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PREFACE .
This manual is the result of the creativity and dedication’
of the teachers and parents of the Putnam/Northern Westchester
Board of Cooperative Educational Services Pfeschool Program.
The importance of pafental involvement in programs for pre-

' -~

school handicapped children is well established. Parents

Y
are an integral part-of all aspects of our program. They

hold membership on the Advisory Council, help develop Indiv.id-. ,

ualized Educational Plans for their children, attend parent

-

group meetings, and observe and participate in classroom .,

a

activities.
The desjré to involve parents in a meaningful way in the

©

classroom led to the development of the Parent Volunteer System.
The System was first pilot-tested in the Spring of 1979 in one ;.

preschool classroom for‘noncategorical handicaﬁped children.

\

The parents who participated in this test suggested modifica-
7

t&ons. Then, during the 1979-80 school year, three additional

classes -were involved in field testing. Both the parent volun-
\e

teers and classroom teachers in these tests were enthusiastic
agout the potential of the System. Parents felt that their
skills were utilized and that they learned new ones. ngchers
reported that the System was easy to adapt go a classroom. The
strﬁetured approach for incorporating volunteers into the class-
room also clearly eﬁébled the teachers to develop better indiv-
iﬁuaiized plans for the children. 5
While the Parent Volunteer éystem was developed for use in a

preschool classroom, the format allows it to be uscable by any

teacher in any classroom with parents or other community volunteers..

~aly




ar

e 5

J

I wish to acknowledge and thank the teachers and parents who .
participated in pilot and field testing this manual. Special thanks:
- To Ellen Boehm whose éngrgy, enthusiasm and dedication
to parents and children is evident in all her endeavors.
- To Carol Eagen for rew;iting and rewriting.

- + Tp Kathy Petisi, for her coordination of the printing

r ”

» - . ~

‘and her contribution to the.finished product.

To Nancy Creegan, for her warm interpretation of  our

¢

A
[N

written activities into loving illustrations. ;
- To Kennitﬁ-Goin, for his careful reading of the first
edition and his suggestions for the revision. <
- To Paul Irvine, Director of Sbeciai Education, and to
" the administration of the Putnam/Northern Wéstchester .

Board of Cooperative Educational Services for their

continued support and encouragement.

- ' To the Bureau of ‘the Education for the Handicapped,

for their funhing which made possible the development

¢ &

of this manual.

Amy L. Toole




P..EFACE

Recormended Setting.......... esseesenane

Appropriateness of a Parent Volunteer

System in Your Setting
II. STEPS INVOLVED IN-USING THE PARENT VOLUNTEER SYSTEM

JTA. Overview of Teacher Responsibilities...ceeeeeveeeeeens

B. How to Introduce the Parent Volunteer Systen
C. Writing the Parent Participation Plan..

D. Parent Training Sessions

APPENDIX

BIBLIOGRAPHY




Bl
W‘“ﬁ i

. A. PURPOSE. The Parent Volunteer System wes developed -
: . . ¢ ’ . ’
l : 0 to involve parents in the classroom in en efficient ané effective

s - : way. The purpose of this manual is to describe 2 system which .
M i
can be utilized in, any setting by any ciassroon teachl. and be

l helpful to the classroom teacher in implementing a volunteer syster.

The mejor goal of the Parent Voluateer System is to help
teachers use perents as volunteers successfully and pvéductively
in"the classroom through a st;p—oy-step tra’nlng program descrlbed
in detail in-this manual.

The second goel of the Perent Vclunteer Systexm is to help

parents understend the individualized educational needs of all,
chilérer and to éive ther the opportunity to learxn skills in werk-
ing with their own and other children.

B. BATiONALE. The use of volunteers is often cited as

= o .

a method of decreesing costs of teacher esides and increasing

o

adult-child ratio. More individualized instruction is possible
if trained volunteers are available. Most parents are interested

in their children's educational prcgress and are willing t¢ help,

if asked. By volunteering, parents have the opportunity to leern

*
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to teach certain skills and learn to work with children in groups
and individually. They ,also havé the opportunity to see and
leéarn about their child.in a sﬁrrounding other thgn home. Some of

“the reasons parents have given for v61qnteering‘inclﬂle the

-

opportunity to:

- . K *
“

9 ) .
1. See how, the classroom program is.fun.' )
2. Observe.ho; tﬁeir own child functions in the élassrébm , ‘
with adults and other children. ’
3. Interact vith other than their own children.
-h: Demonstrate an active interest in fostering £heir°chi1d's v
development. .
- —— 5, Teach children and help a teacher who has stated & need \
" for this assistance. ) - u
! 6. Observe the develoﬁhental and learning proéesses‘qf
children. . )
" . 7. Observe the various ways }hé teacher handles inappropriate .

