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VISION STATEMENT 

 

All students will complete school prepared for ongoing learning as well 
as community and global responsibilities. 
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VOLUNTEERS IN PUBLIC SCHOOLS 
 

Introduction 

Collier County Public Schools has officially recruited, registered, and 

recognized their school volunteers through the Volunteer/Community 

Involvement Program.  Volunteers are individuals with a big heart who 

want to ñmake a difference,ò and through the Volunteer Program they 

make that difference for Collier County students.  School volunteers 

come from many walks of life, with many experiences and skills.  They 

are parents, grandparents, senior citizens, college students, and 

community members.  They offer one-on-one assistance by mentoring and/or tutoring.  School volunteers 

also offer teacher assistance in the classroom, media center, special areas, and on field trips.  Volunteer 

speakers provide presentations on specific topics or teach job seeking skills.  Volunteers enhance the 

teacherôs undertaking through their commitment of time, sharing of talents and knowledge, and caring 

bestowed upon the school and children. 

Know the Law - State Policies and Guidelines 

A teacher is often the volunteerôs supervisor, therefore it is important to be knowledgeable about the rules 

regarding the use of volunteers. 

 

Florida Board of Educationôs Administrative Rules 6A-1.070 Teacher Aides and Volunteers.  
The following standards and procedures shall apply to teacher aides and volunteers as defined in Section 

228.041(23), (24), Florida Statutes.  

(1) Requirements.  

(a) Health. Each teacher aide shall meet the health requirements established for certificated personnel. 

A district may require a volunteer to meet these requirements.  

(b) Age. Any teacher aide or volunteer who is assigned the responsibility for supervising the safety 

and welfare of pupils, such as during the loading and unloading of buses or during lunch periods, shall 

meet the same age requirements as those established for certificated personnel.  

(c) Knowledge of procedures and rules. The school board shall adopt a procedure for assuring that 

each teacher aide or volunteer who at any time is expected to assume responsibility for the health, 

safety and welfare of pupils possesses a clear understanding of state and district rules and policies 

relevant to teacher aide or volunteer responsibilities. When a teacher aide or volunteer is assigned 

duties requiring knowledge of rules, regulations or policies of a special nature, it is the responsibility 

of the staff member whom he or she is assisting to ascertain in advance that the teacher aide or 

volunteer possesses the necessary knowledge to perform such duties in a proper and reasonable 

manner.  

(d) Knowledge of instructional practices and policies. The school board shall adopt a procedure for 

assuring that each teacher aide or volunteer who at any time is expected to assume responsibility for 

assisting a teacher in promoting pupil learning possesses a clear understanding of all state and district 

instructional practices and policies relevant to teacher aide or volunteer responsibilities. When a 

teacher aide or volunteer is assigned duties requiring knowledge of instructional practices and policies 

of a specialized nature, it is the responsibility of the instructional staff member whom he or she is 

assisting to ascertain in advance that the teacher aide or volunteer possesses the necessary knowledge.  
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(e) Supervised practice. Each time a teacher aide or volunteer is assigned to assist a staff member 

whom he or she has not assisted before and each time he or she is assigned a type of duty which he or 

she has not satisfactorily performed in earlier assignments, he or she shall complete a period of 

supervised practice. During the period of supervised practice, the professional staff member whom he 

or she is assisting shall be available continuously to provide immediate assistance to the aide or 

volunteer at any time he or she is working directly with pupils. The length of the supervised practice 

may vary depending upon the capability and prior experience of the teacher aide or volunteer. The 

personnel record for each teacher aide shall show the length, nature, and inclusive dates of each 

supervised practice assignment. The personnel record shall also include the signature of the 

professional staff member supervising the practice certifying its satisfactory completion. Personnel 

records are not required for volunteers; however, accurate records of hours of service, duties and 

training shall be maintained.  

(f) Knowledge and understandings expected of instructional staff. The school board shall adopt 

procedures to assure that each instructional staff member who is assisted by a teacher aide or volunteer 

possesses a clear understanding of all rules and policies which the teacher aide or volunteer is 

expected to understand.  

