
 

� Volunteer interests—At times you may have a volunteer with a particular 
interest or expertise that your students or staff can benefit from.  Finding a 
special role for them is appropriate. 
¾ Identify their skills and interest for teachers or other staff to engage. 
¾ Create a special job description or proposal to fit the opportunity.   
¾ Identify different support or structure this volunteer needs. 

 
� Volunteer motivation—It is important that a volunteer’s placement match 

their motivation for volunteering.  For instance, a volunteer who wants to 
connect with one or two students on a more personal and consistent level will 
be best placed in a one-to-one tutoring role, rather than being a classroom 
assistant working with a large group of students.  In the same vein, someone 
who wants to work together with other parents to improve the school will be 
well placed on a PTA council or helping with field trips and events as opposed 
to assisting the librarian or in the technology lab.  For these reasons, it is 
important that you: 
¾ Understand the motivation and interest of your volunteers. 
¾ Help the volunteer understand the nature of the positions you have 

available. 
¾ Check in with them periodically, especially in the beginning, to sense if the 

position is actually a good fit or to troubleshoot challenges if need be.  
 
� Matching volunteers to individual students—At times we have specific 

students that need a good one-to-one match to make the time with the tutor, 
mentor or assistant effective.  
¾ If appropriate, ask the student to provide input as to the characteristics 

he/she may want in a volunteer. 
¾ Take into consideration the entirety of potential volunteer characteristics 

when placing the volunteer. 
� Personality 
� Availability 
� Gender 
� Ethnicity 
� Race 
� Age 
� Profession 
� Language 
� Faith 
� Abilities, talents and skills 

¾ These issues can also be important for a good teacher/volunteer match. 
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Request for Volunteer  
 
Today’s Date:__________________________ 

Teacher/ Name of person requesting volunteer: __________________________ 

 
How can I get back to you? (Phone, e-mail?):____________________________ 
  
Date/days volunteers are needed:_______ 
 
Time volunteers are needed:_______ 
 

 
N
 
 
 P
_
_
 
D
e
_
_
 
Is
_
_

Is
 

6

Activity: 
 
______Teacher Prep-work                                 _______Copying 
 
______Classroom Assistance                            _______Tutoring 
 
______Event 
 
______Other (please describe): 

_________________________________________________________________
umber of Volunteers needed:______ 

lease describe what volunteers will be expected to do: 
_______________________________________________________________
_______________________________________________________________ 

o you have any volunteers you suggest I might call? (People who may have 
xpressed interest in this in this event, for example). 
_______________________________________________________________
_______________________________________________________________ 

 there anything else I need to know? 
_______________________________________________________________
_______________________________________________________________ 

 
 a driver’s license needed?       Yes               No 
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Teacher making the request:________________________________ 

Student Name:___________________________________________ 

Subject and grade level:____________________________________ 

Can the student be removed from class for tutoring? 

                                   Yes                             No 

Comments:______________________________________________

_______________________________________________________

_______________________________________________________ 

 

 
Teacher making the request:________________________________ 

Student Name:___________________________________________ 

Subject and grade level:____________________________________ 

Can the student be removed from class for tutoring? 

                                   Yes                             No 

Comments:______________________________________________

_______________________________________________________

_______________________________________________________

Tutor Request 
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ELEMENTS OF EFFECTIVE VOLUNTEER PROGRAMS—Part 6 
Volunteer Orientation and Training 
 
Providing training for volunteers clearly increases their effectiveness and sustains 
their involvement.  They learn more information and strategies for their work with our 
students, and increasingly feel valued and supported by the school, and part of the 
community.   
 
Though time commitment can be a factor in engaging volunteers, many volunteers 
have expressed the need for more training.  Our efforts to provide training have 
been successful.  Because resources for school-based volunteer programs have 
been scarce and scattered, and programs are generally understaffed, the ability for 
schools to offer volunteer training has been limited.   
 
Some schools with developed volunteer programs have moved toward requiring a 
certain amount of training for volunteers.  Others strongly suggest training, and 
some simply offer the training and hope their volunteers will come.  Framing the 
training as positive, productive and helpful to the students can help motivate 
volunteers to participate. 
 
The Bottom Line: TRAIN YOUR VOLUNTEERS! 
 
� There are a number of ways that you can train your volunteers: 
¾ Offer on-site training yourself or enlist another qualified staff member.  

Possibly hire a facilitator. 
¾ District-wide trainings may be offered.  Check with the SPS Community 

Learning Office or have your Principal check with their Education Director for 
more information. 

¾ Community-based training is also available, like the free or inexpensive All-
City Tutor Training that happens four times per year sponsored by the Seattle 
Tutoring Coalition.   

 
� Offer different kinds of training: 
¾ A basic orientation is essential.  You should be able to do this on-site. 
¾ Basic skills and information training, like an Introduction to Tutoring 
¾ Ongoing enrichment on subject like Motivating your Student, Creative 

Behavior Management, Learning Styles and others can be very helpful to 
your volunteers. 

 
See the following pages for training ideas and resources… 
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Basic Orientation is Essential  
 
There are a number of safety and liability issues, logistical information and 
procedural issues that volunteers must know to be at the school and work with our 
students.  Though some of our volunteers may already be familiar with the dynamics 
of working in a school, we shouldn’t assume they know what we need them to know.    
 
A basic orientation should be done on site and can be as comprehensive as you 
need it to be.  The typical school-based volunteer orientation seems to take 20-30 
minutes with a tour of the school.   
 
� Make the orientation an expectation for volunteers. 
� Use a checklist for yourself and the volunteer to cover everything.  This also 

allows for other people to facilitate the orientation.   
 
Note: Some one-time or short-term volunteers who will have plenty of 
guidance and supervision in their work with the school may not need the full 
orientation. School staff can use their discretion on who warrants an 
orientation, but be consistent. 
 
A basic orientation to your school or classroom should include: 
 

� A copy of the Seattle Public School Volunteer Handbook (see the 
www.seattleschools.org) or a site-based version that your school 
creates 

� An emphasis on building positive relationships and encouraging 
learning 

� School rules/norms that might be unfamiliar to new volunteers 
� Volunteer procedures 
� Confidentiality expectations 
� Clarification of volunteer role 
� Where to find materials 
� Scheduling and communication of tasks    
� Who they notify with scheduling issues or absence notification 
� How to handle problem situations that arise when working with 

children 
� Time to ask questions 
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� A tour of the school when appropriate 



 

More Details on the Volunteer Orientation  
 
Below are some expanded thoughts on information that should be included in the 
basic volunteer orientation. 
 
Volunteer Handbook—Offering the volunteer written information can expand on 
issues there is not time to cover during the brief orientation.  Some schools have 
adapted the Seattle Schools Volunteer Handbook to their needs (you should be 
familiar with the content).  Other schools have given their volunteers the SPS 
Volunteer Handbook with a School Packet that includes a school calendar, list of 
contacts, special invitations, school information and history, etc.  You can also 
include a Volunteer Orientation Checklist (see example on the following pages)  
    
Building positive relationships and encouraging learning—As with other staff 
members, volunteers need to help students achieve academically.  An essential 
element of that is helping the student to feel supported and confident.  The more we 
learn about the students, the better we are able to sense their needs and their 
strengths.  Remind the volunteers that building relationships takes time. 
 