- ¢« 3

E

behavior of children.

Using parents as volunteers may also eliminate some of the
problems encountered with community volunteers. Parentsl motiviation

is usually high because their own and other children benefit from

-

their participation in the volunteey program. Regular attendance

¢

also is geaerally higher with parent volunteers.
Few specific “nstructions or systems exist for implementing

an effective volunteer system. It is for these reasons that the

a

Parent Voiunteer System was developed.

~
¥

« .

&
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C. OVERVIEW UF PARENT VOLUNTEER SYSTEM. The methodology

utilized in the Parent Volupteer System helps to ensure motiva-

? ~

tion and consistency. One reason for this is that *.he System

? -

is truly a volunteer system. Parents are asked to volunteer

only if they feel it would be helpful to them. Initial group

training is given before parents'ére given responsibilities. '
They are asked te choose one half day a week on which they will

-
1

. - e . et
volunteer. A card file, of parent participation instructions,
, 2>

forms the major portion of the volunteer system. The card has

.specific instructions for the day for each parent. -

The Parent Volunteer System materialg consist of two
major parts.
0 -
1. This manual which despribes a system to be used in a

14

- classrdom setting by a classroom teacher.

.
’ A

2. A catalog which describes activities for the éarene tq
S : ¢

-

utilize in the classrcom. ' The activities in the catalog.
N ~ . i

«

are listed in developmental Sequence and by skill areas
so that the teacher can match the activities asgigned
to each parent volunteer, with the child's individualized

educational plan. This catalog was developed for pre-

school handicapped children.
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- \ ) - "D. AUDIENCE. The System was developed primarily -for

classroom teachers in special education prOgrams‘;here the

, need for iﬁéividualizeg instruction is imperétive. However,

:T. the Sys;;;\\zaﬁfd\be\gﬁed effectively in early childhood ’

3 : programs as well as in régular clagsrooms for primary age

E' - children. It may a%Fo be extended foé use with any 'pgi
group of, children, even though the Paregé Activity éatalog‘

" . -

e . . R Yy,
is written specjfically for an early childhood population.

. E. RECOMMENDED SETTING. The Parent Volunteer System

»

)

. v - .
- works best in a highiy structured classroom setting which

s/

-

s

follows a specific daily routine. This gives parents an

‘ ; . opportunity to develop a working knoﬁledge of what children
b 4 ° ’

-

8re doing throughout the day, thereby allowing them to

|

T partiiipate fully once they know the routine.

L] -~ . . : 9
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F. APPROPRIATENESS OF A PARENT VOLUNTEER SYSTEM- . . b
\ “-’1. o

IN YOUR SETTING, The System can only be succegsful
. . ’ . |
_in a setting where there is administrative support for utili--

A ~

. . ] ! .
. zation of 'volunteers., The philosophy of the administgatfon

-

wheréhét is utilized must be one in which parents are expected \
- N & - i

- . . ?
to be active participants in school activities. The atmosphere

-

must be honest and open toward parents, and there 'should be a

-

-

team spirit among the staff and parents.

The classroom teacher is the primary facilitator of the . >

- -

Parent Volunteer System. The teacher must therefore be %illipg,

1
to train and work with.parents in his or her classroom. The

teacher should see the System as a method of providing additional

"individualized attention to children?although time is required

. of the teacher in setting up and.organizing for gparent partici-

] . E -

-p@tion: . N

Requirements for Teachers”. . The teacher must be willing to ','

-

. Ed .
devote .at least the amount of time specified below:
;r' - L] ’ .;' ~

1. At least one hour initially,” to familiarize him or

i
1

hersélf\with_tbq manual -and the catalég.
» ’ ) ! ' : o

-

2. Time Before and after each ciass_(qpproximately five

.

» minutes) in order to choose activities for the parent,

0y
{

evaluate these activities, and.set up the parent

-

: particiﬁation plan.




- M . N .

Time after class to answexr any questions from
- . °

parent volunteers. .

-
-

* 4. Two hours five times a _year to prepafe for the

w
[}

parent training workshops and to lead.those.

trainifg sessions.

. Requirement for Parents. 1In order, for parents to

]
- - PR

achieve success in utilizing_thé System, certain basic

- .

©
] ’

- requirements are necessarx. These include: .,

.

1. Basic reading ékills( for reading the instructions

from the parent participation plan ard the parent
. activities catalog. (The plan-and the catalog
. * could be modified by the teacher to .ieet the
R . . . N A ]

\ specific needs and abilities of the parent Vvolun-

7

- beers).

