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Dear Head Start/EHS Volunteer:

Thank you for choosing Head Start as your placement for volunteering or as an educational experience for your child in Head Start or Early Head Start.  Your dedication to volunteering and sharing your expertise is important to our program and the families we serve.  It is part of our mission to strengthen our families and our community, and we thank you for helping.

This manual was designed to make your volunteer experience as enjoyable as possible and to give you the guidance and understanding of the rules and regulations that we must follow set for us by the State of Wisconsin, Federal Government, and our own agency policies and guidance adopted by our Board of Directors and Head Start/EHS Parent Policy Council.  During the reading of this manual Early Head Start and Head Start may be referred to as Head Start in some areas. 

You are encouraged to read this manual as part of your volunteer training or as a Head Start/EHS parent who will be welcome to visit and volunteer as often as possible.  We ask that whatever area you are in a classroom do not use your cell phone, text or check messages-this includes while you are on the bus.

Please feel free to call and ask questions or share suggestions.  Thank you.


Sincerely,
Rock-Walworth Head Start
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Rock-Walworth Comprehensive Family Services, Inc.,
Original Head Start & Early Head Start Volunteer Policy

Rock-Walworth Head Start encourages and welcomes volunteers. During the reading of this policy Early Head Start and Head Start will be referred to as H.S.  The Volunteer Manual will provide the volunteer with the history of volunteering in Head Start, the program goals, guidelines, and job descriptions.  The volunteer will also receive an overview of the Head Start program and volunteer training that will meet the requirements of the State of Wisconsin Child Care Licensing Regulations.  Volunteers are expected to follow all training guidelines and rules.

Parent Volunteers:  Rock-Walworth H.S. welcomes parent volunteers because of the positive benefits parent involvement provides the child.  Parents will be provided with training from the Volunteer Manual by the classroom teacher at the beginning of the program year, or before volunteering on a regular basis.  Parents who volunteer will not be allowed to bring siblings into the classroom due to licensing.  Staff will not be allowed to bring their children to classrooms to volunteer due to licensing. 

Student Volunteers:  Rock-Walworth H.S. works cooperatively with schools to provide volunteer opportunities for middle school youth, high school, and college student volunteers in H.S. classrooms.  Head Start would prefer that youth working with H.S. children be of age 16, but will work with younger youth volunteers if the participating schoolteacher or supervisor is at the site.  This person would be responsible for the supervision of the youth’s attendance, conduct, adherence to program policy and training.  If transportation would be necessary for the student to volunteer the school placing the volunteer would be responsible for the above requirements, as well as checking on liability for transportation.

Disabled Volunteers:  Rock-Walworth H.S. will work with and train volunteers who have disabilities if there is a volunteer placement that utilizes their talents and abilities.

Community Volunteers:  Rock-Walworth H.S. will recruit and train assigned volunteers, community volunteers, professionals and business professionals who are willing to share their expertise and role modeling in H.S. classrooms.

Rock-Walworth H.S. always considers the safety of the children.  Volunteers working with children under a college or community placement must have completed a TB skin test and physical done within the last twelve months, these documents must be provided before the placement takes place. The documents and tests results must be provided by the volunteer, agency or school placing the volunteer.  State of Wisconsin Caregiver Background Checks will be completed prior to the volunteer starting their placement.  It is requested that if the placing agency or school has a copy of the Caregiver Background Check that it is shared with H.S. to reduce program cost.  At no time can a volunteer be left alone with a child or group of children.

Rock-Walworth H.S. has secured insurance to protect the program, staff, and volunteers.
Rock-Walworth H.S. carries worker’s compensation coverage for H.S. employees only.

Volunteer Policy approved by the C.F.S., Inc., Policy Council:      June, 25, 2003



History of Head Start and Volunteering

In 1964 the Federal Government commissioned a panel of child experts to create a program to help communities overcome the challenges that children living in poverty face in the United States.  The panel report became the “blueprint” for Project Head Start.

