INFORMATION ABOUT VOLUNTEER SIGN-UPS


Most teachers, several of our educational specialists, and numerous DHSC committees will ask the room parents to post volunteer sign-up sheets at back to school night (BTSN) to help get parents involved in important student activities at Dixie School.

In the initial meeting between the room parents and the teacher, be sure to discuss the subject of classroom volunteer sign-ups and agree on the best way to proceed.  You should also talk with the teacher about how he/she would like to manage volunteer confirmations and cancellations so that you can inform parents whether or not they are responsible for finding their own substitutes if they cannot make a shift for which they have signed up.

Please note: The volunteer sign-up sheets should NOT be posted before 6:00 pm on the evening of BTSN.  By posting them at the same time for all classrooms, all parents have an equal chance of getting the volunteer shifts they most desire.  Volunteer sign-ups should be physically posted inside or outside the classroom door where parents can easily find and access them.

To encourage parents to sign up for a wide variety of different volunteer activities, we will be sending home a description of the various classroom volunteer opportunities with their Back to School packet.  It also may be helpful to have one room parent representative outside the classroom during the sign-up period (each room parent can take a 5-10 minute “shift”) to answer questions and encourage parents to sign-up for some of the harder-to-fill classroom volunteer positions.
More about Classroom Volunteer Sign-Ups (Parties, Field Trips, In-Class Support)
The classroom volunteer sign-up sheets posted on the Room Parent Resource Center have been prepared to provide you with an example, as well as a template that can be customized to address the unique needs of each teacher.  Please find them on the Dixie School web site (http://dixiesd.marin.k12.ca.us/dixieschool/) in the Room Parent Resource Center, under the section on Preparing for Back to School Night.

Please customize these sign-up sheets by:

1. Adding specific dates/times for your classroom activities (all text highlighted in yellow should be modified).

2. Deleting and/or editing any content that is not relevant to your teacher’s specific needs.

Please note that two “models” for soliciting classroom reading/math volunteers have been included within the document. Some teachers like to publish the specific dates/times they need these volunteers and have parents sign-up directly.  Others prefer to collect general availability from parents and then assign them to specific volunteer shifts after back to school night.  Either model works well. This is something you should agree on with the teacher and then edit the sign-up sheet as appropriate. 

Please note that if the teacher decides to manage the sign-ups by listing specific dates, the sign-up sheets may only address the first 4 to 5 months of the school year.  If so, it usually will be necessary to solicit additional volunteers for the last 5 months of the school year sometime after the holidays (please coordinate with your teacher).

After parents express interest in volunteering, there is usually some amount of coordination required to create a final volunteer schedule.  Be sure to talk with the teacher before BTSN about how (and who) he/she would like to handle this aspect of the process.  Also, it is important to share with parents the final schedule so that there is no confusion about what they have signed up to do.  Send an email to the class that summarizes and confirms the classroom volunteer schedule, including the name(s), date, time, and any necessary information for each volunteer shift.  This is also a good mechanism for confirming how parent volunteers should handle cancellations.

More about Volunteer Sign-Ups for Special Classroom Projects and Opportunities Outside the Classroom (Art, Library, Loop, Dixie Diner and Playground)
The volunteer sign-up sheets for special classroom projects and activities outside the classroom have been developed in cooperation with our educational specialists and the various DHSC committees in charge of these activities. Please find them on the Dixie School web site, in the Room Parent Resource Center, under the section on Preparing for Back to School Night.

Please note that each of these sheets will require minor customization by the room parents to include the teacher’s name in the text of the document.  This is important to ensure that we can link each sign-up sheet to a specific classroom!  Please replace the text that reads [insert teacher’s name] with the actual name of your teacher on each sign-up sheet.

For the art room and library sign-ups, it will also be necessary to add the specific day of the week and time at which your class is scheduled for the listed activities where you see [insert day of week and time].  The room parents will receive an email from the appropriate contact for each of these activities with the necessary information.  Please be sure to edit the sign-up sheets with this information before you finalize and print your sign-up sheets.  
Please be aware that certain activity sign-up sheets are not required for all grade levels.  Or, in some cases, the sign-up sheets have been customized for a particular grade.  
The volunteer sign-up sheets for library, Loop, Dixie Diner, and playground need to be turned in by the Monday following BTSN.  Place them in their individual folders in the Room Parent section of the DHSC file box in the office. These sign-up sheets will be used to centrally coordinate a volunteer schedule for these activities.
Other

If you have any questions or difficulties customizing the sign-up documents, please contact your Room Parent Grade Level coordinator.  
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