(g) Knowledge of immediate objectives. When a teacher aide or volunteer is assigned to work directly 

with pupils, the instructional staff member whom he or she is assisting must ascertain that the teacher 

aide or volunteer can state clearly the type of performance or behavior which the pupils are expected 

to demonstrate during the time when the teacher aide or volunteer is working with pupils.  

(h) Maintaining professional responsibility. On request of the principal or other authorized persons, an 

instructional staff member who is being assisted by a teacher aide shall describe in writing the 

knowledge and skills which the aide is expected to possess for any assigned responsibility. Such 

description shall also include procedures through which the person making the request can determine 

whether the aide actually possesses the requisite knowledge or skills.  

(2) Restrictions limiting the duties which teacher aides or volunteers may perform. Teacher aides or 

volunteers shall not perform any of the following:  

(a) Establish instructional objectives.  

(b) Make decisions regarding the relevancy of certain activities or procedures to the attainment of 

instructional objectives.  

(c) Make decisions regarding the appropriateness of certain teaching materials for accomplishing 

instructional objectives.  

(d) Make judgments regarding the attainment of instructional objectives unless these judgments are 

based upon clear and objective criteria (such as specific achievement standards on a true-false test).  

(3) Responsibility for the appropriate use of teacher aides or volunteers. It is the responsibility of the head 

of a school and of each instructional staff member in that school who is assisted by a teacher aide or 

volunteer to see that those duties assigned to each teacher aide or volunteer are consistent with Florida 

Statutes, rules of the State Board, and policies of the district school board.  

 

Florida Statute Section 39.201 (1)(a)   

ñAny person who knows, or has reasonable cause to suspect, that a child is abused, abandoned, or 

neglected by a parent, legal custodian, caregiver, or other person responsible for the child's welfare, as 

defined in this chapter, shall report such knowledge or suspicion to the department in the manner 

prescribed in subsection (2). 
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How to make a report? 

Call the Florida Abuse Hotline (1-800-96ABUSE or 1-800-962-2873) of the Department of Children and 

Families.  A volunteer should also report to their school supervisor that they have made such report.  

Additional information can be obtained at the Department of Children and Families website: 

www.dcf.state.fl.us/abuse. 

 

Florida Statute Section 943.04351  

This statue mandates the ñsearch of registration information regarding sexual predators and sexual 

offenders required prior to appointment or employment.ò  Volunteer/Partnership Programôs district policy 

of requiring volunteer screening to be completed and for the volunteer to be cleared by the  Professional 

Standards Office PRIOR to placement is based upon the requirement of this statute.  See 

www.leg.state.fl.us/Statutes/index.cfm. 

 

Florida Statute Section 1012.01 

This statue provides the definition of a school volunteer and can be viewed at 

www.leg.state.fl.us/Statutes/index.cfm. 

School volunteers ï A school volunteer is any nonpaid person who may be appointed by a school board 

or its designee.  School volunteers may include, but may not be limited to, parents, senior citizens, 

students, and others who assist the teacher or other members of the school staff. 
 

Florida Statue Section 768.1355 (Florida Volunteer Protection Act) 

This act protects volunteers from civil liability and can be viewed at 

www.leg.state.fl.us/Statutes/index.cfm. 

 

 

http://www.dcf.state.fl.us/abuse
http://www.leg.state.fl.us/Statutes/index.cfm
http://www.leg.state.fl.us/Statutes/index.cfm
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THE SCHOOL DISTRICT OF COLLIER COUNTY, FLORIDA 

Rule No.  18/05 

 

POLICY MANUAL SECTION:  Instruction  POLICY NO.:  IJOC  

 

POLICY TITLE:  The Utilization and Screening of Volunteers 

 

AUTHORITY FOR POLICY:  F.S. 228.041 (24); 230.23  

 

DATE OF ADOPTION:  June 21, 2001  

 

(Replaces Policy No. IICCA, The Use of Volunteers, Adopted March 18, 1982)   

 

 

The contributions of the Collier County Public Schoolsô (the ñDistrictò) volunteers are a vital and 

important part of the total instructional effort.  District volunteers make important contributions which 

assist in achieving the Districtôs mission.  Volunteers play an essential role in providing a quality 

education for all students.   