2; A*willingness to follow directions. g

3. Bhgsense of responsibility toward the rules of the '

> ’

.
. “ - .
3

system. T . :
M » . - . o . T
oS

4. A 51ncere 1nterest in working w1th children.

] 5.. An avallabllzty and wlllmgness to commit themselves , . '
toiatt;ﬁd on spécific.days aqg/timesa ‘ ’ et .';
. If the philosophy of your program(is similar to the o ‘l‘

¢ .
- ,,.‘

. 3 & " « 8 » .
* requirements mentloned above and thereé,is a willingness ol

\

N
L}

the part of the teachebs and parents to assume those respon-

Sibllltles, the Paten; Volunteer System should be, a success

N ’

‘. * ? o . . .
in 'your environmeht. 4 - ] g

. ) L4
. ¢ 1o . . l
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II. STEPS INVOLVED IN USING THE
PARENT VOLUNTEER SYSTEM

RO

M
-

TEACHER RESPONSIBILITIES.

The following is a 1igt
: ’ S
steps teachers should take in order to -introduce the

effectively: -

&
*

Gain {amiliarity with the manual and catalo&

by reading throuéh each item thoroughly during }he
first week of school‘gr prior to the opening of
school. . - -
Intfoduce'the Perent Volﬁnfeer System concevt to the
perents, It isnimportant that the parents unde;stand
the complete system‘;nd how: it- opérates so that they

can decide for themselves whether or not they wish to

participate. 'A suggested format for introdupiné the

.

B N -
Parent Volunteer System will be described late; in

this manual on pagesl0 -12 . -

Contact all parents on a one-to-one basis and ask if
tﬁex are interested in participating. Record the
deys and times parents are available'fdy volunteer
S, ’ T

work.

Prepare a schedule which includes t.m. and p.m.

sessions and the names of all volunteers.




® -8 -
Prepare a substitute list, with names of parents who

said that they would like to substitute, end distri-

bute it and the schedule to parents who are volunteer-

s t

ing on a regular basis.

-

.Write the parent participation plan for ithe class.’
This will be described later in this manual on pages

-13 and 14.

o

Schedule parent training meetings for the year, and’ -

~

distribute the schedule with the topics to be present-

ed to parents who are volunteering and _substituting.

Schedule” a day and time, during the month of October,

for each parent to come in on an -individual basis and

-

observe the classroom without actually paqticipating.

Bégin the volunteer system in the classroou some time

-

in ‘the beginning of November.

3
3

Y

‘\- Ik -:‘
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ANNUAL TIMELINE FOR UTILIZING THE PARENT VOLUNTEER SYSTEM

“

S

- Initiate Volunteer System

Sep. °- Oct. Nov. TDec. Jan. Feb. Mar. Apr. ﬂay. June

;F;miliarize Self w/Materizls X

iiIntroduce Concepf to Parents X ¢

'wrige up List of Parent

unteerss—Subs—-and-Parent - )
* Participation Plan X - ' — I R R
Parent_Observations X

“Parent Training o b :; X X i x X. | x

' R x

" ‘Breakfast for Parents

~

-

[

This is theeschedule Qeﬁised for preparation and development of

this parent «volunteer system.

o
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B. HOW TU INTRODUCE THE PARENT VOLUNTEER SYSTEM. The

teacher should hold a parent meeting during the month of
September to introduce the System to the entire group of
parents with whom he or she works. The teacher may utilize
en existing parent g?gup meetingofor this purpose and add
the Parent Vv..unteer System to the agenda.

The Parent Volunteer.System should be described as

it has been described in the precsding pages of this manual.

The teacher should review the rationale for this System and

* <he need for volunteers in the classroom setting. An em-

——~~phasis—should -be—placed on-how_the use_of volunteers will

help givé the children the adult/pupil time necessary for
more rapid growth in skill areas and will also givé the
perents help in learning to wq}k with their own and other '
chiléren.g

The volunteer system should be degcribed to the.pareﬁts
as truly Just that - a volunteer system. Only parents
who reslly feel that volgnteering would be beneficial to
trer should ask to volunteer. References should be made to
the reasons why other pdrents have volunteered, as listed
in the rationale of this mgnual, as well ag to the benefits
of using the Parent Volunteer System. Weaknessgs or thg
System should also be pointed.out. ‘These would include th;
fact that parents may }eel very uncomfortable working with-
in the same setting as their child and, that initially,
they may be a disrupting factor in the classroom. The

children will need time to adjust to their parent's presence

in the c¢lassroom.




