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Important Numbers
Volunteer Coordinator  651-306-7866

Building Contacts
Hilltop Mary Beskar 651-306-7400
Pine Bend Sara Pearce 651-306-7702
Salem Hills Sue Erickson 651-306-7300
Middle School Laurel Pinette 651-306-7200
Simley Carol Ellison 651-306-7011
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Our Vision
The vision of Inver Grove Heights Schools is to provide
•	 an inclusive, respectful, and caring environment

•	 a culture of high expectations
•	 whole student development

•	 personalized learning
•	 an involved and invested community and district

Our Mission
INSPIRE. INNOVATE. EXCEL.
A community commitment

This handbook was adapted from the 
Volunteer Connection, Bloomington Public Schools, Minnesota.

School Calendars
The district and school calendars are updated and available online at 

www.isd199.org/news_and_events/calendar.



Why do we need volunteers?
We need volunteers to:
•	 Reinforce skills taught in the classroom
•	 Help teachers give students more individual attention
•	 Help students develop a more positive attitude toward 

themselves, school, and academic achievement
•	 Enrich the student’s curriculum and, in turn, broaden his 

or her awareness and experience
•	 Encourage the development of self-control and 

independence in students

What qualifications do you need?
Although there are no education requirements for school 
volunteers, there are certain qualities that enhance a 
volunteer’s efforts:
•	 a warm and understanding personality
•	 willingness to accept direction
•	 ability to work well with others
•	 interest in young people and education
•	 ability to relate to young people
•	 patience
•	 sense of humor
•	 respect for the dignity and uniqueness of all
•	 flexibility
•	 dependability and reliability
•	 desire to motivate young people and help them succeed 

in school
•	 sincerity
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Introduction
This handbook contains information that will help you find 
success and meaning in your school volunteer experience. 
We hope you find it helpful.

Before volunteering, each volunteer is required to 
attend orientation and training sessions offered by the 
school volunteer program regarding district policies and 
procedures. These are designed to help you feel more 
comfortable in your volunteer setting and provide you with 
additional information that will enhance the success of 
your volunteer work. These training sessions will provide 
you with the tools to enable volunteers to have a successful 
experience.

We appreciate your willingness to share your time and 
talents to increase educational opportunities for our 
students. Your work will help students achieve academic 
success, provide an “extra pair of hands” for busy teachers 
and contribute to the general welfare of the schools.

We wish for each of you a successful, rewarding and 
satisfying experience. Should you have any additional 
questions or need other information please feel free to call 
your building contact, consult with the teacher to whom 
you are assigned, or contact the district Volunteer Corps 
coordinator.

3
www.isd199.org/community/volunteer_corps - Making an impact that lasts a lifetime.



Tutoring
•	 Share your knowledge or discover your talents by 

tutoring students in a designated subject area before or 
after school. Bring what you know, along with a positive 
attitude, to create a learning environment that will 
benefit you and students. You can be the one that helps 
students gain confidence and manufacture useful skills 
that will benefit them throughout life.

Enrichment Volunteers
•	 Administer Brain Boosters’ small group activities and 

games (30-45 min./week). Encourage an inquiry-based 
discussion around a short story during Junior Great 
Books (45 min./week). Coach a group of 5-7 students in 
Destination ImagiNation (creative problem solving) or 
First Lego League (vehicle that completes tasks). Each 
group meets once a week after school.

Media/Technology
•	 Familiarize students with tips and tools that will help 

them succeed while in school and beyond. Work with 
students to help them gather research online, and 
support them as they sharpen their skills. Develop your 
understanding and train students so that they will be 
prepared for lifelong learning in a 21st Century world.

School VIP
Assist schools and teachers with daily tasks. Prepare 
materials for a teacher, cut paper, organize worksheets, 
monitor the lunchroom or playground, etc. Provide an extra 
set of eyes or pair of hands is an excellent way to volunteer 
in the schools. Build of team of School VIPs by recruiting 
your friends or neighbors. You will need to set a positive, 
warm learning environment when working with students. 

What are some of  the benefits and 
rewards of  volunteering?
The benefits of the school volunteer program are more 
obvious to the students, teachers and school than they are 
to the volunteer. To the volunteer, the rewards are deeply 
personal and virtually impossible to measure.
•	 There is the satisfaction of seeing a student improve.
•	 A former teacher may want to continue to utilize their 

skills.
•	 A volunteer may have a special talent or resource and 

desire satisfaction in sharing with the students.
•	 Volunteer experience can be used on job applications.
•	 Perhaps the most common reward is the satisfaction in 

helping to fill an explicit need in the school.
•	 Gain a sense of personal accomplishment and 

community involvement.

What do volunteers do in the school?
Math
•	 Provide assistance to students as they practice using 

math concepts. 
•	 Model strategies supplied by the teacher and examine 

students’ knowledge of the material.

Reading
•	 Assist readers and writers by offering one-on-one or 

small group help to students as directed by the teacher. 
This specialized program is designed to help students 
become better readers. Volunteers provide coaching, 
a caring adult and help with reading while students 
progress in their learning.