 

It is the Districtôs goal to provide a safe environment for students and staff while encouraging parents, 

guardians, community members, students and others to work as school volunteers.  In order to achieve 

this, volunteers shall be screened based on (1) the level of direct contact they may have with students and 

(2) the types of duties they may perform.  Outside agencies that provide volunteers that work with District 

students are required to screen their volunteers at a level consistent with this policy and provide evidence 

of insurance pursuant to board policy and/or practices.    

 

Definitions 

Resource Speaker:  Anyone who speaks during career days, etc., without compensation.  Resource 

speakers will generate volunteer hours, but are not subject to this policy.  

Visitor :  Anyone who comes onto school property but who is not assigned duties as a school volunteer. 

Volunteer:  Any non-paid person appointed by the District School Board of Collier County or its 

designee who performs assigned duties that support the Districtôs students and staff.   

Volunteers may include, but are not limited to, parents, guardians, community members, students and 

others who assist teachers or other members of the school/district staff.  This policy specifically excludes 

ñoutside tutorsò to whom a student may be referred for remediation and other assistance.  The District 

makes no recommendation, endorsement, or other representations regarding ñoutside tutorsò; it is the 

responsibility of the parent or guardian to screen outside tutors.  Volunteer Level:  See below. 

 

Application and Approval 

Volunteer applicants must complete a district application, submit a copy of their driver license or other 

photo identification acceptable to the District, submit to a background check (see ñvolunteer levelsò 

below), and receive approval before being assigned as a volunteer.  The District reserves the right to deny 

placement to an applicant volunteer based on the result of the background check in accordance with 

district standards or to revoke the volunteerôs clearance based on subsequent information.  In accordance 

with F.S. 943.04351, all school volunteers must be checked against the Florida Department of Law 

Enforcement Sexual Predator/Offender Database.   
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Confidentiality 

The District shall maintain all volunteer application materials and records in a confidential manner 

consistent with Chapter 119 Florida Statutes (Public Records).  All files and other records maintained 

pursuant to this policy shall be stored in a central location. 

 

Volunteer Levels 

The ñVolunteer Levelò provides the minimum guidelines for determining the documentation and 

background check required.  Each volunteer will be assigned to one of the following levels: 

 

Volunteer Level I:  A volunteer who has direct contact with students, only within the immediate presence 

of a District employee or is assigned duties such as an office assistant that may not directly involve 

students.  A volunteer who transports two or more students in a privately owned vehicle on day trips 

within Collier County pursuant to board policy IICA (Student Educational Travel) shall also be 

considered a Level I volunteer.  Minimum screening requirements: Application and photo identification. 

 

Volunteer Level II:  A volunteer who has direct contact with students outside of the immediate    presence 

of a District employee except as noted above, or who is assigned duties to include, but not limited to, 

tutoring, working in the school health room/clinic, overnight duties (e.g., chaperoning an overnight field 

trip), coaching responsibilities, or a long-term mentoring assignment. 

 

Minimum screening requirements:  Same as Level I plus reference check, Criminal History Record Check 

Waiver Agreement, Criminal History Update, fingerprints (The fingerprints must be submitted to and 

cleared by the Florida Department of Law Enforcement, the FBI, and the District before the volunteer is 

able to serve in a Level II capacity.), and other supplementary information as required. 

 

Responsibilities of the Principal/Supervisor 

(1) Appointment of school volunteers to the school.  The principal shall not appoint a volunteer      who 

has not received background clearance pursuant to this policy. 

(2) Assignment of school volunteers to the staff members requesting their services by appropriate 

Volunteer Level. 

(3) Development of a procedure for assuring that each volunteer possesses the knowledge of        

instructional practices and policies as they relate to his or her assignment. 

(4) Supervision both during and after training. 

(5) Assurance that the volunteer will be familiar with the immediate objectives to be performed by the 

student(s). 

(6) Development of a procedure for assuring that each volunteer possesses a clear understanding of rules, 

policies, and regulations relevant to the health, safety and welfare of students. 