Project Head Start was first launched as an eight-week summer program in 1965 by the Office of Economic Opportunity.  The project was designed to help break the cycle of poverty by providing preschool children of families living in poverty with a comprehensive program to meet their social, emotional, health, nutritional and psychological needs.  Since the early beginning of Head Start research studies were conducted in the late 1990’s showing the increased awareness of the “quiet crisis” facing families with infants and toddlers in the United States.  It was in 1994 the Administration on Children, Youth and Families designed the Early Head Start Program as a response to the Head Start reauthorization. This comprehensive program includes intensive services that began before the child is born and concentrate on enhancing child development and support the family during the critical first three years of the child’s life.

In addition to identifying the elements of an effective child development program, the project also addressed volunteerism, saying the design of the programs should:

……………encourage the use of selected volunteers as aides and assistants in certain activities.  These volunteer’s ages could range from the young to adults.  There should be persons from circumstances similar to the children, as well as from different socio-economic, racial and ethnic groups.

Head Start parents traditionally have been Head Start’s major volunteer resource.  Parent volunteers not only have much to contribute but can apply at home the role modeling done by Head Start staff.  However, over the last 10 years an increasing number of Head Start parents are returning to school and taking employment, which has resulted in a decline of parent volunteers.  Head Start continues to promote opportunities for parents to volunteer in a variety of ways, since it is critical that parents are involved in their child’s education.  

Head Start is now seeking volunteers in the community to give Head Start staff the needed assistance, and to promote wider recognition throughout the community.



Head Start Program Goals
Program Performance Standards, Subpart A-General Sec. 1304.1-3

(a) The Head Start Program is based on the premise that all children share certain needs, and that children of low-income families, in particular, can benefit from a comprehensive developmental program to meet those needs.  The Head Start Program approach is based on the philosophy that:
(1) A child can benefit most from a comprehensive, interdisciplinary program to foster development and remedy problems as expressed in a broad range of services, and that the child’s entire family, as well as the community must be involved.
(2)  The program should maximize the strengths and unique experiences of each child. The family, which is perceived as the principal influence on the child’s development must be a direct participant in the program.  Local communities are allowed latitude in developing creative program designs so long as the basic goals, objectives and standards of a comprehensive program are adhered to.

(b) The overall goal of the Head Start Program is to bring about a greater degree of social competence in children of low-income families.  By social competence is meant the child’s everyday effectiveness in dealing with both present environment and later responsibility in school and life.  Social competence considers the inter-relatedness of cognitive and intellectual development, physical and mental health, nutritional needs, and other factors that enable a developmental approach to helping children achieve social competence.  To the accomplishment of this goal, the Head Start objectives and performance standards provide for:
(1) The improvement of the child’s health and physical abilities, including appropriate steps to correct present physical and mental problems and to enhance every child’s access to an adequate diet. The improvement of the family’s attitude toward future health care and physical abilities.
(2) The encouragement of self-confidence, spontaneity, curiosity, and self-discipline which will assist in the development of the child’s social and emotional health.
(3)  The enhancement of the child’s mental health processes and skills with particular attention to conceptual and communication skills.
(4)  The establishment of patterns and expectations of success for the child, which will create a climate of confidence for present and future learning efforts and overall development.
(5)  An increase in the ability of the child and the family to relate to each other and to others.
(6)  The enhancement of the sense of dignity and self-worth within the child and his family.


Types of Head Start/Early Head Start Volunteers
Parent Volunteers:   Parents are considered the child’s primary and most important teacher. Parents are always welcome to observe, visit or volunteer at any time.  Family Engagement is the key component of Head Start and we offer parents participation in the following areas:
· Classroom, Parent Meetings/Parent Café’s, Family Nights, field trips, literacy events, fatherhood events, kitchen and assisting during the bus ride.
· Policy Council representation for their child’s center and the related Policy Council committees, such as program self-assessment, hiring approvals, strategic planning, program design, recruitment and others.
· Committee work as service areas do updates and program assessments.