English as a Second Language
•	 Reinforce vocabulary as students learn English as a 

second language.4 5
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contact at the school and ask that the teacher be  notified 
that you cannot come that day. The students will be 
disappointed that you cannot come but will be reassured 
that you cared enough to call.

•	 Be prompt. It is important to make every minute count. 
Your promptness tells the student you think that he or 
she is important.

•	 Do	not	take	this	responsibility	lightly.	Teachers	will	
have	counted	on	you	and	your	student	is	dependent	
upon	you.	Volunteer	for	only	the	time	you	can	
realistically	expect	to	give.

•	 Be sure to meet or talk with the teacher prior to your first 
volunteer time to cover expectations and volunteer work.

•	 Remember that you are acting as a role model for 
students, and you should dress and act appropriately.

•	 Share any problems you encounter with the Volunteer 
Corps, building volunteer coordinator or the teacher 
with whom you work. 

Tutoring tips
You will be taking a first step toward building a relationship 
by simply being yourself. Remembering some of the 
following points may also help as you begin working with 
students:
•	 A student’s name is very important. Make sure you 

say the student’s name the way he or she wants it 
pronounced. Learn to spell the name correctly.

•	 Make sure the student knows and can pronounce your 
name.

•	 Be a careful listener. Show that you are interested in the 
student as a person. Listen carefully to what the student 
has to say. By your words and actions, let the student 
know that you care.

•	 Relax, be yourself and keep a sense of humor.
•	 Students make mistakes. Let them know that making 

mistakes is a part of learning.

Good volunteers...
•	 Are dependable and punctual (always calling the school 

to notify the student and teacher if they are unable to 
come).

•	 Are positive.
•	 Care about young people, even those hardest to reach 

and who may have the greatest need.
•	 Remember that the teacher is in charge of the classroom.
•	 Follow school policies and understand the importance of 

the volunteer’s role as a good example of behavior, speech 
and dress.

•	 Respect cultural differences and accept people for who 
they are.

•	 Are willing to work under the supervision of a staff 
member.

•	 Understand that information about teachers and students 
is confidential. 

•	 Talk over any problems with their teacher or building 
principal.

•	 Support the teacher in all situations.
•	 Do not try to have a parent conference about his or her 

child while at the school doing volunteer work.
•	 Follow the teacher’s plan completely.
•	 Ask for clarification if they do not understand the 

assignment.
•	 Communicate in an open and clear manner.
•	 Build students’ self-esteem and help them develop a 

more positive attitude toward learning. 

Routine procedures to follow
•	 Always remember to sign in at the office when you arrive 

and sign out when you leave.
•	 Be sure to wear your Volunteer Corps badge for 

identification.
•	 Be reliable. If you must be absent, call the building 
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Students need...
•	 To think you are working with them, rather than talking 

at them.
•	 To know you will handle minor behavior problems fairly, 

firmly and in a friendly manner. Disruptive behavior 
must be dealt with by the classroom teacher.

•	 To be accepted as they are, rather than to have our 
personal standards imposed upon them.

•	 To find success in their school work each session. Praise 
and acceptance will speed their progress.

•	 To succeed in learning by working with others and 
sharing ideas.

•	 Your complete attention during sessions.

Thank you for your willingness to share your 
time with our students. You are helping to 

make an impact that lasts a lifetime.

Please review our District Policies:

•	 413 Harrassment and Violence
•	 414 Mandated Reporting of Child Neglect, Physical 

or Sexual Abuse
•	 417 Chemical Use and Abuse
•	 418 Drug-Free Workplace and Drug-Free Schools
•	 419 Tobacco-Free Environment
•	 423 Employee-Student Relationships
•	 514 Bullying Prohibition
•	 515 Protection and Privacy of Pupil Records

Policies can also be found on the District website.

•	 Build students’ self-confidence. Praise students honestly 
and frequently. Remember attentiveness and effort can be 
as important as performance. Accentuate the positives.

•	 Be patient. Students learn at different rates and in 
different ways. Any sign of progress, as little as it might 
be, will be your greatest reward. Students work at 
different paces.

•	 Repetition is important. As many different ways as you 
can devise to get the student to repeat what is being 
learned, the better it will be.

•	 Discuss any unexpected student needs with the 
classroom teacher.

•	 Be sincere, but praise any honest effort on the student’s 
part. Look at failures as opportunities for another try at 
the same task.

•	 If the student starts to digress from the work assignment, 
focus him or her back on the subject by saying, “How 
does this apply to what we are learning? What does it 
mean?”

•	 Make all tasks appear challenging. Do not tell students, 
“This is easy,” or they will feel defeated if they fail in the 
task.

•	 Never criticize a student for an incorrect answer. Instead, 
reply to the response with a statement such as, “Let’s 
think about this.” You can then review a few facts and 
help him or her discover the correct conclusion.

•	 Avoid “don’t” and “no.” Try to be positive.
•	 Praise the student when he or she succeeds at the activity 

you have been doing together. Let the student know you 
expect him or her to succeed by saying, “I knew you 
could do it.”

•	 The volunteer’s interest and enthusiasm may be the single 
most important part of the student’s success!

•	 Please check with teachers prior to giving out any 
tangible rewards.
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