(7) Development of procedures for assuring that each volunteer possesses knowledge regarding school 

board rules and regulations. 
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Volunteer Assignments 

Duties assigned to volunteers shall be consistent with, but not limited to, Florida Statutes, State Board of 

Education Rules/Florida Administrative Code, and school board policies; as such, volunteers shall not: 

(1) Assume responsibility for the supervision of a class in the absence of a certified teacher. 

(2) Assume responsibility for the discipline of pupils. 

(3) Establish instructional objectives. 

(4) Make decisions regarding the relevancy of certain activities or procedures to the attainment of 

instructional objectives. 

(5) Provide the initial instruction for accomplishing the instructional objectives. 

(6) Make decisions regarding the appropriateness of certain teaching material for accomplishing 

instructional objectives. 

(7) Make judgments regarding the attainment of instructional objectives unless these achievements are 

based upon clear objective criteria (e.g., specific achievement standards on a true/false test). 

(8) Contact parents regarding the performance of students or write comments on papers that go home. 

 

Implementation 

All volunteersðLevel I and Level IIðof record and approved to volunteer at the time this policy is 

adopted by the board shall be required to complete the Level I screening requirements and must be 

checked against the Florida Department of Law Enforcement Sexual Predator/Offender database.  

Volunteers of record and approved to volunteer for Level II assignments at the time this policy is adopted 

by the board shall not be required to submit to a Level II screening EXCEPT for volunteer assignments 

that include ñovernight duties.ò 

 

 

Prepared by:   Dr. Dee S. Whinnery, Executive Director of Student Services 

Approved as to form by: Mr. Richard Withers, School Board Attorney 
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HEALTH AND SAFETY REGULATIONS  

 

 

HEALTH 

 

Please do not come to school if you are ill (this includes a cold, sore throat, or cough).  It is 

important to prevent the spreading of germs in a classroom situation. 

You may feel that you are leaving the teacher short-handed and may want to come in even 

though you are not well.  This is not good for you, the children, or the teacher.  If possible, 

please let the school know ahead of time that you are not able to come in, and be certain you are 

completely over your illness before you return. 

 

 

 

 

SAFETY 

 

 Be aware of the school playground regulations. 

 Supervise climbing activities carefully. 

 Certain materials need to be watched closely: scissors, saws, and wood working tools, 

sand (it can damage eyes), glass items, pointed objects such as a math compass or knife, 

cooking utensils and pans. 

 Do not allow a child to use a paper cutter or adult scissors, handle hot dishes, pans, 

ovens, move a pan containing hot grease or boiling water, remove pans from a hot stove. 

 Know emergency procedures and exits.  Follow the established emergency plan. 

 Learn the proper use of all needed school equipment. 

 Never leave a child alone. 

 Never allow a child to leave school without checking out through the main office. 

 If you have doubts about a situation, ask someone with authority. 

 

 

 

 

REMEMBER!!!!!!  

 

 Follow all safety rules of the school in which you are working. 

 If an accident occurs, immediately secure a staff member. 

 Never move a child involved in an accident.  A member of the school staff will initiate 

proper procedures for accidents. 
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THE BILL OF  RIGHTS FOR VOLUNTEERS  
 

? THE RIGHT TO BE TREATED AS A CO -WORKER  

Not just as ñfree help.ò 
 

? THE RIGHT TO A SUITABLE ASSIGNMENT  

With consideration for personal preference, temperament, life experience, 

education and employment background. 
 

? THE RIGHT TO KNOW AS  MUCH ABOUT THE SCHOOL AS 

POSSIBLE 

Its policies, procedures and programs. 
 

? THE RIGHT TO TRAINING FOR THE JOB  

Thoughtfully planned and effectively presented. 
 

? THE RIGHT TO CONTINUING EDUCATION  

Such as a follow-up to initial training, information about new developments, 

preparing for greater responsibility. 
 

? THE RIGHT TO SOUND GUIDANCE AND DIRECTION  

By someone who is experienced, well-informed, patient and thoughtful, and 

who has time to provide it. 
 