School rules/norms—You might know that the school environment has posed 
particular challenges for volunteers who are unfamiliar with working at the school.  
There might be specific situations with students or staff expectations that you can 
inform the volunteers of ahead of time.  No need to overdue it.  
 
Volunteer procedures—Make sure the volunteer has filled out the correct 
paperwork and that they understand the need to sign in and out of the school and 
wear a name tag at all times. 
 
Confidentiality expectations—Your school has specific legal and moral 
expectations about sharing information reporting abuse issues.  Volunteers should 
know that academic and personal information they know about the students should 
be shared only with the appropriate teachers and school staff.  Unless special 
arrangements are made with the teacher and principal, the teacher should handle all 
communication with parents and other students.  In addition while we appreciate 
volunteers speaking to others in the community about their positive work at the 
school, information about individual students should not be shared and any concerns 
or problems should be addressed with the appropriate people at the school.   
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When a volunteer suspects or knows that a student is in an abusive situation or is 
being neglected, they have a responsibility to inform the student’s teacher or the 
program coordinator.  While the staff person is responsible for following through with 
the situation in an appropriate manner, we may need the volunteer’s help 
documenting the situation.  Students need to understand that this type of situation 
cannot be held in confidence, even if it risks the student-volunteer relationship. 



 

Clarification of volunteer role—Be clear about what the volunteer will be doing 
and important pieces of their role to attend to.  Provide a job description if possible.   
 
Where to find materials—Make sure the volunteer knows where to locate supplies 
or materials for the work they are doing.  This may simply involve asking for it from a 
staff person.   
 
Scheduling and tasks—Make sure you confirm a starting date and schedule.  In 
addition, you or the teachers may have different work for the volunteer each time 
they are working at school.  Help them to know how to best know what they will be 
working on that day.  Perhaps the teacher will send them a note, or there might be a 
logbook with instructions.  It may be the student’s responsibility to bring their work 
with them.  The teacher might want to communicate briefly with the volunteer before 
or when they arrive in class.   
  
Notification of scheduling issues or absence—It is wise to let the volunteer know 
that we understand that scheduling challenges arise, but that it will be most helpful 
to inform the school ahead of time or call to let you know what is happening.  This 
can be a good time to emphasize the importance of making a realistic commitment 
that the school can count on.  It is also a chance for you to inform them of any 
schedule issues that they can anticipate affecting them such as holidays, testing 
schedules, or early releases.   
 
Handling problems—Even if you had all the time in the world, you couldn’t prepare 
the volunteers for every challenging situation they might face at school.  However, 
you should offer some general guidance in this area.  Let them know that the 
teacher should handle severe behavior problems.  You or the teachers should also 
be informed of behavior patterns that interfere with learning.  Volunteers should also 
know who to talk to with to troubleshoot particular situations. 
 
Time to ask questions—Always give them a chance to ask questions.  You might 
need to ask them in a couple of ways to encourage their thoughts. 
 
School tour—No need to take them everywhere and introduce them to everyone.  
They should know where certain areas or rooms are located, where the staff 
restroom is, and be introduced to key people like the secretary, the teacher they are 
working with and support staff they will need to know.  It is great to introduce them to 
the principal as well, when possible. 
 
Also inform them of upcoming training or meeting times. 
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Volunteer Orientation Checklist   
(Sample) 
 
Name of Volunteer:_____________________________________ 
 
School’s Name:________________________________________ 
 
Personal Responsibilities 
 

� Checking in and out  
� Wearing a name tag on each visit 
� Procedures for absence or schedule change (name and number to call) 
� Use of school equipment 
� Confidentiality between volunteer and student (s) 
� Contact Building Coordinator if problems arise 

 
Tour of School 
 

� Introduction to school support system (Secretary, Librarian, etc.) 
� Entrances and exits 
� Fire drill routes and locations 
� Restroom locations (students and adults) 
� Location and availability of instructional materials 
� Eating facilities and procedure for a cup of coffee 
� Parking facilities 
� School information (school brochure, map, calendar, and newsletter) 
� Discipline procedures 
� Use of school phone 
� Office telephone number 

 
Activity Information 

� Copy of job description for my role 
� Location of activity 
� Date when activity will begin 
� Confirmation of scheduled days and times of activity 
� Where volunteer reports to pick up student(s) 
� Length of volunteer commitment 
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� What the volunteer is called (Mr., Mrs., First name) 
 
 
 
 
 
 



 

Basic Training and Ongoing Enrichment  
 
There may be common information and skills that you feel all people in a particular 
role need to have.  For instance, you would like your tutors to use a particular style 
or structure, or perhaps your PTA needs to know the elements of effective meetings.  
If you can offer these types of trainings in a quality way to your volunteers, we are 
confident that their work will be more effective.   
 
Some volunteers will want to learn more and benefit from ongoing opportunities to 
gather and talk about their work.   
 
Knowing that you are likely not able to provide all the training that you would like to 
offer because of time or expertise, here are some suggestions for creating and 
offering training beyond the orientation.  
 
� Identify the topics 
¾ Prioritize training needs 
¾ What they need (or we need them) to know 
¾ What they want (or we want them) to know 

 
� Identify how you will offer the training 
¾ Site-based training with current resources 
� You or another staff person can facilitate 

¾ Site-based training that you create 
� Research and learn the information to teach 
� Structure the information into an effective training format (see examples 

in the following pages) 
¾ District trainings that you bring to your school or send your volunteers to 
� The school district may be offering training that is applicable to your 

volunteers.  Check with the SPS Community Learning Office or 
Professional Development 

� These might be free or available for a small fee. 
¾ Community-based trainings that you send your volunteers to 
� Check with community-based agencies to find out what they have to offer 

and their schedules. 
� The Seattle Tutoring Coalition, United Way of King County, Schools Out 

Washington and your local family center are good resources for training.  
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� Connect with other schools—You might have a school nearby that is 
already doing the training you need.  Combine your efforts.   

 



 

Do-it-Yourself: Training  
 
You don’t have to be a trained facilitator or expert to train people.  By following a 
plan and providing good structure, you can offer a training that will meet the needs of 
your school.  Below and on the following pages are some ideas on how to create 
and provide training to fit your needs.     
 
� Identify the key topics you need to cover 
¾ Identify why this information is important 
¾ Outline the main points  
¾ Consider experiential activities that will compliment the topics 

 
� Follow the steps on the following page for creating structure and 

establishing content.  These are some basic concepts (just one model) that 
are important to provide in most training.  With this structure, you can design 
training for a variety of content depending upon your needs.  
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Group Activity- 
¾ Facilitate an experiential activity that encourages learning.   
� This can be done in pairs, small group or large group. 
� Consider a low-cost hands-on experience. 
� Role plays, though dreaded by some, can be very helpful. 

¾ Have a group discussion/clarification after the activity to find out what people 
learned or their feelings on the topic. 