It should be noted however, that most children make this
'adﬁustment after several sessions. This is especially

true if the teacher and parents have prepared the children “
in advance, stressing that the parent is-there to help the

teacher and all the childrer in the class.

Empha;is should e placed on the amount of parent

training which vill be giyen ko ensure that the parents

know what to do within the classroom. It should be stated

vthat forrmal rarent t;aining will be held only five tirmes

per year, and it shoulcd be stressed that the parents par- _ R

ticipate in this training. A suggested schedule for a

“-perent—trzining-session -is-providedlater in this manual,

.on pages 17 - 19, Emphasis should also be placéd on the
fact that opportunities will exist daily for the parent
- to have ﬁis or her own questions answered regarding what

~ e

hazs ocecurredi i~ the classroom.

l ~ne tescher should be certain to mention the prereguisite

- ‘requirements, stressing that it is the parent's responzibility

| ) 10 rerticipate on ﬂa regrlar basis.

i;i . Tne Suuvstitute éule should be expleined to the pareuils;

_ - N N ! g

L' that is, they can be substitute volunteers if they do not

' . wish to volunteer on a regular basis. Also, it is.the volun\-;

S teer.parent's responsibility to contact a substitute, if he

' or she is unable to make it to the classroom, and to arrange 7

- "7 77 for the substitute to follow-up on what he or rhe would have -

been doing that day.
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For those parents who have young children at home, baby-
sitting for each other's children allows both parents to
volunteer. ’ ¢
The parents should also understand that parent parti-
cipation plans will be available when they arrive in the
classroom which will explaim to them in detail everything
that they should do during that day. This will alleviate
any anxieties they—may have regarding their responsibili-

¢ ties. The parents will elso be given opportunities to

observe prior toxthéir actual participation in the class-

room.

_

Parents should be given the opportunity to ask ques-
"tions. Included iﬁ Appendix A are some ;ypical questions

and concerns raised by parents when %he Volunteer System
is introduced. It is often helpful to have former volun-
teers. who are enthusiastic about participating in the
classroom, present at the introductory meeting. Their en-
thusiasm for the System is contagious and they can encour-
age new parents to participate.

A sample PARENT ORIENTATION SESSION is included in

Appendix B.

-
G
b

L ’ilil ;;ii’ -

| A
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C. WRITING THE PARENT PARTICIPATION PLAN. The parent

‘perticipetion plan is a core element of the Parent Volunteer
Syster. It outlines the specific duties that the perent will

perform each day. In order for a teacher to utilize volun-
™~

™~
~N

£
teers in his or Her classroom, it is suggested that:
) ~
1. The daily routine of the clessroom be written down
on a 5 x 8 index card. The following is en example

of a schedule from e lLalf-day preschool DProgram.

T T

——

[ETTLETT
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DAILY SCHEDULE

8:30 ° Children arrive -- hang up cosis, etc. f
Free Pley
8:50 Opening ‘exercises -- atiendznce, days of the

week, show and tell.

—a

9:15 Individual Wor¥ Stations
’ 10:00 Clean up
10:10 Circle Time -= sohgs, finger pleys
10:20 Flop Out --,quiet reading, listening to recorés
10:30 Snack |
10:L45 Outside Play/Gross Motor Activity
11:00 Children depart

.

T T T

T e T T o

&4
-

=

T T T

C
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2. The teacher should identify how the parent can be

included in parts of the daily routire. The follow~

ing is an example of this step of the process:

.-DATLY SCHEDULE

8:30 bhilax:n arrive -- hang
up coats, etc. Free Play

8:50 Opening exercises,
attendance, days of the week,
show and tell

9:15 Individual Work Stations

10:00 Clean up

3

) .
10:10 Circle Time -- songs,

finger plays

10:20 Flop Out -- quiet
reading, listeniﬁg“tefre:‘

cords T e

10:30 Snack 7 ‘

10:45 Outside Play/Gross
Motor Activity

!

11:00 Children -depart-

°

PARENT PARTICIPATION PLAR

Help children take off coets
Talk with children as they play

Sit with Joey during exercises

Do activity C-L¥* with each child

Have last child help put
activity away '

Sit in circle with children *-

Set up for snack and sit at
table with children

10:40 Clean up,after snack

Help children on with coats
Go outside

% C-4 refers to an activity in the Parent Activity Catalog. The

teacher could write the activity on the back of the card so

/

parents would not have to refer to the catalog.

-

~,

o
g
lﬂ
~
.