Community Volunteers:   Community Volunteers are citizens from the community who play an important role in establishing links for Head Start throughout the community.   We depend on the community for support in many ways- here are some examples:
· As members of our Board of Directors, Advisory and Health Committee.
· As advisors, trainers and guest speakers for staff and parent training.
· Collaborating partners for space, health services, family services, shared equipment, and donations.
· As classroom volunteers to support staff, reading and playing with the children.

Scheduled Volunteers:   Students (age 18 and older) and assigned volunteers are people from within the community that are scheduled for a certain number of hours to complete an educational or vocational assignment. Scheduled volunteers may include:
· Students from Colleges and Tech. Schools.
· Job Center placements for job training opportunities if the placement and job match.

Occasional Volunteers:   The occasional volunteer may visit the classroom as a guest.
This might include a fireman, police officer, librarian, public school placement, music teacher and other guests. We know because of their work they are considered safe and are never alone with children……………and
Observation Volunteers:  Observation volunteers may observe in a Head Start/EHS classroom setting for a brief period of time, such as one classroom session.  The Observation Volunteer is asked not to interact with the children, since they do not go through the same training and required paperwork as a volunteer who interacts with children.  This is not a preferable placement.

Volunteer Placement Procedures and Point of Entry
The following steps will be followed by all Head Start/EHS staff, community collaborators and volunteers seeking a volunteer placement with Rock-Walworth Comprehensive Family Services, Inc., Head Start & Early Head Start.

1. The school or organization seeking a volunteer opportunity will contact the Family Services Manager. At this time, an agreement will be discussed with the school or organization seeking to place one or more volunteers.  It is important this procedure is followed as there are many considerations when placing volunteers. 

2. Discussion will take place for writing an agreement.   
I) Number of hours, days and time frames requested.  II) Finding a center or location that will meet the volunteer and agency needs.   III) Discuss dates for orientation/training for starting and ending.  

3. An agreement will be created based on the steps in #2 discussion.

4. The next step is completing a State of Wisconsin Child Care Licensing file.  Any volunteer having contact with Head Start and/or EHS children will be required to fill out the forms listed:

· State of Wisconsin Background Information Disclosure. This form needs to be filled out immediately and returned to the Family & Community Partnerships Manager.  A clear Caregiver Background Check must be received before any volunteer, including parents can access a center and interact with children on a regular basis.  Note: A fingerprint check is not required for volunteers since they will not be counted in ratio or be alone with children.

· Group Day Care Staff Orientation Checklist.  This checklist will be for community and student volunteers and started at the time of the orientation/training and completed by the teacher/supervising staff person.  
                     
· Physical and TB Skin Test.  This must be done within the last 3 years with results that state the volunteer is physically able to work with young children and is free from any communicable disease reportable under Ch. HSS 145, which presents a safety or health risk to children, including tuberculosis.   No person with a health history of typhoid, paratyphoid, dysentery, or other diarrheal disease may work in a center until it is determined by appropriate tests that the person is not a carrier of the disease.
· Emergency Information.  We are requesting 2 local contact names, addresses and phone numbers.
· Day Care Staff Record.  We are requesting to know the educational and work-related background of student and community volunteers.
· Signature of receipt of the following policies:
· Child Abuse/Neglect Policy and Procedures
· Confidentiality Policy
· Drug Free Policy
· Positive Guidance Policy
· Suspected Misconduct and Dishonest Policy
· Professional Boundaries Policy
The above policies will be reviewed during the orientation/training and require the volunteer’s signature and the date the policies were received.

5. After a completed State of Wisconsin Child Care Licensing file is received from the volunteer and the required orientation/training has been completed the volunteer will receive a placement letter in the mail.  A copy of the placement letter along with a copy of the State of Wisconsin Child Care Licensing file will also be sent to the supervising teacher.  The volunteer may not start their volunteer time until they have received their placement letter and have contacted the supervising teacher or H.S./E.H.S. staff person. 
The placement letter will contain the following information:
· Names of supervising H.S. or E.H.S. staff person(s).
· Address, phone number of the center and directions as needed.
· Start date, and number of hours requested by person placing volunteer.
· Volunteer schedule of day(s) and time frames.
· Contact for volunteer to report an absence or change in schedule.
· Any information or forms needed to complete the file.