 
� Break 
¾ This is optional depending upon time.  2-hour trainings or less can go without 

a break.  3-hour trainings or blocks should have a break. 
� Be specific about time. 
� Reminder about refreshments/water/restrooms. 
� Be clear if you have tasks to complete during the break or if you are open 

to discussion with participants. 
 
� Training Content-Part II 
¾ Provide Information—If you have more to present/discuss. 

 
� Group Activity- 
¾ Again, if time permits and content is extended. 
�  Pairs, small group or large group. 

¾ Group Discussion/Clarification. 
 

� Wrap-Up 
¾ Review of topics covered. 
¾ Offer addition resources. 
¾ Other training. 
� Written Resources 
� Other people 
� Web Resources 

¾ Time for other questions. 
� It is essential to provide some time at the end for extra conversation. 

 
� Evaluation 
¾ Design and/or use an evaluation to receive feedback about the training. 
¾ Emphasize importance of constructive feedback—Interest in quality. 
¾ Evaluate. 
� Content 
� Presenter knowledge 
� Resources and material 
� Logistics—space/time (optional)  
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Framework for Developing Effective Training Content  
 
NOTE: The following framework focuses on content. It does not address the logistics 
of organizing a training session. It is assumed that individual trainers will choose a 
particular presentation style suited to the material, the trainer’s needs and the needs 
of participants. 
 
Effective training includes the following elements. The elements may be included 
formally or informally, as the situation requires. 
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Sample Get-to-Know-You Activities  
 
Try these simple activities to get started with your training or meeting. 
 
Also, try putting “Ice Breakers” into your search engine in the Internet 
 
� Simple:  Have people say their name and something they like or do, or 

something else about themselves.  It could be any random piece of information, 
something fun, or something that has to do with the training, like a teacher that 
they remember well and why, or something fun they have done in the last month. 

 
� I’m bringing:  Have folks in a circle and each person should say their name and 

what they are bringing to a particular (pretend) event (like to Field Day, to math 
class, or a trip to the moon) For instance…”My name is Angie and I’m bringing 
art supplies, ” or “My name is Chris and I’m bringing charm.”   
¾ For an added challenge, have someone start again with the same thing they 

are bringing.  Then have the next person repeat the first person’s name and 
what they are bringing, and then name their own.  The third person starts with 
the first person, then the second person, their own, and so on, each person 
trying to remember the people who came before them.  It’s a good memory 
game that will help people remember each other’s names.  It can take some 
time, however.   

 
� Pair Introductions:  Pair people up with someone they do not know or do not 

know well.  List 3-5 introduction questions, like name, where they are from, what 
they like to do with their free time, etc.  The pairs share that information with each 
other.  Then gather the large group and have the participants introduce the other 
person.   

 
� Who Did That?  Before the training, make a list of 10-20 experiences or 

knowledge that people in your group are likely to have.  For instance…been to a 
foreign country, has a child at this school, wears red suspenders, anything, 
really.  Or relate the items directly to the content of the training, for instance-
knows the name of the school secretary or who has been to an All-City Tutor 
Training.  The group should find someone who has that knowledge or 
experience, introduce themselves and have the person initial their paper.  
Consider offering a simple prize for the person who finishes first. 
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� Who am I?  Have sticky notes, or paper or index cards with some tape.  Ahead 
of time, write the names of famous people on the paper and, without them 
seeing, place the notes on their backs.  People need to ask other people yes and 
no questions to try to identify themselves.  They can only ask each person one 
question until they have talked with everyone, introducing themselves to people 
they don’t know.  Each time they ask a question, they can take a guess at their 
identity.   



 

Workshop Evaluation      
(Sample ) 
 
Workshop Title _____________________ 
Workshop Date_____________________ 
Presenter__________________________ 
 
 
Please rate the following:  Very Helpful       Helpful      Not Helpful 
 
Information offered    5 4 3 2 1 
 
Presenter knowledge/skills   5 4 3 2 1 
 
Handouts/materials    5 4 3 2 1 
 
Meeting location    5 4 3 2 1 
 
Overall workshop     5 4 3 2 1 
 
 
My most valuable or notable learning was: 
 
 
 
I still have questions about: 
 
 
 
The best part of the workshop was: 
 
 
 
Any other suggestions/comments? 
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ELEMENTS OF EFFECTIVE VOLUNTEER PROGRAMS—Part 7 
Volunteer Support and Program Management  
 
Daily management of your programs will depend on your time and energy.  As 
emphasized in previous sections of this book, always focus on your goals and try to 
maintain a reasonable amount of work.  Aim for quality, not quantity.  Attention to the 
following issues will help you maintain effective programs. 
 
� Ongoing Communication 
¾ See the Making Communication Manageable page in this section 
¾ Maintain appropriate levels of communication between you, the volunteers 

and other staff 
¾ Meetings and phone calls are often challenging to your schedule, but can be 

effective if planned and brief 
¾ Communicate with written notes or a logbook 
¾ Use email if possible 
¾ You can always follow up verbally if necessary 
¾ You should communicate instructions, tasks and updates 
¾ Have volunteers communicate progress, problems, questions 
¾ Some other ideas for ongoing communication   
� Volunteer support meetings 
� One on one supervisory meetings with volunteers 
� Volunteer mentors (matching new volunteers with “veteran” volunteers) 
� Weekly/monthly check-in by phone (telephone tree) 

 
� Keeping Records 
¾ Track your progress and procedures to measure your movement toward 

meeting your program goals and assist in future volunteer programming  
¾ Keep track of volunteer schedules when possible.  Make sure you are not 

burning people out and check in with people who you miss. 
¾ Make notes of what works and what does not.  This will help future people in 

your position or those at other schools. 
¾ Make notes of volunteer successes to use for appreciation and program 

marketing. 
¾ Also note any challenging or contentious interactions with volunteers. 
¾ Keep track of the children your volunteers are serving.  This may allow your 

school to understand the impact volunteers have on student achievement. 
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¾ If you are working on specific projects or events, keep a list of tasks and steps 
you take to assist in future planning efforts. 



 

� Preparing students and staff to work with volunteers 
¾ Volunteers should be respected as another staff person. 
¾ They should also be treated as honored guests. 
¾ Students/Staff should use common courtesy and show appreciation. 
¾ They should also know that volunteers have a job to do. 
¾ Other staff should understand their responsibilities for supporting volunteers. 
¾ Involve other staff in establishing programs. 

 
� Making arrangements for volunteers in your absence 
¾ Structure your programs in ways that don’t depend on you being there.  
¾ If you know that you will be gone during times volunteers need you, let them 

know ahead of time who to speak with for information, or alternative ways to 
communicate with you. 

¾ Confirm with another staff person or two that can fill in for you with particular 
situations. 

¾ Offer gentle reminders to other staff when you will be on vacation and let 
them know if there are any situations that the school should be prepared for. 