~
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The teacher should éo a task analysis of each activily

W

in which the parent will be participating so that the
/
|

parent's responsibilities are perfectly clear. For
example, if the teacher were to write down the instruc-

tion, "Interact with child," beneath that possible activ-

should bg iisted, such as: help the children take
of their coaté as they come in and talk to them ‘during

If the teacher writes, "Set up for snack,"

-~

“  free play.
beneath that she or he should write, "All the snack
Get them out
|

materials are in the closet by the sink.
and set the table so that each child receives a place

mat, a cup, and a pitcher. Place a basket of cébkies,
With only enough cookies for two apiece, at the center

of table." Or, if the teacher were to write, "Sit in a

circle and participate," she or he should meke it clear that

<

the"parent is expected to sit on the floor, not on a chair,

next to Johnny and help him clap, etc.
ari

These responsibilities should be outlined on an index ¢
A .

o
which becomes the master card for that parent.

+ 5. Once this master card is prepared, the teacher should
assiégrthe parent a particular aetivity, which is designed
for reviewing concepts already introduced to the children.

For example, the teacher might select one or several activ-

jties listed in the Parent Activity Catalor, which the
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parent would do with a particular child, a group of childrey
or all of the children‘on_a robating basis. The number of
the activity from the cata%og should be listed on- the card -

LA
and the time allotted for the activity should be indicated.

£
i
.
R I =N u .
ot " i - v

6. The master card should‘contain_a greeting to the parent

~

and his or her name. The teacher siould vrite "please"

and "thank you" on the,card.

\;‘\‘

&
IRIRL ) Lo, !

2 -
Q - - s

5 T. Tﬂe teacher should write up one basic parent participation

‘-
T 1R P

b alifh ol

plan card for each ﬁarent and then Xerox a number of cbpies.

- In this way, only the activities in the activity catalog.

e

B .
- N
AR

need be written in and each parent receives a card with

Vi, 1

his or her own name on it. 3, . °

b

2
~

A

8. Parents can write the names of any children who had diffi-

i

¢ " »
“-‘ T
| ' '- i
) o # u“] L 4 I
EK

'y

culty with the activity or any-other comments on the back

of the card.

. ek,

AN o -

9. The teacher should identify where the qard can be located

Gaily. It could be hung with a magnet on a filing cabinet

»
o

‘

.
v ) - ! " -~ T

or placed on a buiietinxboard. It should be easily access-

ible, so the parent can refer to it throughout the day.

¢ .

10. File cards ai téi'_ffs‘e““!‘csr‘futurejreference.—-Severa-l—e:g,ample&—-—'.

' '

of parent participation plan cards are included in Appendix C.

3
27
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PARENT TRAINING SESSIONS. Parent training is crucial

success of the Parent Volunteer System. The classroom

conducts the training. It is suggested that training

five times a year. Initial training sets the tone for

the implementation of the system. While formal training sessions

>

are suggested, it is important to remember that training is on-

going every day a’'parent is in the classroom. The concept of

the Parent Volunteer Systém is introduced to the parents in

September. However, no formal training is begun at that time.

The suggested format for additional training is as follows:

October - First Formal Training Session -

1.

. 2.

not self-explanatory.

Introduée and reviéw the System ageain.
Take parents on a tour of the classroom -- show where

supplies are kept, coats are placed, spare clothing

stored, snack materials used, etc.
Review Parent Activity Catalog and other materials

parents will be using. -Describe any terms that are

Review the factors to be considered in working with

groups.

a) Keep group size small enough to eliminate long

»

waiting periods.
b) Children's attention spans vary; you may have to
change the activity or have a stor& ready to keep

7th¢"group fg; the designated time.

¢) Keep activity simple; make instructions clear.

Demonstrate directions or give examples.

()(') ¢
Ay

o v




[+24

a)

g)
h)

i)

5. Review discipline policies: Corporel punishmeht is not
iallowed for an& reason. Volunteers need to know the

following: b

)

b)

c)

%
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°

Be sure all chilqﬁen are included and succeed at

.their own level.

ol

Don't singlé‘out'a winner. Each child should

S .
experience success and feel good about particip-\

¢

.

ating.

Let children solve problems by themselves.

Use a'positive approach.

[

Give only as much help as the child needs to

succeed: don't do it for the chilad.

Give genu{;e praise for success: don't overdo it.

Success in itself feels good.

L&

<
B -

. "‘-\ ‘- 4- - - - - - - -
Sy Tl " R . ‘

Pl .0 I Wl 4 b | . ! )

a2

Classroom rules. For example, if a child hits someone

or throws something," time-out " is used.

