
St. James R-I School District

Visitor/Volunteer Handbook

Volunteer:  it’s as easy as 1, 2, 3…
1. Return completed Volunteer/Visitor Application to the school office.
2. Sign and return the Visitor/Volunteer Agreement.
3. Background check to be completed through the school office.

Revised:  6/11/2021
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Superintendent’s Message

Dear Volunteer,

Welcome to St. James R-1 School District and thank you for your interest in volunteering in our school.

For St. James R-1, preparing students to be globally-competitive graduates is our top priority.  A
community-wide effort is required to create, sustain, and invest in a culture of deliberate excellence, and your
role as a volunteer is integral to the achievement of these goals.

By lending your services in the buildings, you will support our schools in a variety of ways, all of which are
essential to the success of our students from preschool through high school.  Through your active involvement
in St. James R-1, you also will bridge the gap between home and school, strengthening students’ sense of
community commitment to the school system and allowing learning to continue beyond the school day.

Please refer to the information in this handbook as a guide to support you in becoming an even more dynamic
member of our team.  If you have any questions regarding the content of this handbook and/or your role as a
volunteer, please contact your school’s volunteer coordinator.

Thank you again for your help in realizing the vision and fulfilling the purpose of St. James R-1.  The success
of our school depends on the dedication of time and knowledge by volunteers like you.

Sincerely,

Mr. Tim Webster
Superintendent
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Becoming an Active Participant

Please become an active participant in the parent organization in your child’s school!  The PTO is a great way
to be able to stay involved and assist with activities and events.  PTO monthly meetings are held in the lower
level of the administration building.  Each second Tuesday of the month, they meet at 6:30 pm.  You can email
them at stjpto@gmail.com for further information and to be placed on the mailing list.

As part of this important organization you will be asked to:

● Encourage parent awareness and encourage parent involvement
● Support all programs within the school setting as needed in order to ensure that district goals are met

and that every child receives the highest advantages in physical, mental, social and academic
education

● Encourage respectful communication between the parents, staff members, and students
● Raise and administer funds to supplement the school budget/programs
● Foster community involvement/awareness

Here’s a glimpse of what our fundraising dollars are used for:

● Music equipment
● Providing awards and student incentives
● Supplies for activity events
● Popcorn machine, cotton candy machine, etc.
● Playground equipment
● Providing opportunities for family fun (carnival, laser light show, caroling, movie nights, etc.)
● ...And So Much More!!
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1. Why Volunteer?

Enhancing Student Growth (academic and behavioral)
The earlier in a child’s educational process parent involvement begins, the more powerful the
effects.  Decades of research show that when parents are involved students have:

● Higher grades, test scores, and graduation rates
● Better school attendance
● Increased motivation and better self-esteem
● Lower rates of suspension
● Fewer instances of disruptive or violent behavior

Check out these interesting facts…
● Both resident and nonresident fathers who are involved with their children’s schools provide significant

educational advantages that are not realized when only mothers participate in school activities (Starr,
1998).

● The at-home activities that appear to make the most significant difference in student performance
include helping students organize their time, monitoring their use of time, helping with homework,
guiding TV watching, and discussing school matters with the children (Finn, 1998).

● When parents are involved, students achieve more regardless of socioeconomic status, ethnic or racial
background, or the parents’ education level (National PTA, 2004).

Building a School Community of Learners
There are many ways parents, grandparents, and community members can support the students and staff in
our buildings.  In conjunction, there are many ways that our staff would like to offer support to our families and
the school community.  We would be happy to provide information or answer your questions at any time.
(Remember, there is no such thing as a question too silly to ask!)  Please feel free to ask us about curriculum,
teaching strategies, discipline ideas, motivation strategies, time management, school/state expectations, and
so on!  We look forward to working with you!