 
� Integrating volunteer recognition into daily operations 
¾ Know your volunteers: their names, the names of their partners and children, 

their pets, etc.  Ask them how they are and listen to them. 
¾ Periodically give out interesting articles or other resources that will increase 

their knowledge or help their work. 
¾ Provide a place where they can take breaks, talk to you and each other, 

perhaps have a cup of coffee or tea. 
¾ Write updates about the volunteer program or feature various volunteers in 

the newsletter and make sure the volunteers get copies.   
¾ Write daily/weekly notes to them in a communication log. 
¾ Help the principal to know whom the volunteers are. 
¾ Provide personalized name badges and a place to store or place them at 

school. 
¾ Make sure everyone at school is involved with appreciating volunteers, not 

just you. 
¾ See the Volunteer Appreciation section of this book for more ideas. 

 
� Addressing difficult situations 
¾ Prevent problems through clear expectations and open communication. 
¾ Be aware, proactive, and err on the side of safety. 
¾ If you sense that there is a problem, there likely is. 
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¾ See the following pages for more specific ideas for addressing problems. 



 

Making Communication Manageable  
 
Sometimes the communication necessary for your job is more than you are prepared 
for.  There may be too many people to communicate with, or individuals who need 
too much of your time.  You also might be faced with people who have issues that 
you are not prepared to address.  Below are some ideas for making this part of your 
job manageable. 
 
� Be upfront about your availability:  You may have a very limited schedule that 

others do not understand.   
¾ Let volunteers and staff know what your schedule is and how it is best to 

communicate with you.   
¾ Some people might assume that you work at the school all day every day, 

which is not true for most volunteer coordinators. 
 
� Offer options:  Let people know how to communicate with you when you are not 

available.   
¾ Use some of the techniques listed in the section above and make a policy of 

returning messages within 2 days.   
¾ Let people know whom else they can communicate with if you are not 

available. 
 
� Allow for some flexibility:  Unexpected situations will arise when you want to or 

need to communicate with a volunteer or a staff member.  If you plan your 
schedule with some flexibility, there will be fewer negative consequences for 
attending to communication needs.   
¾ Adjust your schedule to incorporate this piece of your job responsibilities.  It is 

an integral part of your job. 
 
� Set boundaries when necessary:  When faced with a volunteer or a staff 

member who takes too much of your time, or involves you in situation that is not 
within your responsibilities, it may be necessary to clarify your abilities attend to 
their needs.  
¾ Find a constructive way to let them know that you can schedule time to meet 

with them if necessary. 
¾ Let them know you are right in the middle of another task and ask them to 

send you a note.  Be apologetic if helpful.  
¾ Make a point of checking in with them when you do have time.   
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¾ Do not become involved in situations that do not involve you.  Both volunteers 
and staff members should address problem situations with those directly 
involved, unless it is your role to mediate between a volunteer and another 
person. 

 
 
 



 

Addressing Problems with Volunteers  
 
When faced with a difficult situation, it is always important to try and be objective, fair 
and strong.  Dealing with a difficult person or addressing problem behavior can be 
an intimidating job for some.  For others, the challenge is to be compassionate and 
constructive.  We have to weigh the good intentions of the volunteer with the need 
for safety and effectiveness for our school.   
 
We all have first-hand experience that problems rarely just go away by themselves.  
Someone has to address them at some point and when it comes to volunteers, it is 
likely your responsibility.   
 
Note:  Sometimes it is actually the school or a particular staff member that is 
creating barriers for the work the volunteers are trying to do.  Again, this is 
likely your responsibility to address, at least as far as informing the school 
leader about the need for change, or changing the structure of your programs 
to work around the problem. 
 
That said, here are some questions to ask yourself when 
confronted with poor volunteer performance: 
 

� When was the last time I gave 
this volunteer a sincere 
compliment, or said “Thank 
You”? 

� Am I giving this volunteer 
adequate recognition? 

� Does this volunteer have the 
skills to do the job? 

� Does this volunteer have 
interests and personality to do 
this job well? 

� Is the volunteer having personal, 
non-job related problems? 

� Have I involved this volunteer in 
decision-making that affects 
his/her job? 

� Is the job meeting this volunteer’s 
personal goals and needs? 

� Is this a staff-volunteer conflict? 
� Am I making this volunteer feel 

part of the team? 
� Am I involving this volunteer in 

social events related to the   
organization? 

� Does the volunteer have 
adequate support to get the job 
done? 
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(Adapted from the Institute for Fundraising 
as used by NAPE)



 

Productively Confronting a Volunteer   
(Adapted from Audrey Richards, Managing Volunteers for Results as used by NAPE) 
 
When you have a problem with a volunteer, you should follow this ten-step 
procedure for arriving at a productive solution. 
 
Step 1. Set a time and place to talk, “I want to discuss with you an issue that 
concerns both of us. When and where would be a good place to do this?” (Agree 
on a time and place. Be sure to provide enough time and insure complete 
privacy). 
 
Step 2. (When you have arrived at the appropriate spot), state your intentions 
and expectations for the outcome of this meeting. “ I want to discuss an issue 
about a certain way we are working together. I hope we can create a solution 
together that will be agreeable to you as well as me.” 
 
Step 3. State the event—“Remember when…” (Wait for acknowledgement). 
 
Step 4. State your feelings about the event using “I statements” and end your 
statement with a question—“When this happened…I felt that way because I 
wanted…, How were you feeling?” 
 
Step 5. Explore all relevant information concerning the event—“I’d like to tell you 
my view of what happened and I want to hear your side also.” DO NOT GO FOR 
SOLUTIONS YET. 
 
Step 6. Repeat the volunteer’s view of the event—“OK, let me see if I understand 
your statements. What you’re saying is…” 
 
Step 7. Explore solutions that would satisfy both of you—“Maybe now that I 
understand what you were thinking about and you understand what I was 
thinking about, we can explore some ways to solve this kind of problem in the 
future.” 

• What can I do to be helpful to you in such a situation? 
• Here’s what you can do to help me. 
 

Step 8. Offer a fair exchange—“OK, I’ll perform this service for you in the future, 
if you perform this service for me in exchange.” 
 
Step 9. Test for agreement and commitment— “Is it realistic to think we can carry 
out this bargain? What will we do if one of us finds it impossible to keep our half 
of the agreement?” 
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Step 10. Sum up—I think we have agreed that… 



 

Volunteer Discipline and Discharge Policy  
Note: The policy framework below is not an official school district policy.  While Seattle 
Public Schools does not have an official Discipline and Discharge policy for volunteers, 
this model corresponds with standard practice for educational and service-oriented 
organizations.  All legal issues should be referred to the SPS General Counsel’s Office 
through the school principal. 

 
Recognizing that individuals may not respond appropriately to policies, procedures, and 
directives, written step-by-step procedures are established regarding appropriate 
disciplinary measures.  The supervisor has the responsibility to evaluate thoroughly the 
circumstances and facts surrounding any purported infraction and to determine if 
disciplinary action should be taken. The following are forms of disciplinary action that 
may be taken for infractions of school rules and regulations. 
 

I. Oral Reprimand 
a. This type of discipline should be applied for infractions of a 

relatively minor degree. 
b. A notation that an oral warning was given will be made in the 

volunteer’s personnel file. 
II. Written Reprimand 

a. This notice will be issued in the event the volunteer has 
disregarded previous oral written warnings, or if the infraction itself 
is severe enough to warrant a written record in the volunteer’s 
personnel file. 

b. A copy of the reprimand will be provided to the volunteer. The 
original copy is to be placed in the volunteer’s personnel file. 