6. Head Start/EHS reserves the right to prohibit any volunteer from participating if a safety concern should arise, or if the volunteer cannot follow the training requirements presented in the volunteer orientation/training.  Volunteers who do not have a clear Caregiver Background check or falsify their Caregiver Background check may be prohibited from volunteering.

Head Start/EHS Service Area Orientation

Volunteers who will work directly with Head Start/EHS children will receive a Head Start/EHS Service Area Orientation.   Family Engagement and Community Collaborations are important in all areas. 
The Head Start/EHS Service Area Orientation will be taken from the R-W Head Start/EHS Parent Handbook.  The following service areas will be reviewed:

· Program Governance and the Organizational Structure.

· Family and Community Partnerships include Family Engagement, Fatherhood, Family Services and School readiness.

· Eligibility, Recruitment, Selection, Enrollment and Attendance.

· Early Childhood Development including Mental Health and Disabilities Services.

·  Health and Nutrition Services.
	
· Transportation and Pedestrian Safety.


Head Start/EHS Volunteer Training
 Outline for Required Volunteer Training

	I.	The Role of the Volunteer
A. The volunteer’s relationship with children.  This includes the following:
· Needs of children.
· Observation and meaning of children’s behavior.
· Attitude of volunteer.
· Understanding positive guidance/discipline.
Refer to Positive Guidance Handbook and pages 10 and 11 of this manual.

B. Specific duties of the volunteer.
Refer to pages 12, 13, & 14 of this manual.

C. Expectations of responsibility, reliability, efforts and other concerns.
Refer to pages 10 & 11 of this manual.

D. Discussion of work schedules, absence procedures and staff meetings.
Refer to individual placement letter and Pages 10 & 11 of this manual.

E. The need for Confidentiality and related Policies and Procedures.
Refer to Confidentiality Policy and Family Services section of the Parent Handbook.

F. The sharing of special talents.
Refer to page 14 of this manual.

G. Understanding the lines of authority and the place of the volunteer in this structure.
Refer to page individual placement letter each Community & Student Volunteer will receive.

H. Explanation of safety regulations to include the following:
Responsibilities of volunteer in promoting safe practices.  
    			(See Child Safety plan for individual classroom – should be posted)
Location of fire extinguishers and instructions for use.
    			(Training done at H.S./E.H.S. Center by Site Supervisor or supervising teacher)
Procedure for center evacuation.
    (See posted classroom evacuation plan)
Location of telephone and persons to call in an emergency.
    (Information given in H.S. classroom)
The need to keep harmful or dangerous materials out of children’s reach. (Locked cabinet for dangerous materials, prescription drugs, etc. located in each classroom)                  
Transportation and Pedestrian Safety.
    (HS/EHS Parent Handbook/Transportation Section)
First Aid.  (Information given in HS/EHS classroom- sign will be posted)

· *SID’s Training and Abuse and Head Trauma Prevention Training will be provided for Early Head Start Volunteer Classroom Placements.

I. Recognition of childhood illnesses.  See page 11- Treatment of Children.

J. Review of Child Abuse and Neglect Laws.
See HS/EHS Parent Handbook/Family Services section and review CA/N Policy.

K.  Review of licensing rules. Review HS/EHS Parent Handbook and this manual.

L.  Review of day care center policies.
          Each classroom has a copy of the State of Wisconsin Child Care Licensing Regulations posted.
	
II. Communication with Children.  See page 10 & 11- Treatment of Children.
  A.  Verbal
	1. Be a good language model.
	2. Use positive reinforcement for expressive language.
	3. Encourage children to make their needs known verbally.
	4. Talk with children rather that at children.
5. Encourage the ability to relate facts in a sequential and              relevant manner.
                     B.    Non Verbal
1. Body Language that is non-threatening and at their eye level.
2. Give children undivided attention.
3. Providing “talking time” for children implies “listening time” for the volunteer.
4. Create a friendly, relaxed learning environment.