? THE RIGHT TO PROMOTION AND A VARIETY OF EXPERIENCES  

Through advanced assignments with more responsibility, transfer from one 

activity to another, and through special projects. 
 

? THE RIGHT TO BE HEARD  

To have a part in planning, to feel free to make suggestions, to have respect 

shown for an honest opinion. 
 

? THE RIGH T TO A PLACE TO WORK  

In an orderly, designated area conducive to work. 
 

? THE RIGHT TO RECOGNITION  

By promotion, awards, through sincere expressions of appreciation. 
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Preparing the students: 
 

Let the students know that volunteers are coming into the classroom to help.  Explain 

what the volunteers will be doing and the importance of these tasks.  Point out the 

generosity of the volunteers and encourage students to make the volunteers feel that they 

are valued members of the class. 
 

Supervising volunteers: 
 

As with any staff member performing an important function in the school program, 

volunteers need support and supervision.  They should be held accountable for 

performing assigned tasks appropriately.  Frequent feedback will enable volunteers to 

improve job performance -- good communication is crucial.  Always plan ahead for 

your volunteers.  If, for any reason, the placement is not working out, talk to the 

volunteer coordinator at your school. 

 

What does the teacher expect of the volunteer? 
 

  Promptness   Loyalty  Business attitude 

  Love of children  Discretion  Sense of humor 

  Initiative   Sensitivity  Patience 

  Enthusiasm   Creativity  Non-disruptive influence 

  Dependability   Flexibility  Tact     
              

What does the volunteer expect of the teacher? 
 

  Consideration   Patience  Cooperative attitude 

  Appreciation   Respect  Classroom control 

  Welcoming attitude  Courtesy  Volunteer materials ready 

     Love of children  Sincerity  Good directions 

  

Volunteer recruitment:  
A school volunteer can be from various walks of life.  The volunteer may be a parent, a retired person, a 

senior citizen, a business person, a college student or a student in the school. 

 

School volunteers come from many sources including: 

 

  Parents      Newspapers 

  PTA/PTO meetings    Faith groups 

  Open House       Social groups 

  School newsletters    College campuses 

  Retirees     Personal contacts 

  Condominiums    "Satisfied customers" 

  Businesses     (Veteran volunteers) 

Service organizations 

 

Teachers can play a big part in recruiting because of their direct involvement with parents, children and 

the community. 
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Volunteer Application Procedures 

The Volunteer Application must be completed along with a copy of their picture ID.  In most cases this is 

their Driverôs License.  Other forms of ID can be used as long as their name, address and picture are on 

the ID. (Student ID is allowed)  Please be sure the following has been completed prior to the person being 

allowed to volunteer in your school/site. 

 Completed Application online at www.collier.k12.fl.us  

 Picture ID 

 Interviewed and Orientation completed by the Volunteer Contact at your school/Site 

o Volunteer Contact must sign and date these fields on the application 

 FDLE check completed 

 If a volunteer checks YES on the convicted, plead no contest o withheld adjudication field, they 

cannot volunteer until clearance has been determined by Risk Management 

 

LEVEL II Volunteers 

In addition to the above requirements, volunteers who go on overnight field trips, volunteer in the clinic, 

volunteer as a coach, or are alone with students must be fingerprinted and cleared before being allowed to 

volunteer in any of these areas.  The Volunteer Contact handles the application process for both Level I 

and Level II volunteers.   

Sign In/Out and Wear Nametag 

Volunteers are also required to sign in/out and wear their nametag each time they volunteer.  This is 

required because: 

 safeguarding our students and maintaining campus security is critical. 

 volunteers who have a current application on file with the Volunteer/Partnership Programs Dept. and 

follow the schoolôs sign-in procedure are covered by school board liability policies. 

 verified volunteer service can be used as work experience for future employment. 

 individual volunteers will be recognized for their dedication and service to our schools. 

 school and district records of volunteer hours may be used statistically to show community 

involvement. 