III. Suspension 
a. This is administered as a result of a severe infraction of rules, 

standards, or for excessive violations after the volunteer has 
received a written warning and has not shown sufficient 
improvement in performance. 

b. The supervisor will set forth the facts leading to the reason for the 
disciplinary suspension and the duration of the suspension and 
shall so inform the volunteer prior to action being initiated. The 
original copy of the disciplinary action letter is to be placed in the 
volunteer’s personnel file with a copy given to the volunteer. 

c. Suspension must be approved by the Principal before taking effect. 
IV. Discharge 

a. Only the Principal can discharge a volunteer. 
b. If it is felt that the infraction is so severe as to recommend 

immediate termination, the supervisor has the authority to place the 
volunteer in immediate suspension. 
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c. In cases where discharge is necessary as a result of a service of 
infractions which have been documented, the Principal will be 
contacted and approve of that action prior to the actual termination. 



 

The Art and Science of Supervision  
 

A Good Supervisor Should: 
 
� Know that leading is hard 

work. 
 
� Be interested in people. 
 
� Have patience. 
 
� Have sympathy and 

tolerance. 
 
� Be loyal. 
 
� Be accepting of constructive 

criticism. 
 
� Be tactful. 
 
� Be objective and impartial. 

 
� Be dependable. 
 
� Be cooperative. 
 
� Be democratic. 
 
� Keep a sense of humor. 
 
� Be enthusiastic. 
 
� Use imagination. 
 
� Apply common sense. 
 
� Have Integrity. 
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Creating a Sustainability Binder  
 
It will be helpful for you and others to keep track of the progress 
you’ve made, tasks you are responsible for, and the things you learn 
about how to do your work.  Creating a sustainability binder is a 
method some programs use to create consistency and address the 
transitions in volunteer program staff.  Here are some suggestions 
about what to include in your sustainability binder: 
 
� Give an Overview of the School 
¾ Include the school’s mission, population served, 

surrounding community and school culture. 
¾ Description of the volunteer program at our 

school- is there a pre-existing program, or is the 
school in the process of creating a program? 

¾ How does tutoring fit into the program? Are 
students pulled out of class, group reading etc. 

¾ Can you relate your activities to the programs 
already established at the school- volunteer programs, family 
support program, etc? 

 
� Volunteers 
¾ Vision/ Goal: What does a successful and sustainable program 

look like at your school? How many volunteers were you aiming 
to recruit? 

¾ How many volunteers did you recruit? How many hours of 
service were reported? 

¾ Provide information about recruitment of volunteers- where did 
they hear about your program, what tools materials did you use 
for recruitment? 

¾ Provide contacts for future recruitment efforts. 
¾ Provide volunteer position description 
¾ How were your volunteers trained? 
¾ What was the process for scheduling volunteers? (It may help if 

you leave a copy of this year’s schedule). 
¾ How were volunteers supervised? 
¾ How were volunteers incorporated as valuable members of the 

school culture? How are volunteers supported? 
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¾ What is the daily routine for volunteers? (Signing in, recording 
time spent with students, etc.) 

¾ Provide list of volunteers and their status (e.g., resigned, 
current, will start. etc.) 

¾ What recognition did the volunteers receive? 
 
� Programs 
¾ What programs do you have at your school- before/ after 

school, lunchtime, and/ or recess programs in addition to in-
school tutoring? 

¾ Give details about the different programs- what is the schedule, 
how many tutors are available; what are the lesson plans for 
the programs, etc.? 

¾ How many staff members, Para pros, etc. are involved with the 
programs?  

¾ How effective were the programs- suggestions for next year? 
 
� Community Involvement 
¾ What community involvement activities took place this year? 

(Read-aloud days etc.) 
¾ Does your school have any established partnerships with 

community organizations or businesses? 
¾ List any current and potential community contacts. 
¾ Leave sample materials used this year including letters, 

posters, flyers, Public Service Announcements, etc.  
 
� Logistics 
¾ Identify where materials can be found. 
¾ Identify who is responsible for what projects and who can 

provide helpful information. 
 
 
Include any other special projects or programs from this year. 
Another helpful step would be to include information about how the 
school could sustain its program. 
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ELEMENTS OF EFFECTIVE VOLUNTEER PROGRAMS—Part 8 
Volunteer Recognition and Appreciation 
 
Don’t let volunteering be a thankless job.  The number one method for retaining 
volunteers is to make sure they know that they are appreciated. Recognition and 
appreciation should come from different people in different ways.   
 
There are many ways to thank and recognize your volunteers.  In the following 
pages you will see just a few that we’ve collected over the years.   
 
You can also put “Volunteer Recognition” into your Internet search engine and find 
many other ideas.   

Make it a priority. Recognizing the work of volunteers is crucial for any organization that 
wants to retain them and attract others. Designate someone in your organization to be 
responsible for ensuring that ongoing recognition of volunteers takes place. 

Do it often. Recognition of volunteers should happen on a year-round, frequent and 
informal basis – begin with saying “Thank you” often!  

Do it in different ways. Vary your recognition efforts from the informal thank you and 
spontaneous treats, to more formal events, such as dinners and awards.  

Be sincere. Make each occasion you use to recognize your volunteers meaningful and an 
opportunity to truly reflect on his/her value to your organization. 

Recognize the person, not the work. Phrase recognition to emphasize the contribution of 
the individual, not the end result. “You did a great job!” as opposed to “This is a great job!” 

Make it appropriate to the achievement. For example, a paper certificate accompanied by 
a private thank you may be appropriate for a few months of service but a public dinner and 
engraved plaque may better suit 10 years of volunteerism.  

Be consistent. Make sure whatever standards of recognition you establish can be 
consistently maintained by your organization in years to come. Holding a volunteer 
recognition dinner one year sets up expectation for future volunteers. 

Be timely. Try to arrange recognition soon after achievement has been reached – delaying 
until weeks or months later diminishes the value of your gratitude. 

Make it unique. Getting to know each of your volunteers and their interests will help you 
learn how best to recognize each individual and make them feel special. 

Sources:  
- Making the Most of Volunteer Resources workshop materials, Community Services Council 
- Celebrate Volunteers, Volunteer Canada 
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Volunteer Recognition and Retention Practices  
Compiled by the Seattle Tutoring Coalition, 2001 
 
When looking for appreciation ideas for your volunteers, always keep in mind 
ongoing efforts to recognize and support volunteers.  For those times when you want 
to formally recognize volunteer efforts, like the end of the quarter or end of the year, 
consider what they would like and appreciate, as well as what resources you have 
available.  Local businesses are a good resource for food or gifts.  The PTA or your 
school staff may well be willing to support a party or other recognition effort.  You 
might make a targeted request to the principal or leadership team for specific funds.  
Sometimes recognizing specific volunteers individually is appropriate and effective.   
Here is a list of methods that members of the Seattle Tutoring Coalition have found 
successful and not-so-successful. 
 
ONE IMPORTANT NOTE:  Volunteers generally do not want you to spend a lot 
of money to appreciate them. 
 