III. Communication with Adults.  See page 11- The Role of Volunteers.
1. Acceptance of tasks and assignments.
2. Acceptance of supervision, guidance and constructive criticism.

IV. Knowledge of Daily Program Routines. Refer to classroom schedule at the center.
A. Arrival time				H.  Toileting and hand washing
B. Breakfast					I.  Lunch time
C. Activity period components		J.  Rest
D. Cleaning up				K.  Late afternoon activities
E. Transition periods			L.  Departure
F. Snack time				M.  Field trips
G. Outdoor play



TREATMENT OF CHILDREN AND
THE ROLE OF VOLUNTEERS
It takes tender, loving care and time for anyone to gain a child’s trust.  What you do to a child, how you act in front of a child, and what you say to a child should always be positive.  This is expected from all Head Start and EHS staff, mothers, fathers, foster parents, relatives, caregivers and all volunteers that come into a Head Start/EHS classroom, kitchen, attend a Family Night, Socialization, center event, ride a Head Start bus, or while present in any area of a Head Start/EHS Center.

	TREATMENT OF CHILDREN

In all matters of discipline, inform the teacher.  We may never slap, grab limbs, jerk, shake shoulders, shove or use any physical punishment.  Children are redirected as needed- refer to the Positive Guidance Policy/Handbook.
 
Always try to use the child’s name when speaking to a child.  Children may never be described as naughty, bad, bratty or any other negative name.  This includes comments on race, color, culture and religion.

Use a quiet voice.  Save “yelling” for when a child is in danger.

When a child talks –we listen and respond. 

When giving instructions to a child make comfortable eye contact and get down to the child’s level by kneeling or sitting in a low chair. (For some children eye contact can be uncomfortable- do not force this.)

Encourage children to express their thoughts and feelings in words.

Be aware of a child’s behavior and note when there is a change.  Behavior changes may indicate that he/she is tired, ill, or something has happened.  Ask the child how he/she is feeling.


	Always compliment and accept the art work of children.  Avoid any negative comments about the method they used, any messes they made or the finished art project.

Be aware of how you sound when you talk to a child.  Are you sounding loud, angry, stressed? Check yourself on this. 

Role model the respect and manners that you expect the child to use.

Children will always be encouraged and supported in nurturing safe environments.

Assist children with toileting when asked.   Do not lift up clothing or pull down clothing.  If a child asks to show you something under their clothing let them lift up or pull down their own clothing.

During meals encourage children to try different foods.  This is a time to talk about the color of the food, texture, temperature and the good things the food does for the body.  Do not talk about your own food dislikes.

Children are not forced to clean their plates or stay at the table to finish food they have taken.  Food, such as a dessert is not withheld as a punishment for not eating everything on the plate.  Dessert is not given as a reward for finishing all the food on the plate.



	THE ROLE OF VOLUNTEERS
Arriving at the center classroom at the time that has been scheduled and letting the supervising teacher or staff person know you are ready to help- ask for instructions.

Expect that HS/EHS staff know the rules and will inform you and enforce the rules in a respectful manner.  Volunteers will be expected to follow regulations, policies and training guidance.  Remember, volunteers  cannot be left alone with a child at any time, or counted in the staff ratio.  The exception to this is the parent volunteer who may be counted in ratio- and may take their own child to the bathroom.

We are guests at most all of our centers.  Use the appropriate procedures for parking vehicles and entering buildings.

Volunteers that are ill should inform the supervising teacher as soon as possible. Staying healthy often means washing hands many times a day for 2 minutes with soap and hot water, and using latex gloves to clean up body fluid spills.

Volunteers can never enter a HS/EHS Center under the influence of alcohol or while using an illegal drug. If suspected you will be asked to leave. Any parent or persons transporting a child would be discouraged from driving up to, and/or calling the authorities.  Weapons are not allowed.

Volunteers using a prescription drug must notify the supervising teacher so the drug may be put in a locked cabinet.  