The School Volunteer Coordinator 

Each school has a School Volunteer Coordinator to manage their volunteer program.  The coordinator is 

responsible for general recruiting, placing, and recognizing volunteers.  Good communication between 

staff and the volunteer coordinator is essential in establishing and maintaining an effective volunteer 

program that truly enhances the studentsô education.  The coordinator should be made aware of the skills 

and talents needed in volunteers and the job descriptions they need to fill.  The staff should also support 

the coordinatorôs efforts in recruiting the volunteers and providing recognition and appreciation. 

The Teacher 

Volunteers offer the teacher a complete range of people resources with specific skills and expertise to help 

enhance a teacherôs curriculum.  Once the volunteer is placed with a teacher, the teacher becomes the 

volunteerôs manager, and is responsible for training and supervising the volunteer.   

The teacher: 

 is the key person in guiding the practical learning experience of volunteers. 

 retains responsibility for diagnosing, prescribing, instructing, and evaluating student learning 

strategies. 

 provides meaningful, challenging, and appropriate tasks for volunteers in a friendly atmosphere. 

 plans for volunteers; provides workspace and assignments. 

 promotes good relations between volunteer and students. 

http://www.collier.k12.fl.us/
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The Volunteer 

The volunteer works as an appointed, non-paid employee and recognizes that the teacher has the primary 

responsibility for instructing students.  The volunteer should work as a team member with faculty and 

staff and respect students and others.  They should share ideas, talents, and skills willingly and respect 

school policies, rules, and regulations. It is recommended that all supervisors of school volunteers read the 

School Volunteer Handbook and be aware of the following volunteer guidelines. 

 

 

 

Volunteer Guidelines 

 VOLUNTEERS MUST MAINTAIN STRICT CONFIDENTIALITY 

concerning information they see and hear concerning students and staff, 

including students' grades, records, and abilities. 

 Volunteers must always be supervised when working with students.  They 

may not supervise a classroom or give permission for a student to leave a classroom.
 
 

 Volunteers DO NOT discipline students.  Volunteers are to report discipline problems to the 

teacher supervising them.   

 Volunteers may not give any medication to students. 

 Volunteers do not diagnose student weaknesses and strengths, prescribe activities for students, 

or evaluate student progress. 

 Volunteers' discussions with teachers should not interrupt class time. 

 Volunteers are not to bring preschool children into the classroom during instruction time. 

 Volunteers' comments should not be written on student papers that are to be sent home. 

 Volunteers should not laugh at or belittle student answers, or efforts. 

 Volunteers should contact ONLY school staff members with any concerns regarding students. 

 Volunteers are assigned only to staff members who request their services. 

 Volunteers should set a good example for students by their manner, appearance, and behavior, and 

should be well groomed and appropriately dressed. 

 Comparing and criticizing teachers and students is not acceptable volunteer behavior. 

 Volunteers should be in good physical and mental health. 

 Volunteers may not hold informal parent/teacher conferences or leisure conversations with staff 

members or other volunteers during volunteer time. 

 Volunteers may not conduct personal business at school. 

 Volunteers should not touch students in any way that is aggressive, disciplinary or sexual in nature. 

 Volunteers should not bring preschool children with them when working as a volunteer.  This presents 

a liability issue and is disruptive to the classroom. 
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Volunteer Job Description 
 

Job Title: Tutor 
 

Objective: To reinforce studentsô learning through one-on-one or small 

group assistance in basic academic skills. 
 

Duties: Tutors provide structured help in order to: 

1. Help a student master basic reading or math skills 

2. Reinforce course work (language arts, science, social 

studies, etc.) 

3. Reinforce study skills 
 

Training: Tutoring Elementary/Secondary Students workshops as well as 

school-based training are available. 
 

Commitment: Based on teacherôs needs, minimally 1 hour/week for 9 weeks. 

 

 

 

 

 

 

 

 

 

 

 

 

TIPS TO TRAINING VOLUNTEERS 

FOR TEACHER /SUPERVISOR 

Requesting Volunteer(s)  

As you develop your plans for the year, identify: 

 your needs and corresponding volunteer jobs (see below); 

 how much time these jobs will require; and 

 what day(s) and hour(s) you need the volunteer. 