Successful Methods 

• Hand-made gifts from the kids/students 
• Photos of tutor-student pairs with frames made by the students 
• Framed kids crafts (can get frames cheap or donated) 
• Coffee (bag of beans in a coffee mug) or coupons to local coffee shops 
• Bulletin Board in high-traffic area with display of “what gift I would like to give 

my tutor/mentor” written by the students (may encourage non-material gifts) 
• Having a key-note speech at an event delivered by a client/student or a 

parent (sharing their experience, how the tutoring/mentoring relationship has 
helped them) 

• Hand-written notes of thanks (on a very personal, individual level) 
• Tickets (to plays, local events, the lottery) 
• A large thank-you banner with all of the volunteers’ names (make your you 

get them all) 
• Certificates (that are personalized and accurate) 

 
Not-so-successful Methods 

• Not doing anything! 
• Overly expensive gifts 
• Certificates (that are impersonal or inaccurate) 
• Overuse of volunteer catalogue gifts/not well-matched to the volunteers 
• Holding big events with small staff and/or volunteer turn-out 
• Not asking people to do more 
• Developmentally inappropriate (e.g. bunny rabbit erasers for adults) 
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• Making ineffective student-volunteer matches to begin with 



 

Recognition Ideas  
 

THE LIGHT TOUCH 
 

• Send anonymous, humorous cards during hectic times! 
• Leave candy kisses at volunteer stations! 
• Dress in costume at Halloween, St. Patrick’s Day, etc. and pass out treats! 
• “Come as you are” surprise party! 
• Silly posters! 
• Anonymous notes on the bulletin board! 
 
 

GENERAL 
 

• Stop by while volunteers are working to have a word or two with each. 
• Smile and call volunteers by name. 
• Remember birthdays, anniversaries, and personal times of importance. 
• Coffee cups with names on them. 
• Labeled areas to place coat, hat, etc. 
• Keep track of length of times worked so as to recognize volunteers 

accurately. 
• Suggestion box. 
• Internal/ external training opportunities. 
• Job descriptions for volunteers that are specific, clear, flexible. 
• Occasional surprise treats to say “ thank you.” 
• Holiday parties. 
• Kickoff potluck. Invite to school. 
• Monthly birthday listing posted for all to see. 
• Keeping people up on changes and giving people reasons behind changes. 
• Sending  “get well” cards. 
• Job rotation opportunities. 
• Include feature articles on volunteers in the school newspaper. 
• Invite volunteers to a special assembly. 
• Have students write letters of thanks on the volunteer’s birthday, during 

National Volunteer Week, or other time. 
• Send letters to business volunteers’ employers, citing achievements. 
• Give each volunteer a certificate (available from SFSV), flower or small gift. 
• Design a bulletin board in a hall that includes the names of all the volunteers. 
• Have each class organize a special event and presentation for their volunteer. 
• Chart to show accumulated hours for individuals. 
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• Volunteer of the month /week/ year awards. 
 



 

More Volunteer Recognition Ideas  
 
The following is a list of volunteer recognition ideas from volunteer program 
managers from around the world.   
 
� Formal recognition events (dinners, 

teas, dessert buffets, etc.) held 
during National Volunteer 
Recognition Week. 

� Special gifts. 
� Thank you cards 
� Articles on individual volunteers in 

organizational newsletter, website or 
even a web page to salute 
volunteers. 

� Volunteer of the Month. 
� Free coffee and treats 

for on-site volunteers  
� Name badges 
� Articles about your 

volunteer(s) in the local newspaper. 
� Pizza for teen volunteers. 
� Gift certificates or coupons to local 

restaurants or amusements. 
� Know their names, the names of 

their partners, kids or pets and ask 
about how they are. 

� Birthday, anniversary and holiday 
cards. 

� Plaques or banners in public places. 
� Organizational logo t-shirts 
� Pay registration fees (or part of) for 

continuing education classes or 
conferences. 

� Send cards to volunteers on special 
days and for special deeds. 

� Invite volunteers to participate in 
workshops and involve them as 
speakers. 

� Open house at different sites per 
month. 

� Letter to the volunteer’s family letting 
them know how much the person’s 
work is appreciated, and thanking 
the family for supporting the 
volunteer in their efforts. 

� Letter to the person’s employer/co-
workers 

� Letter to person’s 
teachers/academic advisors/school 
principals 

� Letter to volunteer from (or a visit 
with) the beneficiary of the 
volunteers services. Let the 
volunteer really see, hear and feel 
the end result of their work. 

� Pay registration fees (or part of) for 
continuing education classes or 
conference. 

� A newsletter for your volunteers  
� Print names of all volunteers in 

weekly/monthly corporate/ agency 
newsletter. 

� Ads for volunteers’ businesses in 
your newsletter. 

� A special parking spot for a month. 
� Tickets to cultural events. 
� Discounts at local shops.  
� Free Internet access or Internet 

training for them. 
� Item with your logo on it (mug, tool 

set, post-its, note cards, book mark, 
etc.). 

� Photos of volunteers up in a 
prominent position in your 
agency. 

� Donate books to a library in the 
name of volunteers (with a label 
with the volunteer’s name on it). 

� Create a booklet with staff and 
client’s quotes about how much 
volunteers mean to the 
organization and share it at an event 
or mail it. 

� Give volunteers buttons or pins. 
 

Ideas were collected from a CyberVPM 
poll.
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ELEMENTS OF EFFECTIVE VOLUNTEER PROGRAMS—Part 9 
Quality Control 
 
Program Assessment and Improvement 
 
To ensure a high quality program, you must build in an evaluation 
component to your operations. 
 
� Design an evaluation that captures information from all of your 

partners: 
¾ Volunteers 
¾ Staff and school administration 
¾ Students (when appropriate) 
¾ Community partners 
¾ Parents 

 
� The measurement tool that you design must align with the goals of 

your program (i.e. if increased student achievement is a goal, 
make sure you have access to test scores and anecdotal tutor and 
teacher information on students served). 

 
� Pre-placement and exit interview surveys for volunteers help you 

obtain information on how effective your program has been at 
meeting their needs and expectations 

 
� Whatever method of measurement you choose, it is important to 

utilize it over a significant amount of time (i.e. one full year of 
operation) to ensure a “clean” system 
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A Volunteer Management Checklist  
This checklist is an activity to help you set goals, and plan for the sustainability of 
your program. 
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Step in Volunteer Management Yes No Not  
Sure 

My plans 

1. There are measurable goals 
for my program. 

    

2. I have set measurable goals 
for my program. 

    

3. There are written position 
descriptions for all tasks 
volunteers carry out. 

    

4. There is a volunteer 
application. 

    

5. Most volunteers are 
interviewed before they assume 
their position. 

    

6. Appropriate background 
checks are done for volunteer 
positions that require it. 

    

7. There are written policies to 
guide volunteer actions. 

    

8. We use different 2-5 different 
techniques to recruit volunteers.

    

9. There is regular informal 
communication with volunteers. 

    

10. We have a formal way of 
communicating with volunteers. 
(newsletter, Web page, etc.) 

    

11. We keep records of all our 
volunteers and their service. 

    

12. There is formal recognition 
of volunteers 

    

13. There is informal 
recognition of volunteers. 

    

14. We are working with groups 
in our community to provide 
volunteers for our program. (i.e. 
corporate, service clubs, et.) 