[
SRR

Reinforcement teéhniques? N
- Importance of consistency -- do vhat you say,
do what has been prescribed.
- Importence of tgq}ng —f_reinfoncement should
follow behavior to be enhanced or extinguished. -
Team support of any decision.
- If anyone disagrees with the way an individual
-- hendles & situation, it is discussed after scﬁool.
- It is importaﬁt to support whatever discip%ingry

action someone else takes. (consistency)

L

“‘- - - - - " - -
S .o ) s m
1 s
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A\ ) *
d) Individual children.

s v

- Identify any special behavior and reinforcement to
be used with specific children.

- Review speci;lﬂproblems‘of particular children.

- Report unusual bihavior and events to teacher

after class. B

. A Y
6. Outline the curriculum: Review basic concepts to be intro-

g , duced during the year. ' : T -

T. State confidentiality.policy: ‘Children should not be 3iscgssed

outside the classroom. Give an example: Most parents

~

. would not like to hear their child being discussed by another

! ®

. volunteer in the supermarket.

8. Encourage discussion: . °

o
» . o

a) Ansver questions parents may have regerding the clessrcor

a
.

routine. : o

’ ) <
b) Survey parents strengths and interests, so these can'be °

11

/J Jused in the classrodm.

¢) Discuss how volunteering will meet- their needs and

interests. - i




o
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Novengen - Feedback \ » R .?
R 1. At this. meeting, elicit feedback from the parents
‘ regarding tﬂeir-first experiences in the classroom. 1
‘ 2. Answer aﬁy questions they may have. .
d 3. suitey.the strengths and‘énterests of the parents gnd'
’ )%ﬁ\ 3 discuss how to incorporate these spécial q?alities into
) the rarents’ volﬁntéer work. .0 | e
n L, Re-eﬁphasizg the importance of consistent attenigpce and
 confilentiality. \ R o
February - Dealing with'Individual-thldfen . .o

©

At tris point, parents should be familiar “with most of

the children. - . w

1.

i

2.

3.

%

Y
-

[
Discucs what each child rgsponds to best.
Discuss the strengths and weaknesses of the children.
Elicit successful experiences the parents ha’g had in,

working with the children.

1]

April - Discussion on Child Development

1.

Have parents discuss where they kave seen children's. growth

w

and development.

L
Then explain why particular activities are chosen for
, :

s

purticular children based on their'level of developmernt.

May - Review of. Experiences

2

-

1. Feedback from parents should be obtained, and a discussicn

2.

of their experiences should occur. . oo
Give parents-the Parent Volunteer System questionnaire
t6 £ill out so .that you can improve the use pf this §ystem

A

in your classroom.

o
&0




¢ June - "Thank You" Meeting

During the month of June, a breakfast or luncheon should

a

e held for the parents.
1. Have a corsage or some little token of rememberance
for the parents as well as a nice breakfast or lumn-

‘ . cheon planned.

2. The teacher and the staff should serve all of the food

2

and really make this a formalized "thank you" for all

the work that the parents the done dur?ng the year.

. ~

3. This should be viewed as an opportunity for' the <

parents to socialize with each other.

T ) 4. Results of the Parent Volunteer Qnestlonnalre should

‘a

w

bé given and discussed.

. -

5. The program administrator should be available to come . ;

LAY

to the event, meet~casually with the parents, and give . A j

- RS . .
his or her thanks to them for their hard work during

r

the year.




T I
This manual provides a framework for teachers to develop

s .

) a parent voluntéei éystem in their classrooms.

- .

[

R ) The system may also be used with paraﬁrofessionals or « o0
~ teacher aides, as well as with parents. When these groups

are included, the training session schiedule would need to

.
.

be modified to reflect the involvement of regular staff

membefs. For example, if teacher aides were to use tHe.Systém,

A -

! the topies suggested for October could be covered before the

opening of school in September.

: Popics suggestéd in this manual, such as confidentiality,

) '
. -discipline and curriculum are appropriate for any personnel

\

i
working in a classroom situation. {
h . + -

The system described in this manyal facilitates incorpor-

~

o——s

N

. ating parents jnto the daily routine of the clas;rqom. Train-

ing should be provided to assist parents in all aspects of

their volunteer work. The training shou%? be tailored to
) , ek




.

