
	
	Jereen LaFerriere
	Family Advocate
	jlaferriere@nworheadstart.org


Please feel free to contact us if you have any questions!

Updated December  2011
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[image: image7.jpg]


[image: image8.jpg]


[image: image9.jpg]


[image: image10.jpg]


[image: image11.jpg]


[image: image12.jpg]


[image: image13.jpg]


[image: image14.jpg]


[image: image15.jpg]


[image: image16.jpg]


[image: image17.jpg]


[image: image18.jpg]


 [image: image1.png]



Volunteer Opportunities





Handbook





Parent Involvement








One hundred years from now


It will not matter


What kind of car I drove,


What kind of house I lived in,


How much I had in my bank,


Nor what my clothes looked like.


One hundred years from now


It will not matter


What kind of school I attended,


What kind of computer I used,


How large or small my church,


But the world may be ...


a little better because...


I was important in the life of a child.


~~ Author Unknown ~~








Child & Family Development Programs, CAT


PO Box 10, Rainier, OR 97048


Phone: (503) 556-3736


Fax: (503) 556-0705








Child & Family Development Programs of Community Action Team values volunteer participation in all phases of program operations.  We welcome and honor volunteers from the community, partnering agencies, service clubs, and members of enrolled families.  This booklet outlines some of the many volunteer opportunities available.











