
PLEASE READ IF YOU DID NOT ATTEND A VOLUNTEER ORIENTATION 
SESSION. (RETURNING VOLUNTEERS PLEASE REVIEW HIGHLIGHTED 
SECTIONS.) 
 

 
What if you could help your child enjoy school more, get better grades, and reduce behavior problems at the 
same time?  Reams of research have shown that regardless of parents’ income and educational background, 
their involvement in education helps their kids do better in and out of school.  Parent involvement also has a 
positive effect on the school.  Volunteering raises teacher morale and improves a school’s reputation in the 
community.  Volunteering helps the school receive state recognition.  Sometimes, grant money is allocated to 
those schools with the highest volunteer hours.  Parents GAIN TOO!  Parents have the satisfaction of knowing 
that their children and school are better, because of their contributions.  At the end of the year, the teachers 
throw the volunteers a big breakfast, and I hand out awards for the volunteers with the most hours.  
Volunteering can sometimes serve as a great way to obtain current references for resumes if you are planning 
on returning to the workforce.  If you are already in the workforce, volunteering may give your company a 
means of doing community outreach and support. 
 
1. VOLUNTEER OPTIONS - There are many volunteer opportunities at TRES.  For a complete list, please check 

out the PTA volunteer website or contact the volunteer coordinator.  Some examples include but are not 
limited to: 

 
 Team/grade non-classroom such as field trips, working in the volunteer room or helping in the Media 

Center or Art Rooms, at special events like Field Day or Evening of the Arts 
 Team/grade in-classroom including class parties 
 Chair/Co-Chair a PTA committee or sign up to volunteer the day of the event 
 Babysitting for another parent so that he/she may volunteer at the school 

 
2. VOLUNTEER PROCEDURES  
 

 Volunteering at School - Please sign in at the computer system and take the badge that is printed.  You 
must sign in each time you volunteer.  Badges must always be worn while on school property.  Please 
remember to sign out when you leave.  Key FOBS should NOT be used to sign in when chaperoning 
field trips.  Please log in manually and select field trip.  
 Volunteering In the classroom 

 Arrive on time – allows teacher to give instructions without disrupting class 
 No younger or older siblings are allowed in the classroom with you. INCLUDING DURING CLASS 

PARTIES 
 Use common sense when around children (dress appropriately, no foul language) 
 If working one on one with a child, please insure that you are in sight- and ear-shot of the 

teacher or other TRES staff member, e.g. working in the classroom or the doorway of the 
classroom, NOT in the hallway.  This is for your and the child’s protection. 

 No cell phone use in classroom or hallway (go to the volunteer room or outside) 
 Bathrooms are available in the STEM room if a class is not using it, outside the main office, or 

the doors upstairs that say Teachers Only 
 Disciplining kids: do’s and don’ts 



o If minor, you can correct using kind words 
o If major, such as bullying or putting others in harm way, inform the teacher immediately 

 When volunteering in the classroom, it is important to maintain confidentiality at all times – 
see confidentiality section below for further details. 

 Do not ask kids about their teachers, as in “how do you like your teacher?” 
 Respect Teachers’ and students’ personal items and space.  Do not go through teachers’ 

belongings or children’s backpacks. If the classroom is empty when you arrive, please wait in 
the hallway for the class to return unless you have already arranged with the teacher to enter 
the classroom when they are not there. 

 Volunteers are not permitted to use the photocopier machines. 
 Birthday Invitations are not to be passed out at school, even if the entire class is invited, no 

exceptions will be made. 
 Do not “drop in” to volunteer if you are not on the schedule as this can be disruptive.  Feel free to 

contact a teacher directly to inquire about extra volunteer time. 
 Please inform teacher, NOT ME if you can't make your scheduled volunteer time. 

 
 Volunteering In the volunteer room (NEW Room #103) 

 Butcher block paper is for the back of bulletin boards only (paper on large rolls) 
 Teachers should supply all materials for their projects including all paper except for above.  Do 

not use Butcher block paper for die cutting 
 Various supplies are in bins on the counter (Ex: tape, glue, markers, pens, paper clips, rubber 

bands etc.)  Please do not remove supplies from the volunteer room. 
 In case of fire drill, proceed out the door and turn right towards the door to the lower 

playground and fields.  Check in with the closest teacher/staff. 
 Children should not be in the volunteer room with you for safety reasons 
 If you are scheduled to work in the volunteer room please do not interrupt the classroom by 

“stopping by.” 
 Paper cutters were sharpened in early June. Please review the note taped to the cutters.  Please 

use common sense when cutting things. 10 pages of regular paper will give a crisp edge.  
Anything more than that will start to fray.  Please do not cut things like 70 page spiral bound 
notebooks in half.  If there is a problem with a cutter, please email mara.r.snyder@gmail.com 
as soon as possible. 