the particular classroom, school and community.
Sharing the educational process with parents may be difficult

at times. However, the benefits for children, parents and teacheys

o . d

- ' 3

far outweigh the disadvantages. .
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: APPENDIX A
QUESTIONS PARENTS ASK ABOUT VOLUNTEERING
; This section is provided as a sample of s;me questivns
parents have asked about volunteering in the classroom. It
could be duplicated and Qigtribﬁted to parents at the intro- ’
ductory méeting.as a way of encouraging discussion about the
-Parent Yoluntégr Systemn.
The "answers" provided are only suggestions. ' Each program '
and teacher‘should_respond on the basis of their school's pclicies. ¢
1. ‘Why should I volunteer?
5 There are man& reasons why parents volunééer: ‘To observe
their child and learn sbout his/her\deve}opmen; and style
of learniﬁg; t0 learn other ways of teaghing the child;
, +&and to share their skills and talents with all the ckil-
dren. 3 . .
.
2. How will I know what to do in the classroom?
Each parent will receive an individualized parent par-
tic;pation pian card. Tﬁis card will show what you
showld do dufing the day.
h . Training sessions will be held throughout the year to
help parents w?fﬁ;in the classroom. .
> 3: Wﬁ;%fif.l get confused by the directions on the Parent
Participation Plan Card? : ’ ,
Ve usually‘sgggest ;hat parents arrive at least 5 minutes .
before they are scheduled to volunteer so they can reQiew -
. . ’ the plan and ask the teacher gquestions before the childreé
a;rivev If you are confused about how to conduct an
activity, you can:
33 )
S . 17 _ -
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a) Do the best you can -- make up an activity.

b) Write your question on the card.

c¢) Ask the teacher when he/she is not involved with

a chilc or group of children. DO NOT INTERRUPT

- -

the teacher.

4! My child doesn't like to sﬁare me with others. Won't this

be a problem in the classroom? -

Some children will have difficulty adjusting to their' parents
be?ng in the classroom. However, if yoﬁ prépare your child
in advance, it may not be such a problem. Usualiy_all the
children adjust within a few weeks.

5. What do I d» if my child misbehaves in school?'

-

If he/she misbehaves in a large group teacher-directed activ-
ity, the teacher will respond to the situation. If your

child is working with you in a small group, you will be res-

ponsible for helping him/her. Specific situations can be
discussed with the teacher after class and appropriate tech-

niques will be developed.

6. What should I do if I can't come in one day?

e . If possible, we suggest that those parents who can't
volunteer every week, be available as substitutes. A list
of possiblé substitute volunteers and their phone numbers’

is given to each parent volunteer. It is then your respon-

¥ 3
o - N N
- .

sibility to arrange fer someone to take your place if you
are sick or can't volunteer for any reason. If no substi~
tute volunteers are available, call the teacher so that

. he/she can plan the day “ccordinély.

&
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7. I would like to volunteer, but I have a young child

at home. Do you have any suggestions?

If there are several parents with jbung children,
perhaps you could 'babysi”;: for each other's children
one day a ;eek and alternate volunteering in the class-
room.

Will my volunteering become part of m& child's records?.

- Your participation may be noted on your child's Indiv-
jdualized Educational Plan under general information
about the child's program. }

- Many programs also keep a record of the number of

.

contasts between teachers and parents, and this might
become part of your child's récord too.

Will my child be penalized if I don't volunteer? -

The Parent Volunteer System is a volunteer system. Not
all parents can or want to be involved in the classroom.
Al11 the children benefit from this program since there
will be higher adult—ﬁupil ratio. But no child is

penalized because his or her perenis were unable to participate.

el
at
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APPENDIX B ~

" PARENT ORIENTATION SESSION .
Welcome to our first parent meeting of the yeér. as yéu
know, we will have meetings once each month and it is very
important gpat you attend these meetings, so-we can work
together to help your child;en; You, the parents, are very
important to the success of our program. Besides attending

- \
these monthly meetings, you can also.become involved in the

classroom as a parent volunteer.

This involves:
1. Spending one half day every week or every other week
:n the classroom -- in other words, one parent signs

up for Monday mornings or two parents agreeing to .

\

come in on alternate Mondays.

2

For thosé of you with young children, perhaps you

could alternate babysitting for each other's child o
so that you both could volunteer. '
2. COﬁmitting yoﬁrself to coming on a certain day, .
since I pian éﬁé day éyound your participation.
I would also lige those of you who are unable to cqmmit

yourselves to being here every week 'to consider being

A substitute volunteers. That way if one of the regular

parent volunteers is unable to come one day because

their child or they are sick, someone will still be

v < N
available to help out in the classroom. It is the-

4 . .
g o
) N . .
S e N ", , i o 5 " Lo N . 3 3
. . L N . R Vi, ey B

« parent volunteers' responsibil.ty to contact someone
from the substitute list if they are not able to

participste.

’
RN i , >

’
'
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3. dbserving the classroom before workiné in it.