    

15. There are records about the 
volunteer program that are 
passed from one Volunteer 
Coordinator to the next. 

    



 

Volunteer Sign-In  
(Sample) 
 
All volunteers should sign in and out and wear a NAME BADGE. 
 

Date Name (please print) Teacher or 
Location 

Time
In 

Time 
Out 

Total 
Time Activity/Focus 
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Volunteer Activity Reporting Form  
(Sample) 
 
Total Estimated Volunteer Hours 
 
SCHOOL: ________________________________ 
 
CONTACT: _______________________________ 
 
Reporting Period:  Sample for quarter or Year 
 
 
Total Estimated Number of School Volunteers: ________ 
 
Total Estimated Number of Volunteer Hours: ________ 
 
 
To the best of your ability, please identify the source of those volunteers (as a %): 
 
Family Members   _________ 
Community Organizations   _________ 
(i.e. Study Buddies) 
Businesses     _________ 
(i.e. Amazon) 
Individuals    _________ 
University Students   _________ 
K-12 Students   _________ 
TOTAL:                             100  % 
 
To the best of your ability, please identify how these volunteers were utilized  
(as a %): 
 
Tutoring/Mentoring   _________ 
Classroom Support   _________ 
Special Events   _________ 
Office/Admin Support  _________ 
Summer Program   _________ 
Field Trips    _________ 
Sports     _________ 
Technology Labs   _________ 
Enrichment Classes   _________ 
Other: _____________  _________ 
TOTAL:                            100  % 
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SECTION IV 
 

WORKING WITH FAMILIES 
 
In most of our schools, a majority of our volunteers are family members.  
Families continue to be the most accessible and willing group of prospective 
volunteers because we already have contact with them.  They also have an 
automatic investment in helping the school succeed in educating their children.   
 
However, that investment does not always translate into action.  Some schools 
find it particularly challenging to engage families.  At the same time, our schools 
are looking more and more to families as partners in educating our students.  We 
are recognizing that our children are learning all of the time, not just at school, 
and it is important that families are able to support what is happening at school.  
It is also important that schools support what is happening at home.  Below and 
in the following pages are some suggestions for involving families as volunteers. 
 
� Help your school involve families in more effective ways 

There are a wide variety of ways that your school is and should be engaging 
families, not just as volunteers.   
¾ Visit the Family Partnerships Project website for ideas on involving 

families in a variety of effective ways.  
http://www.seattleschools.org/area/fam/index.dxml 

¾ Network with the PTA, other parent groups and the Building Leadership 
Team to collaborate and share ideas. 

¾ Find out what your school’s policies or goals are in the area of family 
involvement and tailor your programs to compliment those goals.   

 
� Build relationships before you ask for something 

People are much more willing to be involved and help out when they know 
and trust the person who is asking them.  Schools often send generic letters 
out to all the families and hope for an adequate response to their requests for 
help.   
¾ Invite families to events and help them feel a part of the school before you 

expect their assistance with something. 
¾ Work with others at the school to identify those groups of families 

that are not traditionally involved and find ways to involve them.   
¾ Many families need assistance to understand the school culture and need 

special encouragement to be involved. 
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� Offer them resources 

You most likely have access to a variety of information that can be helpful to 
families.  Your role will also likely make you aware of some common needs for 
information.   
¾ Help your school find effective avenues for communication with all families. 
¾ Copy or refer families to helpful resources like homework tips on the Internet. 

 
� Find interesting and fun ways for them to volunteer 

There are a number of traditional roles for parents that we see in many schools—
PTA, Room Parents, Field Trip Chaperones, etc.  These role may important and 
engaging in your school, but it is clear the opportunities for family involvement 
are much more broad than these traditional roles. 
¾ Identify a variety of opportunities for families to be involved as volunteers, 

including those that allow parents to work together, work at home and those 
that directly involve helping their child’s class.  If possible identify some 
appropriate roles for parents caring for younger children. 

¾ Make it fun, at least some of the time.  Helping out can be fulfilling enough, 
but families will return and encourage others to take part when they are 
having a good time.   

 
� Frame things positively 

It is important that we build and maintain confidence for families in what is 
happening at school.  You can help emphasize the important programs and 
progress your school is making. 
¾ Find your own ways of feeling good about your school.  Be an advocate for 

your programs. 
¾ Tell people about the impact of their work in student achievement. 

 
� Give them credit for what they do 

We might not see some families at school, but they are still supporting their 
child’s education.  Most families are involved with supporting their child’s learning 
in a variety of ways, many of which we do not experience personally.  Many 
families trust our teachers and staff to care for their children.  In that same way, 
we need to trust the families in doing what they do, and recognize the value of 
their efforts. 
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Ideas for Involving Parents  
From Seattle Schools Volunteer Coordinator Meeting 2/5/02 

 
 
± Volunteer Interest Sheets that go home to all families at the beginning 

of the year asking to please sign up to volunteer, what their preferences 
would be, etc.  Then that info can be collected and put into a database. 
(Always follow up if they say they can volunteer) 

 
± Room parents can recruit other parents, be the head of communication 

for the classroom, do things others don’t volunteer for, run auction, get 
drivers for field trips, etc. 

 
± Make sure the climate of the school welcomes parent volunteers.  Make 

sure parents have something to do and are treated like partners and 
colleagues. Encourage parents to come up with their own ideas and are 
included in every part of the school. 

 
± The welcoming atmosphere has to come from everyone in the school, from 

the principal on down. 
 
± VCs should keep abreast of teacher’s needs and how much participation 

they want  
 
± Some schools have clearly stated expectations that parents will volunteer 

in the school for a certain number of hours (i.e. 15-30 hours.)  Clearly 
define what is meant by volunteering.  (i.e. for some schools, reading with 
your child at home counts)   

 
± Create a directory of parents who would be willing to be contacted to 

volunteer 
 
± Create a web site with forms, ways to record hours, etc.  

 
± Keep PTA always in the loop 
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± Use phone trees 
 



 

± Hold family dinners that focus on various school cultures. 
 
± Hold quarterly meetings in the neighborhoods of your students and offer 

transportation, lunch, childcare, interpreters, etc. Offer video tapes, 
“how to help your children with homework”, break into language groups, 
give educational games to take home. 

 
± Make sure parent involvement is provided in a variety of different ways. 

Don’t limit partnerships with parents. 
 
± Send 1 weekly packet (not every day random flyers) with volunteer 

opps/school info. 
 
± Do things after school hours to involve more parents.  I.e. stuff 

envelopes in the evening, provide food and childcare.  
 
± Have a bake sale.  Gives families a chance to participate in some way and 

feel that they are doing something—makes them feel connected. 
 
± Have a rummage sale.  Helps families feel connected and also provides 

visibility in the community. 
 
± Have a Saturday weeding party—make a garden. 

 
± Develop school traditions. 
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For Parents Who Work…They Do Have Time!  
 