Share this information with: 

 your school volunteer coordinator as the job need arises (see the 

ñRequest for Volunteersò form available through your Volunteer 

Coordinator). 

 your parents via a flyer, at orientation and open house, or on a classroom notice board. 

 your school family by advertising on the school volunteer bulletin board, if available. 

Writing Volunteer Job Descriptions  

Recruitment is more successful when a volunteer can be provided clear information of the job 

responsibilities and commitment expected.  A job description should include the job title, objectives, 

responsibilities, and training.  Time commitment (whether one time, daily, weekly, morning, afternoon, 

weekend) will help in the recruitment process.  Suggestion:  find a place to post job descriptions on index 

cards or include them on your website.  Encourage parents to visit these areas regularly as your classroom 

needs will change. 
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Get to Know Your Volunteer ï Initial Meeting 

WHY?   Getting to know your volunteer creates a more comfortable atmosphere, establishes rapport, 

will  make more efficient use of their skills and talents, and increase class/student acceptance of your 

volunteer. 

 Schedule an initial meeting with a new volunteer outside class time.  

 Have they volunteered before? 

 What are their skills, talents, education, and previous experience with children? 

 What are their expectations? 

 When is the volunteer available? 

V Can they volunteer at a time you need direct help with students? 

V Are they available only when you are very busy with class and would need to have work and 

instructions prepared ahead of time? 

V Do they want to volunteer, but have preschool children at home? 

 Discuss your needs for the students and your classroom. 

 Share your philosophy about learning, your discipline policy, and what is to be expected of 

students. 

 Show them materials, strategies or learning games to be used. 

Match Job with Volunteer 

 Consider the skills, talents, and knowledge of your volunteer. 

 Understand personality differences and use this knowledge in task assignments. 

 Provide a meaningful task, a real job that relieves a teacher of work or provides true enhancement 

to the student(s) educational experience. 

 Match your needs with a volunteerôs skills. 

 Provide ñHOMEò work for volunteers who cannot participate in the classroom. 

Volunteerôs First Day: Orientation and Introductions 

Prior to working, arrange for the volunteer to become oriented to the working area and trained in their 

responsibilities. After volunteers are trained initially they can come into class and begin work without 

disrupting the class.  Prepare a job description using clear instructions. 

Share with the volunteer:  

 communication procedures between you and the volunteer, particularly for absences. 

 classroom arrangement, equipment, and information about special students, if necessary. 

 location of volunteerôs work area and materials. 

 description of the relationship between volunteerôs task and the studentôs learning. 

 introductions with your students.  What name would your volunteer like students to use to address 

them? 

Supervise Your Volunteers 

 Evaluate each volunteerôs performance. 

 Provide feedback, which supports the volunteerôs efforts and enables the volunteer to improve job 

performance. 

 Revise task assignments or re-assign job responsibilities in relation to each volunteerôs 

performance or preference. 

 Encourage initiative in volunteers.  Consider volunteerôs suggestions. Even though a volunteer is 

not a paid employee, treat them as you would a fellow staff member. 

DOs and DON'Ts of School Volunteers 
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DO 
Make sure volunteer is FDLE approved before placement as chaperone or classroom assistant. 
 
Make sure volunteer logs volunteer hours on PALS Count computer. 
 
Make volunteers feel welcome. 
 
Confer often with volunteer. 
 
Plan the work volunteers are to do before they arrive. 
 
Be generous in offering praise, encouragement and support and be judicious in offering constructive 
criticism. 
 
Start simply, then give additional activities as you feel the volunteer is ready for them. 
 
Plan enjoyable and/or worthwhile activities through which volunteers can establish good relationships 
with children. 
 
Make sure instructions are clear with adequate time allotted for preparation. 
 
Supply materials appropriate for lessons. 
 
Provide guides, keys or corrected papers for explanation.  Be honest and open in talking over small 
problems. 
 
Treat volunteers as educational team members. 
 
Give volunteers proper notice of schedule changes. 
 
DON'T 
Leave volunteers in charge of the class. 
 
Give volunteers more than they can handle in the allotted time. 
 