 HS/EHS classroom discussions should be pleasant. Avoid discussing a child’s family, a child’s behavior, adult situations, or the use of any loud harsh language in front of children.
	Smoking is prohibited in all HS/EHS centers, parking lots, busses, or any location that may be accessed by children or where children can see you.  Avoid having the smoke smell on your clothing due to some children being allergic to smoke.  Do not throw cigarette butts on the sidewalk or grass at an HS/EHS or public school facility.

Before a volunteer is placed with HS/EHS all required paperwork will be completed. This includes; emergency information, State of WI. Background Disclosure, physical/TB skin test, and SID’s/Shaken Baby Training for EHS Classrooms. If there are any medical or background record changes that occur during your time with HS/EHS please notify the Family Services Manager.

When a volunteer is placed in a HS/EHS classroom the State of WI. Licensing file is also placed.  Placement location changes cannot be made without notifying the Family Services Manager.

Head Start/EHS depends the help of volunteers and for donated hours to be recorded on the appropriate In-Kind form.  Volunteers can track their hours by making copies of In-Kind hours for their personal records. We cannot back track In-Kinds to provide hours.

Volunteers are required to read, understand and keep all of the policies presented in their Orientation packet.

We will ask volunteers wear a name tag.   The name tag is typically necklace name tag which the teacher will have ready on the student’s first day.   At a minimum the name tag should have a first name and where the volunteer is from, example: Mary/UW Whitewater.  It is important to be able to identify who are our volunteers for safety.





General Instructions and Job Descriptions for Volunteers
Classroom and related areas:
· Before you start your volunteer time with the children the supervising teacher will complete the Child Care Licensing Orientation Checklist with you. This will include discussing emergency evacuation, exits, fire extinguisher use and location, first aid, stairway locations, storerooms, and any other classroom or building information.
· On the first day of volunteering a portion of your time may be used for observing the activities in the children and classroom activities.  You may feel comfortable after an hour of observation, or you may require longer or feel comfortable right away. 
· Inform the teacher of any accident or injury that you notice has happened to a child. The incident must be recorded in the classroom medical log immediately.  Volunteers may not administer or apply medications.
· If you have an accident or injury while volunteering at Head Start/EHS ask the teacher for a form to record the incident and ask the teacher to hand in for you. You may also contact the Program Design Mgr. for this form.
· Volunteers will always assist children in the presence of a staff person.  This means volunteers cannot leave the room with a child, accept children when a parent self- transports, or release a child to a parent or other caregiver.  The parent must be directed to the classroom teacher for drop off and pick up at the days end.
· A parent volunteer may assist their own child in going to the bathroom, but may not take another child to the bathroom without the presence of a staff person.

 Good Volunteer Practices:
· ALWAYS, always greet children with a smile, using their name:  “Good Morning ____,
I am happy to see you.  My name is _________.”
· ALWAYS, introduce yourself to the parent(s), and when possible shake their hand.  It is most important to make this connection.  This will really help the parent when they hear you give their child instructions, or talk to their child about following rules.
· When talking with a child speak clearly, and LISTEN to what a child is saying. Respond in words to the conversation getting down to their eye level when possible.
· Pay special attention to a child who appears to be sad, tired or lonely.
· Read stories and don’t be shy in using lots of expressions, different voices and adding your own material to the story- “ham it up”.
· When entering a child’s play first ask if you can join the play.  Give the child have a choice in saying “yes” or “no”. If they say “no”- they may invite you later.
· When interacting with the children always find moments for teaching.  Call attention to numbers, colors, shapes, naming things and pointing out differences, such as:
fast/slow		long/short		hard/soft		small/large
· Notice when children are doing good things.  Compliment children on their attempts to share, follow rules, art work, picking up toys and helping in general.



Working with the children in the classroom:

Do not use your cell phone, check messages or text while you are in the classroom.

