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  CVES Volunteer Application

Please fill out Cascade View volunteer disclosure application.   Complete the contact information below and the volunteer coordinator will follow up with you.

Name:  _______________________  Childs Name: __________________

Address:  ________________________________  Childs Grade: _______
City/State/Zip:  _______________________________________________

Home Phone:  _________________  Work Phone:  __________________

Cell Phone: ___________________   E-mail:  ______________________
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Volunteer Agreement Signature Form

To be read, signed, and returned to the volunteer coordinator before beginning any volunteer activities.

I,____________________________________ ,(Please print your name)  
have received a copy of the “Cascade View Elementary Volunteer Handbook” and agree to follow the policies and procedures as listed in the handbook.
_______________________
  ______________

Signature 







    Date

Return to:  CVES Main Office
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CASCADE VIEW ELEMENTARY SCHOOL

34816 SE Ridge Street, Snoqualmie, Wa.

(425) 831-4100  Fax (425) 831-4110

September 15, 2012
Dear Volunteer,

Welcome to Cascade View Elementary School of which we are looking forward to another exciting year of learning and growth!

As a Volunteer, the staff and I sincerely value your support and willingness to serve in partnership with our students and staff.  Volunteer service is a vital part of Cascade View Elementary School, our community and academic programs. Whether working in the classroom, library, office, technology center, as a committee member, or take-home projects, your contributions are truly cherished.

We are proud of the quality educational programs we provided for our CVES students. We have truly come to “bank-on” the support of our volunteers to help us sustain excellence.

We are honored to have you serve our students and staff as a volunteer. Together we will continue to embrace and build a better and brighter future for our children.

Sincerely,

Ray Wilson
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Principal, Cascade View Elementary School  

“Volunteers don't just do the work ~ they make it work!”  -Carol Pettit

“Volunteerism strengthens the fabric of our schools.” ~Unknown
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GENERAL PROCEDURES FOR CUB VOLUNTEERS

“Volunteerism strengthens the fabric of our schools.” ~Unknown
FILL OUT THE DISCLOSURE/BACKGROUND FORM and attach a copy of your driver’s license before volunteering in the classrooms.

SIGN IN AND OUT in the volunteer log in the school office.

PICK UP a visitor/volunteer sticker and be sure to wear it.  If you have an ID Badge please wear your badge while volunteering.

YOU MAY PURCHASE LUNCH in the school cafeteria. Inform the kitchen by 9:30a.m.  You will need to pay for your lunch.  

THANK YOU FOR ALLOWING STAFF MEMBERS to have priority on the Copy machine as they have limited time and need to return to their respective work areas.

HELPFUL INFORMATION

SCHOOL PRINCIPAL:

Ray Wilson 

SCHOOL SECRETARIES:
Registrars: Becky McLaughlin, 
                                        Principals Secretary:  Terry Mills
PTA PRESIDENT:

Kerry Anderson


CUSTODIANS:


Tom Sawin (am) & Dan Randall(pm)
Office Phone: 


(425) 831-4100

Office Fax: 



(425) 831-4110

School Address:  


34816 SE Ridge St., Snoqualmie, WA 98065
School Website:


http://www.cves.weebly.com
SVSD Phone #:


(425) 831-8000
SVSD Website:


http://www.svsd410.org/schools/cascadeview_es/index.asp
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HINTS FOR WORKING WITH STUDENTS

CONFIDENTIALITY

One of the greatest concerns about having parents working directly with students is confidentiality. Anytime you are in the classroom you have access to private information about a child's academic performance and/or behavior. To divulge this information to anyone other than the teacher or principal is violating the child's right to privacy. Teachers try to be very careful about when and how to give parents information about their children. It is very important that information not come home by way of gossip or small talk.

The following guidelines may be helpful:

· If you need to discuss a child, do not do so where other children or adults might hear you.

· Grades entered into the grade books are confidential and are not to go beyond the classroom.

· If someone should ask about your work, discuss activities rather than specific information about students.  Refer any questions regarding a student to the teacher or principal.

COMING INTO THE CLASSROOM OR WORK AREA

Before entering the classroom, take a moment to get yourself prepared to help the staff and students. When coming into the classroom or work area, cause as little disruption as possible and proceed immediately with the tasks of the day.

CLASSROOM ETIQUETTE

The following guidelines will help ensure you are an effective volunteer during classroom time:


*Watch the teacher and use him or her as a model.


