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Thank you
Thank you for your interest in volunteering at EDS! Your willingness
to serve our students and faculty is greatly appreciated. There are
many ways you may become involved as a volunteer during the
school day.  

What might a classroom volunteer do?

Listen to children read
Conduct flashcard drills
Reproduce materials
Prepare bulletin boards
File student assignments
Display student work
Help reshelve books in the library
Help children with art projects
Assist with enrichment activities
Make and play instructional
games

Practice vocabulary
Mystery reader
Discuss careers or hobbies
Set up science experiments
Help with handwriting practice
Gather resource materials
Tell stories with puppets
Make copies or assemble
resources for a teacher
Facilitate centers in small
groups



Volunteer Guidelines
Volunteer opportunities will vary depending on the needs of
individual classroom teachers. The demand for volunteers may
change weekly or monthly depending on the needs of each
classroom teacher and whether or not they have a classroom
assistant. The following information will help you become familiar
with our policies and procedures in order to provide a positive
volunteer experience for both you and the school. 

Volunteer Role 
Our volunteers provide support not only to the students but also
to the teachers. As a parent or family member, you have a unique
perspective and ability to understand students. As a volunteer,
you must act in that capacity first and foremost. 

A variety of jobs will be available and we will do our very best to
match you to the type of job you prefer. If you dislike a particular
assignment, please let us know. We will do our best to find
another opportunity for you. 

Sign In & Sign Out
All volunteers must sign in and out at the front office. As a safety
measure, this allows the school to know who is or who has been
in the building. Signing in also helps us find you if there is an
emergency. When signing in, please wear your visitor’s tag the
entire time you are on campus. This will help everyone, including
students, get to know you more quickly and allow the school to
know that you have a reason to be there. 



Hints for Working With Students
Know their names
Introduce yourself (Mrs., Ms. Mr.)

Be reliable
Build students’ self-confidence

Supervision
Volunteers always work under the supervision of the faculty at
EDS and only with those teachers who have requested a
volunteer. 

Discipline
Allow the teachers to discipline children. If there are incidents of
misbehavior it is the teacher’s job to deal with them. As a
volunteer, it is helpful to be specific about rules and expectations
with students. Maintain limits and boundaries. Consistently and
calmly work with students taking a neutral stance, restating rules
and expectations, and offering reasonable choices. 



Restrooms
Please use the adult restrooms.

If You Need Help
If you have questions, or concerns, or just want to talk about your
volunteer position, please talk with the teacher, the staff member
you are working with, or the division head. 

Emergency Procedures
If there is a fire, tornado, or emergency drill of any kind, please
follow your class and do as the teacher instructs the students. 

Cell phones
Please place phones on silent and refrain from using cell phones
in the classroom. This includes taking pictures of any students. 



Professionalism
Although this job is voluntary, the
commitment is professional.
Besides maintaining an attitude of
mutual respect and confidence,
you should become familiar with
school and classroom policies and
practices. Working with our
faculty requires flexibility and a
willingness to follow their
directions. Please be on time. Your
timeliness as a volunteer affects a
teacher’s ability to execute their
daily plan. 

Please call faculty and staff either by Ms.; Mr.; or Mrs. Use their last
name, never their first name unless students are not present.

If you are working in your own child’s classroom, try not to single
them out for attention as this may make them uncomfortable. 

If you have questions, wait until there is an appropriate moment
rather than interrupt the teachers while they are teaching. 

If you need to speak with your child’s teacher, please schedule a
time to meet outside of your volunteer hours. These important
conversations deserve preparation and dedicated time. If you need
to speak with a teacher about your own child, schedule a mutually
agreeable time outside of class time to meet. Our teachers are
glad to meet with you and appreciate your interest and
willingness to partner with you effectively. 



While participating as a volunteer, please understand the necessity
for confidentiality. Volunteers are expected to protect the teachers’
and students’ right to privacy. Once a volunteer begins to work in a
school setting they become privy to knowledge about children’s
behavior patterns, academic ability, emotional maturity, and
relationships with others. In some cases, this information will be
conveyed so that a volunteer may work more effectively with a
child. In other cases, it is acquired in the course of frequent contact
in the school setting.

In addition, volunteers are in a position to learn more about faculty
and staff members. Never share knowledge and/or opinions about
the professional competency of individual teachers and staff in the
community. Negative comments are harmful to the reputation of
students, faculty and staff, and other volunteers. 

Volunteers must be especially careful to honor confidentiality.
Breaching confidentiality can be hurtful to children, their families,
and our staff. Here are some sample issues that may arise.

Confidentiality

“Wasn’t it cute
when Jake…” 

No matter how innocent,
cute, funny, or charming a
classroom event may be, it is
not okay to repeat stories
about students. What
happens in the classroom
stays in the classroom. 



When other parents ask you questions
Many parents are tempted to ask you about how their children
behave at school. This is especially likely if you are friends outside
of school. It is never okay to put volunteers in this awkward
position. Don’t ask and don’t tell! If parents have questions about
their child, encourage them to speak with the classroom teacher.

If you see or overhear something
As a volunteer, you may see or hear things from staff or students
that they would not want to have repeated outside the school. If
you have concerns about something you see or hear, please talk
to the classroom teacher or division head if appropriate. 

When you have a concern
If a student tells you something that causes you concern, tell the
classroom teacher. If you observe something that troubles you,
tell the classroom teacher. The teacher is in the best position to
deal with the issue appropriately. Remember that you are a
mandated reporter. 

If other parents or friends ask about
your work
Tell them you enjoy working with the children and discuss the
activities that you do rather than specific information about the
children, the teachers, or the school. 

Any conversations or observations encountered while on campus
are not to be discussed with anyone other than your supervising
faculty member or the Head of Lower School.