Expect volunteers to do things they are not trained or prepared to do.  
 
Assign duties that belong to the teacher. 
 
Expect volunteers to be housekeepers. 
 
Criticize volunteers in front of children. 
 
Expect volunteers to change their schedules without proper notice. 
 
Speak to volunteers in acronyms (ESOL, SLD, EMR) without explaining the terminology.  It is a foreign 
language to outsiders. 
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Give Recognition and Show Your Appreciation     

 Support your school volunteer coordinator in school-wide recognition events. 

 Say THANK YOU each day! 

 Student appreciation gifts (articles, stories, poems, and artwork about volunteers) are 

enthusiastically appreciated! 

 Invite volunteers to class functions. 

 Make a classroom volunteer scrapbook or a volunteer bulletin board. 

 Remember volunteers at holidays. 

 Nominate your volunteer for an award. 

 Allow the volunteer to grow on the job by increasing responsibilities. 

The Special Needs of Senior Volunteers 

 Recognize the senior volunteerôs desire to help is true altruistic volunteerism. 

 Some senior volunteers have not been in the classroom for many years. 

 Seniors may have fears about working with todayôs students and their own ability with todayôs 
technology. 

 Seniors may be careful of their time commitment.  Short-term projects may be appropriate or 

combining the availability of two senior volunteers for one job. 

 Note the advantage that seniors may be available at times of the day (after school programs) when 

parents are not. 

 Include senior volunteers as part of the school family.  Invite them to school functions.  Provide 

recognition and signs of appreciation. 

 

More Ways to Say ñThank youò 
 

 Remember personal things about the volunteer 

 Give awards and recognition to emphasize your volunteerôs importance and show your gratitude 

 Have students send personal notes and letters 

 Invite your volunteer to class parties and special school events 

 Maintain an appreciative and warm day-to-day relationship with your volunteer 

 Include your volunteer in staff meetings or planning sessions 

 Take your volunteer to lunch 

 Let the school and community know about your volunteerôs contributions 

 Offer a cup of coffee, a doughnut, or a token gift on special occasions 

 Allow the volunteers to grow by increasing job responsibilities 

 Send the volunteer a birthday or holiday card 

 Remember that your volunteer cannot be thanked too many times 
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Teacher Concerns, Possible Reasons and Solutions 

 
 

 

If problems cannot be resolved, contact the principal  

or the volunteer coordinator. 

 

PROBLEM POSSIBLE REASONS POSSIBLE SOLUTIONS 

Volunteer is not 

dependable or 

becomes 

disillusioned 
 

 

 Am I giving the volunteer 

adequate recognition? 
 

 Am I giving the volunteer 

adequate instructions? 
 

 Does the volunteer have the 

skills/training to do this job? 
 

 Does the volunteer have the 

interest and personality to do 

the job well? 
 

 Is the volunteer having 

personal, non-job related 

problems? 
 

 Does the volunteer have 

difficulty managing students? 

 

 Be sure to say "Thank 

You" regularly. 
 

 Encourage open 

communication. 
 

 Provide orientation/ 

training and involve the 

volunteer in decision 

making. 
 

 Match the volunteer's 

skills to task. 
 

 Give the volunteer 

short-term tasks. 
 

 Allow the volunteer to 

observe prior to 

assigning a new task. 
 

Volunteer breaches 

confidentiality  
 Does the volunteer understand 

importance of confidentiality? 

 Does the volunteer engage in 

inappropriate "small talk" or 

gossip? 

 Stress confidentiality at 

orientation. 
 

 Reiterate confidentiality 

code as needed. 
 

 Limit access to sensitive 

materials. 
 

Parent volunteer 

wants special 

treatment for self 

or own child 

 Is the child handicapped in 

some manner? 

 Is the parent overprotective? 

 Recommend parents not 

volunteer in own child's 

classroom. 
 

 Discuss rewards of 

volunteering for the 

entire school as well as 

own child. 
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APPLICATIONS MUST BE 

COMPLETED ONLINE AT THE 

WEBSITE. 

www.collier.k12.fl.us 