· Be ready to help children with a variety of activities and transitions.
· When working with messy materials help children roll up their sleeves or put on aprons.  
· It is okay for children to have spills or make a mess.  Be ready to give them a sponge or toweling to clean up.  Assist them and let them know it is okay to make a mistake.
· Try not to burden children with constant warnings to “be careful”, or “don’t spill.”
· During art activities keep in mind the process is more important than the finished product.  The child’s project will never look like the teachers.  It is so important that the art experience is a pleasant one for the child.
· When working with the children try to think ahead or look ahead for unsafe situations or possible accidents.  This is especially important in the area of bathrooms, stairwells, outdoor play, boarding the bus, unloading the bus and walking to and from the building, as well in crowded hallways.


Meal Time: (Do not use your cell phone)

· Meal time is social.  There should be conversation.  This is a good time to talk about food and what it does for the body.  You may talk about milk being good for the teeth and bones, and meat for strong muscles and how fruit and vegetables make us feel good.  Children may not always understand this, but it does plant thoughts about good nutrition and the food choices children will make later.  Do not talk about your own food dislikes!
· Children often help to set tables.  They will serve themselves and learn to pass the food and pour their own milk.  Children will decide when they are done eating.  When children are done with their meal they will scrape their plates and put them on a cart.  Children will also clean their own eating space at the table.
· During meal time be aware of children who may have a hard time sitting or interacting with the child next to them.  This might be a child that you will want to sit next to during the meal.  Remember, we cannot withhold food from a child for negative behavior.

Assisting during the Bus Ride (you must have evacuation training in order to ride a bus). Do not use your cell phone, text or check messages on the bus.

· The bus driver and teacher assistant are the first H.S. staff the child and parent see from Head Start during the pick up route and the last H.S. staff the child and parent see at the end of the day.  It is important that the child and parent are ALWAYS greeted with a smile and greeting.  Example:  “Good Morning, _______ and Mrs.__________.”
· Head Start/EHS will always have a teacher assistant, teacher or Head Start staff person on the bus to provide assistance.  A volunteer may ride the bus with the staff to observe or provide further assistance.  Pick up and drop off times are times where safety is carefully monitored.  Children can only be released to the designated caregiver that is listed in writing. 
· Children will be brought to the bus by the parent or caregiver.  Children will be assisted up the bus steps and the H.S./E.H.S. staff person will make sure the seat belt is secured.
· Please be sure you are not eating, drinking or chewing gum during the bus ride, as the staff and children will not be able to do this as well.

Working with the children on the bus:
· The bus ride is considered part of the child’s social and educational experience.
Each bus ride will be different according to the location, traffic, number of stops on the route, and what is needed to keep children safe during the bus ride.
· Children will more likely be cooperative and enjoy the bus ride if they can interact socially.  Singing a “good morning”, or “good bye” song as children board, or get off the bus.  This can be done as long as the children know to lower their voices when the bus driver needs them to be quiet.  This requires practice done by EHS/HS staff so the children to know when this is expected.
· Asking questions or doing riddles, such as:  What color is the bus driver’s hat?
What barks and wags its tail?  What day is this?   Counting and ABC songs are all ways for children to learn while on the bus ride.

    Kitchen Volunteering:

· When volunteering in the kitchen you will always check in with the cook and ask for instructions and you will be expected to wear an apron and hair net.
· You will be expected to wash your hands many times, such as; before and after handling food, after touching hair or clothing, and after using the rest room.  The cook will review the sanitation rules with you before starting your volunteer time.
· The cook may ask you to cut up food, count out dishes and silverware, prepare dishes for dishwasher, clean shelves or cupboards, sweep or mop, or any other related task.
· Children will often come to the kitchen with the teacher.  ALWAYS, greet them with a smile, saying “hello” and asking or using their name.  Children may not come to the kitchen alone, or enter the cooking area for safety purposes.
· Use manners with the children; please, thank you, you’re welcome.  Children learn manners best when adults model for them.

  *Sharing of Special Talents:  Please let the supervising teacher or Head Start/EHS staff person know of any special talents that you may want to share during your volunteer time.
This might include singing, dancing, playing a musical instrument(s), or a special art activity.  Head Start/EHS also values activities that would represent different cultures. 