 Link to video showing how to use die cut machine (2 minutes)  
https://www.youtube.com/watch?v=gOvBhTuQERQ 

 
 Volunteering from home - If you work from home, please keep a log of your hours.  Unlogged 

hours will be collected at the end of April and should cover the period of May 1st through April 30th 
of the following year.  Unlogged hours are all hours not captured by the computer log in system 
either at the school (before/after hours) or at home. 

 
 
 
 



3. IMPORTANCE OF KEEPING TRACK OF HOURS 
 

 To meet state reward requirements: One of the requirements for the school’s award is to have 2 
volunteer hours per each child in the school.  This year we have around 500 students so we need at 
least 1000 volunteer hours. In 2016-2017, we reported over 5,600 volunteer hours. 

 For peer recognition: Volunteers’ hours are totaled so that we can recognize those individuals with 
outstanding volunteer service at different levels.  Certificates are awarded at the end of each year. 

 Grant Money: Some grants are given to those schools with the highest volunteer hours. 
  

4. DEALING WITH HEALTH ISSUES WHILE VOLUNTEERING 

 Be Safe – Use Caution: The risk of contracting a blood borne pathogen disease such as Hepatitis B, 
Hepatitis C and HIV in the school setting is extremely low, but does exist.  It is important to take time 
to protect yourself before rushing to the aid of a child who is experiencing a bloody nose or is 
bleeding from a cut or scratch.  Resist the natural impulse to rush to a child’s aid without regard to 
your own personal safety. 

 Allow the teacher to care for the situation if possible.  If the teacher is not immediately available, put 
a barrier between yourself and the blood before touching the child.  Ideally, this barrier should 
include gloves, but several layers of tissue, paper towels or other material may be used if you do not 
have gloves.  Be prepared by knowing where gloves, tissues, and paper towels can be found. 

 Care for Exposures Immediately: If you get blood or other body fluids visibly contaminated with 
blood on broken/non-intact skin or if you are stuck by a contaminated sharp object or bitten or 
scratched hard enough to draw blood, you should: encourage bleeding from the injury, wash the 
area thoroughly with soap and water, notify the school principal and go to Corporate Occupational 
Health Solutions for evaluation.  If the blood is only on your clothing or is on intact skin, it is not a 
true exposure and follow-up is not necessary. 

 Allergies: Children with life threatening allergies are present at our school.  These allergies may be 
related to touch, taste, or smell!  Please make sure to wash your hands thoroughly before volunteering 
with children.  In some cases, wipes are provided outside the classroom to use before entering.  You 
will be apprised of any allergies that may be a concern in classroom where you volunteer.  As with all 
information obtained while volunteering, allergy information is confidential and should not be 
shared with others. 

 
5. CONFIDENTIALITY 

 Please remember that parents are not to talk about what they see and hear at school with other 
parents.  Each child has the right for their progress to remain confidential. 

 This includes sharing negative or POSITIVE information with a child’s parent or other adult 
 Breaking confidentiality is in violation of FCPS Regulation 400-20 (Student Records) 
 By signing the volunteer contract, you agree to insure that student information is treated 

confidentially and understand that sharing student information from a student record may be 
deemed a violation of law and BOE policy 



 If administration is informed that you have breached the confidentiality agreement, you can and will 
be asked to not return as a volunteer in the classroom. 

 NOTE:  If you feel a child is being abused, neglected or in danger based on something they have 
shared with you, please let the teacher know immediately.  This does not constitute breaking the 
confidentiality agreement. 

 
6. FCPS Wellness regulation 400-82 

 This regulation states for health and safety reasons that parents may only bring food for their child’s 
consumption and students may only bring in food for their own personal consumption 

 Food items may no longer be shared for student birthdays. 
 Families may share a non-food item to honor a child’s birthday 
 The school is committed to replacing food “incentives” with health-minded incentives as a way to 

honor student achievement. 
 

7. CLOSING 
 
Remember your purpose as a volunteer: to help and encourage the children, to aid the teacher, and to enjoy 
your time at Twin Ridge Elementary. As you volunteer, we want you to feel welcome.  We want you to know 
that you are appreciated and you are definitely a big part of TRES success this year. If you have any questions, 
please feel free to contact Mara Snyder ( mara.r.snyder@gmail.com ). Please sign and return the Volunteer 
Contract below BEFORE your first day of volunteering. Link to Regulation 400-20 

TRES Volunteer Contract 

After attending the TRES Volunteer Orientation/Training (or reviewing the information online) 
for the 2017-2018 school year I understand my responsibilities as a volunteer.  By my signature 
below, I attest that I have been apprised of my responsibility to insure that student information 
is treated confidentially.  I understand that sharing student information from a student record 
may be deemed a violation of law and BOE policy. 

Print Name: _________________________________________________________ 

Signature: __________________________________________________________ 

Name(s) of teacher(s) for whom you will volunteer: 
____________________________________________________________________ 

Emergency Contact Information: 

Name: ____________________________________Phone #_____________________ 

 

 

 