Coming to school to help can be time consuming and while families may wish to 
participate more, their schedules often do not allow them to do so.  Most of the work 
done in schools continues to happen during the school day when many families 
have other commitments like caring for younger children or working.  And while 
some families understandably have little to no time in their schedules to volunteer, 
others are simply not informed about the various ways they can contribute in ways 
that would meet their schedule needs. 
 
As we move toward more effective partnerships between families and schools, 
schools should continue to offer involvement opportunities for the families that find it 
challenging to come to school and volunteer in more traditional roles.  While we 
need to have families help in ways that are truly beneficial to the school, simply 
having families participating can be a beneficial to creating a welcoming and 
supportive relationship between school and home.   We encourage you to work with 
others to identify positive involvement opportunities for families that are hesitant or 
unable to commit to a regular volunteer role.  Below are some examples that may be 
helpful to your school. 
 
� Establish volunteer roles that can be done at home 

like developing instructional material, sewing 
costumes, fixing furniture or equipment, mending 
books, translating materials. 

 
� Organize career days for working parents to talk 

about their jobs.  Or ask them to host field trips to 
their work places. 

 
� Encourage family members to take one day off a year to drive for a field trip or 

assist with another event.  Inform them of other opportunities, but respect their 
commitment to that one day. 

 
� Invite parents to special evening or weekend events with their children. 
 
� Establish Internet Research Teams to find information for teachers and students. 
 
� Organize a phone tree to communicate upcoming needs and activities.  Have 

families work on the school newsletter. 
 
� Establish a short list of business that parents can contact for donations or 

participation.  Have them collect materials at home.   
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Working with Bilingual Families  
 
Note for Volunteer Coordinators:  One of your responsibilities will be engaging the 
families of our bilingual students.  Below are some general ideas that schools should 
be working toward.  In your role as Volunteer Coordinator, you should be just one 
of the people helping your school make these positive connections.  Our 
efforts must be broader than simply bringing them in to help out at school.  
 
 Toward the end of this section you will find a few specific tips on involving bilingual 
student families as volunteers.  The last part of this section will offer some valuable 
information on communicating and translating information for bilingual families.    
 
Involving bilingual families in schools requires research, thoughtful planning, 
and commitment from the school staff. In addition to language barriers, many 
families from other countries are unfamiliar with how our school system 
works, and expectations for family involvement with school.   
 
Parent groups existing in the school and community agencies should partner 
with the school for this endeavor. Involvement practices and activities should 
be integrated into the school system until they become part of the school 
culture and philosophy. 
 
� Learn about the families  

School staff (and PTA’s) should start by finding out exactly which nationalities 
and languages, and the number of families from each culture, are represented at 
the school. This is important information when considering cultural specific 
programs, translation, and interpretation.  This information can be easily found 
through the Seattle Public Schools Student Information System. 
 
NOTE: The ESL student enrollment list is not a reliable indicator of how many bilingual families 
are a part of the school. Some bilingual children might not be in this program. 
 
Develop a general profile of your school families: Do both parents work? Are they 
apartment dwellers or public housing dwellers? Is public transportation available 
from their homes to the school? Are they families with young children? Which 
neighborhoods do they come from? Etc. 
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� Assess the needs of families 

Asking families what they need and how they want to be connected with the 
school is very important before planning involvement programs. School staff can 
partner with PTAs or other parent groups to gather this information. Input can be 
obtained via: 
¾ Home visits (with interpreters)  
¾ Translated short surveys  
¾ Phone calls using a short questionnaire by interpreters  
¾ Culture specific Focus groups – meet with parents of the same culture to 

discuss their involvement in their children’s education. Use an interpreter as 
needed  

¾ Parent-teacher meetings with an interpreter  
 
� Establish relationships with the families 

Initial impressions are important.  Efforts that the schools make to reach out to 
families when they first enroll will be recognized and valued.  When families visit 
the school, they should feel welcomed.  Staff should be familiar with assisting 
and including people who look and dress differently, and who may have difficulty 
speaking English.  Welcome signs in translated into multiple languages are a 
positive first impression. 

 
School staff should partner with bilingual parents from different cultures to offer 
culturally relevant events. Parents can help plan the event and contribute stories, 
music, ethnic dresses, decorations, food or whatever they can. Make sure that 
their contributions are not a financial burden to them. 
 
Event planning helps families familiarize themselves with the school and staff. 
Since social events are usually well attended, these are also excellent 
opportunities to provide an educational component i.e. short presentations 
about school programs, parent-teacher conferences, PTA, parenting skills, family 
literacy, nutrition, etc. For better attendance, send translated invitations and 
schedule at least two phone reminders in their native language before the event.  
Examples of cultural events that could be planned by parents are: 
¾ Multicultural celebration/dinner  
¾ Cinco de Mayo or Dia de los Muertos Mexican celebrations  
¾ Chinese New Year or a secular holiday from other cultures  
¾ Cultural Heritage night  
¾ Ethnic musical performances  
¾ World history/geography night  
¾ Cultural fair  
¾ American secular Holiday celebrations for bilingual 

families– Halloween, Valentine’s day, Thanksgiving  
¾ Songs and games from around the world  
 
Helping arrange transportation to these events will be very helpful to the families. 
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� Offer relevant services or access to services 

The national trend for schools with large bilingual student enrollment is to 
transform themselves into full-service schools to meet the needs of students and 
their families. As families become connected to the school building though the 
services they receive, they are more likely to participate in school activities 
(parent-teacher conferences, PTA meetings, classroom activities, etc.), 
understand the school system and get to know and be known by the school staff. 
Examples of services: 
¾ Parenting classes- Raising children in America 
¾ On-site health, social services, counseling, and adult education (ESL, GED)  
¾ Bilingual family reading night 
¾ Bilingual books available in the library  
¾ Cooking classes (American food, consumer education)  
¾ Family computer skills  
¾ Affordable or free after-school programs with homework assistance  
¾ Parent Involvement and leadership classes  
¾ Immigration and citizenship classes  
¾ Job and career information  
¾ Housing, food and clothing bank information  

 
� Staff Collaboration 

Collaboration between the Bilingual Instructional Staff, the Volunteer Coordinator, 
the Family Support Worker, the Family Partnerships Coordinator, the Home-
School Coordinator, PTA officers and other staff members who regularly 
communicate with and involve families is important to avoid confusion and 
duplication of efforts.   

 

Bilingual Families and Volunteering 
As with other families in your school, as you deepen connections with bilingual 
families their involvement with school will likely increase.  Keep in mind that 
volunteering may not be a part of many bilingual families.  Here are a few 
suggestions specific to involving bilingual families as volunteers: 
� Identify volunteer roles that do not depend heavily on English language skills. 
� Involve groups of families that speak the same language and find ways to 

integrate their activities with other family volunteers. 
� Children should experience and value parents helping at school. 
� Many of our bilingual families have younger children that are not in school.  

Identify appropriate and helpful tasks they can help with while caring for their 
younger children.  Or help connect them with childcare on an occasional basis so 
they can help at school. 
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� Create and translate a handout that briefly explains some of the things they 
should know about working at the school, what their role is, who to communicate 
with, and thank them for being involved. 

 




