PARENT VOLUNTEER APPLICATION
	Your Name:                                                                                            Today’s Date:

	Address:

	Phone:

	Dates Available:                                                          Hours Available:

	Days Notice Needed:

	1.  Are you currently employed? If yes, please indicate position and place of employment.

	

	 

	2.  What degrees or certificates do you hold?

	

	

	3.  Have you ever worked in a school setting? As a parent volunteer, what would you like to contribute? Some ideas: chaperone, lunch helper, guest speaker, landscaper, event planner, foreign language teacher.

	

	

	

	

	

	4.  Are you available to substitute? If yes, list relevant experience.

	

	

	


Please discuss with the lead teacher with whom you will work the details of your position and/or your intentions as a volunteer. 
Return this application to the school at any time.  Unless circumstances warrant, volunteers will not be paid for their services.  By signing, you agree that you have read and understand the policies and procedures outlined in the Parent Handbook, that you will follow our Guidelines for Aides and Assistants, and that ANY personal information you may have access to is CONFIDENTIAL..
Signature:








Date:
Guidelines for Aides and Assistants

Working in a Montessori environment

1. Model appropriate behavior—calm, quiet tone; deliberate and purposeful movements

2. Encourage independence and concentration—offer minimal assistance when necessary; if a child needs an inordinate amount of help, substitute an easier task; avoid lengthy interactions with any one child or adult

3. Observe—it is fine to just stand and watch

4. Reinforce ground rules

· Use of materials must be constructive

· Before choosing another activity, the child is responsible returning in good condition the materials that he/she has been using

· Boisterous play, loud noises, and hitting are not allowed 

· Children must use inside voices and walking feet in the classroom

· Children must not disrupt others who are working

Classroom management and discipline

1. Be positive—tell a child what needs to be done, not what is wrong, for example:

· You may run outside, but please walk inside
· This is Jo’s work; here is your work
· The table is wet; here is a sponge to wipe it
· Would you like me to help you clean up this paint?
· You may sweep up these beans now
2. Show, don’t tell—children may not understand verbal directions, so demonstrate and lead by example

3. Avoid giving too many directions; if you do, show that you mean what you say, and be prepared to reinforce your directions and verify that they are followed

Assisting teachers with daily activities—review daily routine with the lead teacher

1. Help set up Practical Life

2. Refill paper towels and toilet paper

3. Greet children as they arrive—model wiping feet at the door; assist minimally with hanging up coats and putting up lunch; direct children to appropriate areas

4. When outdoors, actively supervise the children by walking around the playground, but do not become involved in children’s games

5. Always follow the last child to go inside or outside; never let a child go inside or outside without  an adult

6. Before a child leaves, ensure that he/she has everything (coat, lunchbox, etc.); have parents sign out

7. During transitions, always perform a head count and reference the attendance sheet; always perform a sweep of each room to ensure no children stay behind; ensure that staff-to-child ratios are maintained 

8. Help complete any necessary forms or reports that a parent may need to sign

9. Clean-up—during transitions or at closing, follow procedure for cleaning up the classroom, sanitizing materials, disinfecting floors and bathrooms, etc.

10. If a child hasn’t been picked up as scheduled, call the parents, then call emergency contacts on the child’s quick reference card

Reminders

· All personal information you may have access to is CONFIDENTIAL

· Communicate with the lead teacher: problems, questions, expectations

· Be aware of other staff in the room

· Preserve a quiet, gentle tone conducive to concentration

· Help keep order in the environment—encourage walking, using inside voices, and respect for others; remind children to put away work if they have forgotten

· Help direct children who are having difficulty directing themselves

· Refer children asking for a presentation to the lead teacher

· Facilitate cooperation among children

· Use the majority of individual work time overseeing the classroom instead of focusing on one or two children; be calm and supportive