*Your help is needed with the children; do not use the time to visit with other adults in 

  the classroom.

*While you should not pay more attention to your own child, you should not ignore or be harder on your own child. Treat all children in the same manner.


*You may not always understand all that is happening in the classroom. Trust and 

   support the teacher as an educational professional.


*Class working time should not be a conference time. If you need to discuss an issue 

  with the teacher, arrange to meet outside of class hours.

DISCIPLINE

The volunteer is not responsible for disciplining students who misbehave. However, misbehavior should not be ignored or tolerated.


*Understand school and classroom discipline guidelines.


*Ask the teacher how to report misbehavior.


*Remember to positively reinforce students for good behavior and conduct.
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 RESPONSIBILITIES OF VOLUNTEERS
                      VOLUNTEER QUALIFICATIONS:

*LIKING CHILDREN
 *DEPENDABILITY
*FLEXIBILITY   *CONFIDENTIALITY

What the Research Says:

According to A New Wave of Evidence: The Impact of School, Family and Community Connections on Student Achievement (2002, Henderson and Mapp) students with involved parents, regardless of family income and background are more likely to:
· Earn Higher grades and test scores, and enroll in higher-level programs

· Be promoted, pass their classes and earn credits

· Attend school regularly

· Have better social skills, show improved behavior and adapt well to school

· Graduate and go on to postsecondary education

Even students who say they don’t want their mom or dad to be at school thrive on additional attention and involvement!

Choose the way you want to volunteer. Choose what is right for you.

Volunteering does not mean you have to come every day.

Volunteering does not mean you have to stay at school all day long.

Reasons for signing in and out:

• Safety and security of students, staff, parents and community.

• The District includes the number of volunteer hours contributed to your school in the annual report to the SVSD School Board and are periodically are reported to the State Department of Education.

• Volunteer hours statistics may be used in grant applications qualifying under in-kind contributions.

• Volunteer statistics may be needed for verification of volunteer match grants.

Note:  If you are volunteering at home, please keep track of your volunteer hours and turn them in to your school volunteer coordinator.


· Volunteering does mean you care.

· Volunteering does mean you want to be involved in your child's school experience.

· Volunteering does mean you are committed to doing your part to make our school and  community a better place to live and grow.

· Volunteering does not mean you have to volunteer all year.                                             5
Confidentiality:
Volunteers must protect the teachers’ and students’ right to privacy. 

You may not disclose school information or personal matters which you may have overheard. Discuss student problems or concerns only with the teacher, staff member with whom you are working, or principal.
Professionalism:

Although the job is voluntary, the commitment is professional.

Besides being responsible for maintaining an attitude of mutual respect and confidence, you should also become familiar with school and classroom policies and practices. Working with the teaching staff requires flexibility and a willingness to follow directions.

Dependability & Punctuality:

Students, teachers and staff members rely on the services performed by volunteers. 

We ask that you contact the school if you are unable to volunteer on your scheduled day. Arrive ahead of time for your volunteer service.
BE PROMPT, dependable, and regular in attendance.

SUPPORT and supplement the instructional programs of the staff. The volunteer's role is assistance, not replacement.

TREAT all students fairly, equally, and positively.

COMMUNICATE with the staff. This can be through formal or informal meetings, notes, or by telephone.

HONOR the confidentiality of your position. What you see and hear on the job should be held in confidence.

DISCUSS any job-related problems with the teacher or principal. Communication is vital.

LEAVE personal concerns and pressures at home – be here for the students.

ATTEND orientation and training sessions as they are offered; they will help you expand your skills and do a better job.

KNOW and observe all regulations in the school and assigned classrooms, such as fire drill procedures, classroom rules, etc.  These procedures can be found in each classroom, please ask your teacher.

REMEMBER that you are a role model for children in attitude, dress, and behavior. Actions speak louder than words.
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Volunteers:   As you observe and work in the classroom, you will notice that instruction is delivered in many ways. Changes in technology, new jobs and career requirements have changed the way teachers teach and students learn.

Children learn by:

· Doing, not by observing.

· Asking questions and searching for answers.

· Discovering, experimenting and repeating experiences which build confidence.

· Using all of their senses whenever possible.

Volunteers can help students by:

· Smile

· A relaxed, friendly attitude creates the best atmosphere for learning.

· Learning their names and use them often.

· Listening carefully to the students.

