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Werner Volunteer Room Coordinator Information

Volunteer Room Coordinators’ Accountabilities and Process 2009-2010
Each Volunteer Room Coordinator:

1) Participates in the Volunteer Sign-up Activities (Experienced coordinators).

2) Attends the Volunteer Room Coordinators’ training meeting.

3) Collects the classroom sign-up poster with names for each classroom he/she is responsible for from the Volunteer Building Coordinator (VBC).
4) Makes a list with all classroom volunteers’ names, phone numbers and email.  Please forward the list of people signed up for Great Books and Class Photographers to the VBC. The VBC will forward that info to the appropriate chairperson.   Please review the Room Parent list and correct any mistakes. If your class does not have Room Parent(s) yet, please let me know when you do so I can insure I provide them with the training materials.  Additionally, for 5th grade coordinators, the list of sign-ups across all three classes for 5th grade reading and language arts have been given to the specific coordinators. 
5) Gives the master volunteer list to the teacher, your classroom volunteers and Room Parents.  Many of the teachers have asked for “immediate” help, particularly for grading & filing work. If they have, please give them the list as soon as possible and contact your volunteers.  If at all possible please have September’s Calendar distributed with this weeks’ folders  

6) If you do not have Room Parents or enough volunteers, here are some possible options:

a. Talk to the teacher for ideas (such as putting the poster up in the classroom or at the classroom orientation night, putting a note in the classroom newsletter, leaving the sign up sheet up outside the class) as well as determine the most critical needs that have not been met.

b. When distributing the first calendar, highlight where there are openings and ask for help; consider sending it to all parents for the first month.

c. Call parents you know (or don’t know) and ask for help.

7) If you have more volunteers than needed, here are some possible options:

a. Ask the teachers if there are any more needs that he/she would like to have filled.

b. Work out a schedule so everyone has at least one time to volunteer.

c. On the list, put the names of folks who had asked for more, but given the number of volunteers, were not able to come in as often as requested.

8) On the first month’s distribution, a letter should be attached to the volunteers; there is a sample letter included in this folder. Some points to include are:

a. It is the volunteer’s responsibility to find a replacement when they are unable to make their scheduled time.  Please ask that they do not contact the teacher or you (unless they are unable to find a replacement, then they need to notify the teacher).
b. If two volunteers have traded volunteer times, one of them should inform the teacher as often the teacher considers which volunteer is coming in for the groups they are forming.

c. Each new volunteer needs to register with PSD to have a background check completed.   The need to do this, as well as the information handout, was discussed at the annual Volunteer and PTA Orientation held in August and was in the first school newsletter.  Once their application is approved, a Werner Volunteer nametag will be made and they will be notified via email that they can now volunteer.  Any questions regarding this please have them contact me.
d. When coming for their volunteer days, they should always sign in the Volunteer Log Book and wear their nametags.  Nametags are kept in the alphabetized boxes on the Volunteer table. Lanyards should be returned when they are done each day.

9) Prepares ongoing monthly calendars that can be handwritten or computerized.  

a. The NEW Werner Wildcat logo will be emailed to you with the calendar template. Note: this template is provided as an aid for you, you may use ANY template or method you chose for generating your monthly schedule.
b. Clipart can be found online http://dgl.microsoft.com/?CAG=1

c. If you need any help with any computerized calendar tools, please contact Elise Branson at de.branson@comcast.net or 282-8102
d. There is also the Werner calendar online at the Werner website.

e. Note: When volunteers signed up they signed up for the 1st/2nd/3rd/4th/5th occurrence of each M/T/W/T/F in every month.  This is not the same as the 1st/2nd/3rd/4th/5th week of the month.  For example, the first Monday may actually occur in the second week.  It is important to be consistent when scheduling volunteers as many of them volunteer in multiple classrooms.  A specific calendar for this year is in this folder as well.

f. Check with the teacher each month regarding any days that volunteers are not needed due to field trips, character award days, CSAP prep & testing.

g. Check with PSD calendar for days when school is not in session.

10) Makes copies of monthly volunteer calendars by the last week of the month for the following month.  The copier in teachers’ lounge is available for Room Coordinators’ use, though remember between 11:00am-1:00pm is the teachers’ lunch hour.  The copier code is 4025 (then hit the ID button).  The monthly copies go into the teachers’ mailbox.   And, please note, some coordinators send out up to three months in advance. You may also choose to email these instead or as well.
11)  Each class will have at least one Room Parent and they also have an annual orientation session held towards the end of September.   Room Parents organize the parties, teacher appreciation week and any other special event in the classroom or grade level.
12) Calls the Werner overall Volunteer Building Coordinator if there are any questions.

13) Knows they are making a valuable contribution!

14) Has fun!
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