        In-Kind Information and How We Meet Our Federal Share

The federal government requires Rock-Walworth C.F.S., Inc. Head Start/EHS to gather and track 20% In-Kind in the form of time, donations, space and cash in order for this agency to spend its federal funds.  This means that the federal government gives Head Start 80% of what is needed to operate the program and the program must seek the support of the community to meet the remainder.  
The In-Kind requirement looks like this:

			80%- Federal funds awarded to Rock-Walworth Head Start/EHS
			20%- Non-Federal share gathered from the community.
			100%	Total Head Start Project Costs Awarded                                                                            
                              


	The Non-Federal share gathered from the community may consist of the following:
          
· Donated hours from volunteers.
· Cash and how it will be used.
· Discounts that are specifically for Head Start/EHS.
· Materials or supplies for classroom use.
· Space.
· Consultants, trainers and professionals who are donating their time and are not paid by federal dollars.


In-Kind Value:

In-Kind value is determined by a reasonable value of the time determined by the Finance Director and auditor for time donated by Head Start/EHS community members.  Please note the following In-Kind values:
· Volunteer hours are valued at a set rate per hour, unless the volunteer is donating time in a professional capacity and then the volunteer may name the hourly rate, or a reasonable hourly rate would be assigned to the volunteer.  
· Building space is professionally estimated by a certified property appraiser.
· Learning Genie App - In-Kind This year will implement the In-Kind feature. In which parents and volunteers will enter their reading, home activities, and volunteer time. 




*Information gathered from the Willams Young LLC., Head Start Eligibility & Attendance and
In-Kind Training 1997-2003 and the most recent fiscal audit.


















How to Use In-Kind Forms

(See our Parent Orientation Power Point for filling out pink In-Kinds and our Website Video on how to fill out pink In-Kinds at: https://goo.gl/R5mexj. The program will also use Learning Genie for Parents, students interns and other volunteers as a way to enter their In-kinds)

All Head Start/EHS staff know the importance of gathering In-Kinds and have been trained on how to use and complete the most current In-Kind forms.  All In-Kinds are considered the property of Rock-Walworth C.F.S., Inc. Head Start/EHS and should not be removed from centers.
· Location of In-Kind forms:  Please ask the HS/EHS staff person to show you the location of the In-Kind folder, or where In-Kinds are located so you can enter your hours on your In-Kind form each time you volunteer. Staff will also be prepared to assist parents on filling out In-Kinds on Learning Genie.
· Filling out the In-Kind form:	 In-Kinds are self-explanatory and can be interchanged to avoid losing the In-Kind.   Keep the following guidance in mind:

1) Use one pink Classroom In-Kind form per person.  When working with two            parents, use two In-Kinds forms.
2) Use one pink Classroom In-Kind until it is filled.  Do not use a new form each time the volunteer comes to the classroom.  However, use a new form for each new month.        
3) Head Start children are listed on the In-Kind so that we may use the At-
Home Project section for tracking outcomes.
4) Check over the In-Kind to make sure it is correct; staff signatures and dates are not photo-copied, staff sign and date after the parents last date of donation, and volunteers sign to verify their hours or donation.
5) Volunteers who need to track their hours should ask to make a copy of their monthly In-Kind or keep their own record of hours. Do not give away the original.
6) Specify in the box provided if the In-Kind is for Early Head Start (EHS).

· Types of In-Kind forms (always use a form for the current program year):

1) White In-Kind- used for events, meetings and trainings.  It is important for the volunteer to print their name and to fill in the classroom code for their child (if the volunteer is a H.S. parent).
2) Green In-Kind- used for areas listed in the boxed areas. The bottom of the form must be signed and dated by staff and volunteer. We want the volunteer to let us know if their wage(s) come from any federal funding-and what percent.
3) Pink In-Kind- used for the categories listed on the form.  The top portion must be printed and filled out completely. The bottom of the form must be signed by the volunteer along with the staff signature and dated after the last date of the volunteer.
Deadlines for In-Kind forms:  All In-Kinds are due to the Administrative Center in care of the Family Services Manager on the last day of each month.  
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