· Accepting students as individuals.

· Being patient. Refer disciplinary problems to the teacher or an

· administrator when necessary.

23 Ways to Say “Good Job”, can you use more?
· Wow!! Good for you (students name)
· Super That’s right

· Excellent That’s amazing

· Good job Great!

· Terrific, Good thinking (students name)
· Beautiful Way to go

· Marvelous Congratulations!!

· Nice going That looks great

· Fantastic Now you’ve got it!!

· Very good That’s really nice

· Much better Keep it up

· Thank you very much

· I’m so proud of you!!

· You’re working hard

· That’s a good point

· That was first class work

· Keep up the good work

· That’s the right answer

· You’re on the right track

· You’re really working hard today

· Now you’ve got the hang of it

· I knew you could do it

· I appreciate the way you’re trying
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CVES Policies and Procedures Summary
Statement of Purpose for Volunteers at Cascade View:  Volunteers of all ages play an integral part in fulfilling the mission of Cascade View Elementary School. They provide support, expertise, time, experience, ideas, and energy enabling projects and tasks to be accomplished that would not be possible without our volunteers.
How to Become a Volunteer:  Fill out and return an application. Applications are available in this packet.
What to Expect from Cascade View:

• Cascade View in coordination with the CVES PTSA provides volunteers with the training needed to complete the task.

• Cascade View treats volunteers in a professional, friendly manner.

• Cascade View provides an annual appreciation event, visits from the volunteer coordinator, and a safe working environment.

Expectations of Volunteers:  A volunteer is someone who chooses to perform services for Cascade View without compensation or expectation of compensation, and who performs a task at the direction of, and on behalf of, Cascade View. A volunteer must be officially accepted and enrolled by Cascade View prior to performance of the task.
Volunteers are expected to:

• Complete tasks as agreed upon and as listed in job description.

• Come in as scheduled, on time, and stay until the end of time committed.

• Be pleasant, helpful, welcoming, and understanding when interacting with visitors. They are our guests and we want them to come back to Cascade View.

• Follow Cascade View Elementary policies and procedures as listed in this manual and report any safety concerns or maintenance issues.

• Record the hours they have worked.

TRAINING   Training varies depending on the volunteer job.  One-time special events training will be on-the-job on the day of the event, with instructions and descriptions mailed to you before the event.  Ongoing positions will have thorough on-the-job training before volunteers are asked to do anything on their own.
HARASSMENT: It is the policy of Cascade View Elementary that each staff/volunteer member has the right to work in an environment free of sexual harassment and offensive actions or remarks of a racial, ethnic, religious, disability, age-related, or sexual nature. Sexual harassment includes, but is not limited to, unwelcome sexual advances or physical contact, requests for sexual favors, and creating an intimidating, hostile, or offensive working environment by such conduct. Harassment also may include remarks, epithets, or jokes that are related to race, ethnic background, age, marital status, sex, disability, or religious affiliation. Any employee/volunteer who engages in this prohibited manner of conduct will be subject to appropriate disciplinary action up to and including immediate dismissal. If you believe you have been the subject of harassment, you should report the act immediately to your department head or the human resources manager. Because a key part of Cascade View Elementary’ s policy is its commitment to effective enforcement, employees/volunteers are encouraged to tell the offending person that his or her conduct is unwelcome and request that the conduct cease. Persons so told are expected to comply immediately and graciously with such a request. 
VOLUNTEER RESPONSIBILITIES: I agree to be courteous and respectful of all staff, visitors, and other volunteers. I agree to show respect for Cascade View Elementary property and personal property of others.

CVES VOLUNTEER BEHAVIOR:

• If a you become aware of any potentially dangerous and/or illegal situations regarding weapons, drugs, alcohol, fights, 
      property damage, theft, etc., or have information regarding such, you are requested to report it to the Coordinator of 
      Volunteers or other staff person you are working with.

• You are to maintain professional behaviors including refraining from profanity or vulgar language.

• Damaging any Cascade View property will not be tolerated. Depending upon circumstances, a police report may be 
      made. Parent or guardians will be liable to pay for damages for youth under age 18.

• You are subject to immediate dismissal for possession of any firearm, knife, explosive or other dangerous object while 
      on school property.
• You are to treat everyone you encounter fairly and with respect, regardless of gender, size, race, age, religion, political 
      beliefs, sexual orientation, national origin, marital status, and disability, or economic status.
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