This gives you the opportunity of seeing thé classroom
in action, and getting familiar with the routine ané
all of the children in the class.
As a parent volunteer, every day you will be given
a card that explains what you are to do. (Hand ou£
sample carasg. We wili review this later.

: } "

4. Using your special. skills or interests, such as cook-
ing or art. If you would like to work with the children,
in a particular area this desire will be incorporated

> into your parent participation plan.

5. Attending Parent Training Sessions. These are spec- - |
ifically designed for Parent Volunteers and will be
held about five times throughout the year before or
after these more general group méetings.

There are many reasons why I like and want to have parents

volunteer to help in the classroom, but the mcst important is that

o

each child gets more individual attention. Aall of\the children
have different needs, and by having another person (you) in the
room working with them, they all get that little bit of extra
attention. *

Some parentt wonder if it is difficulg to work in the class
with their own child. Our experience has been that .for some children

ard parents, it is difficult -- the child cries or clings to the

parent -- but that aftetr one or two sessions, it is not a problem.
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For this .meeting, I have invited two parents who

"o volunteered last year to speak’with you about their reactions

to working in the classroom.

oy

[
.
A
’

- ' Do you have any questions about what is expected of you

as parent volunteers?

1
+
’
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b | - L '
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~ Good Aftemoon -
Mrs.Jones

1. As children come in please italk to them ‘reely and

b

*__help-them with their coats, hats, etc. (dc not do it

for them). ;

2. During free play walk around and talk to chiléren.

3. Sit in circle on floor with us during opening exercises.
, ¥ L, Group activity -- see back of card for instrbc®¥ion. ¥
&
. Help with clean up. o

5
6. Set up for sneck and then join songs.

<

7. Helv children with coatis.
8. Cleen up from snack

; I pope you enjoyed it.

- Many thank

et




APPENDIX C: SAMPLE PARENT PARTICIPATION PLAN CARDS

- - - - [
V. N . JP

Good Morning
Mrs. Smith

o

1]

- ‘- -
baEmE . ' i
N R ' | o by

v

|
I 3

Please helA the chiléren heng .their coats up.

i

Interact thh children during free play., Talx with them

about.whé% khey're doing. ' S . /'
l \ : !
£it on the floor with us for group. Help reinforce

approprlate:behav1or. (Praise good listeners, helpe‘s,
etc.).

Pleesse take chi;dren,one éﬁ & time and workion ideﬁﬁifyiﬂg
body perts. Fave child roint to different parts o# his

bbay as you rame- them. (Put your hand -on your he %p

/

nose). Ther have the child tell you to p01nt a ferent

perts of your body end you dc it. Make & mlstaJ owetlmes

+0 see if he notices! - /
Help us with snack. (Set up, cleen up) ,
. * /

Join us in a game or activity. Help the children with their

coats.- . ] .
. ) ; ;

’ . /T
Thapks for your help! Hope ,ou hed an enjoyable day.
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APEENDIX C: SAMFLE PARENT PARTICIPATIOR PLAN CARDS

,  Good Afternoon
' Mr. Phelps

.
® k)

l N
l 1. Eelp the children hang their coats up.
2. S@t on the floor witr us for group. Help reinforce

3 L3 -', 3
aprropriate behavior. (Praise good listeners, helpers,
A A

> ete.). . ) .

3. Join us in a gross nmotor activity. (Model for children).

<

L, Flease take one cKild at e time and do the following

-

T

. Usirz different colored one inch cubes, make & petiiern oy
S

S

placing a yellow block on the bottom, then green,_then

’ ' - - -
orénge, then blue. Ask child to find same blocks ir

-~
a

- in carton and make a design just like gpurs. Meke it 1more
simple (only 2 blocks) for the child whe is young or more

cozplicated for the older child.

5. -Help us with snack. ,

6. .Join us in & geame or activity. 'Help with coais.

Many thenks fer helping! I hope you enjoyed your dey.

3 7‘\) ‘
ERIC. -
Aot rovdeii e [

e 3
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APPENDIX C: SAMPLE PARENT PARTICIPATibN PLAN CARDS R R

ES

- Good Mornmg
- Mrs Grey

Talk to the children as they come in. °

&

Join into Ihe circle for Neme Time.

Heﬁp Judy- take the children to the bathroom.
.Teke 2 children at a time:

Use khé“"feely box".

Place&%‘dbjects in the box.

Children put their hands in the box and try to

teil you ore ot ject they feel.

- 2 . ; v

Tren ask the child to reach into the box and s

et the specific object you ask for without locking.
y N A
~

Set up for snack.

Sit with’ Margaret during the story.
Please help with coats. . ) - ’

Thark you for your help! See you next week.
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