Who can volunteer?
● Parents, students, individuals from the private sector, and the business community.  People of all ages,

from all walks of life who share an interest in helping children.
● People who feel the need to support and help the schools in their effort to educate each child to meet

his or her full potential.
● Those individuals who recognize that well-educated children are our greatest natural resource.
● Anyone who has a skill or talent who can enrich the school program.
● Someone who wants to learn about their own community and help to create better conditions.
● People who want to experience the rich satisfaction of helping children.
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2. The Role of the Volunteer

A school volunteer can assist and support building goals and initiatives in many ways (in or out of the school
building)!  In a classroom, the volunteer can assist the teacher in a variety of ways, thereby freeing the teacher
to focus more time on the teaching/learning process.  If you find you are not comfortable helping in a
classroom setting, there are numerous ways you can offer other kinds of much-needed support.  If
transportation is a concern, there are many things you can help with right from your own home!

Expectations For Our Volunteers
● All mandatory paperwork must be handed in to the main office, annually, before you may volunteer.
● Within the school environment, please communicate in a positive and respectful manner at all times.
● All classroom volunteers must meet or speak with the classroom teacher regarding classroom

expectations, prior to volunteering.
● The teacher is in charge of all phases of classroom activity and when working as a volunteer please

remember to take direction from the teacher.
● If you don’t understand your role or responsibilities for any given task, please ask for clarification.  We

are happy to explain!
● Siblings and/or other non-students may not accompany our volunteers as your undivided attention is

needed for our students.
● Consistent misbehavior (from students) and/or disrespectful behavior (from parents or their child) may

result in ineligibility for some types of volunteering.
● Parents WILL NOT be allowed to volunteer with their children during instructional time.
● Have a positive attitude, be enthusiastic, and be cheerful.  Set good examples for students.
● Like children and show it.  Praise the students honestly and frequently.
● Work cooperatively with school personnel.  You may be needed in a classroom other than your child’s.
● Wear a volunteer identification name tag or badge at all times.
● Sign in and out at the beginning and end of each daily assignment.
● Let the person in charge know how the assignment is progressing.
● Be dependable and punctual.  Call the school if you cannot complete your volunteer service.

Ways Volunteers Can Support our School (in school or from home)
● Helping your child be successful by monitoring homework practices
● Attending PTO meetings
● Listening to or reading stories to groups of students
● Helping in our library
● Putting up displays or bulletin boards in classrooms or hallways
● Participate in fundraising and community outreach programs
● Helping teachers make various teaching tools for students (flashcards, mini-books, etc.)
● Working with students on teacher-planned activities (centers, practicing math facts, etc.)
● Volunteering to share a talent (cooking, sewing, construction, music, art, gardening, keyboarding skills,

languages other than English, reading, etc.)
● Volunteering to present to a class or the school about your profession
● Contacting community members to share or present at our school
● Organizing classroom materials, cupboards, files, storage areas, etc.
● Work on school beautification projects (plant flowers, hang signs and banners, create bulletin boards)
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3. Important Information

Application Process

All forms, the required information, and mandatory meeting with the building’s volunteer coordinator must be
completed and/or returned prior to your being considered as a volunteer.

*Please note:  It is not necessary to go through the application process in order to donate items to a classroom
or the school.

Volunteer Selection Process

We will be happy to welcome all volunteers who have completed the application process noted above.

Field Trips

*Please note – In regard to field trips, per district policy, the number of volunteers will be up to the principal’s
discretion depending on the type of field trip.

Confidentiality

All school volunteers are expected to maintain confidentiality while working in the school.  All things that are
seen and heard at school about children and/or their families should be considered privileged information, and
must not be discussed at home, in the community or in the school setting (waiting areas, at school functions,
sporting events, parking lots, etc.)  Trust must be established and maintained in order for this volunteer
program to be successful.

Discipline

The discipline of students is solely the responsibility of the teacher in charge.  Volunteers should in no way
discipline students.  Should students misbehave in your presence, you should report this immediately to the
teacher in charge.  The teacher will then determine the necessary course of action.  Also, note that we expect
students to treat volunteers with the same level of respect given to other school personnel.  If you feel that
students are not being respectful towards you, do not hesitate to discuss the matter with the teacher or
principal.
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4. Code of Conduct

Volunteers have a special place in schools and assist in many ways.  This may include interaction with
individuals and small groups of students in a range of different activities.  To assist schools in providing a safe
environment and a positive educational climate, volunteers are asked to comply with the Code of Conduct for
Volunteers.  This code of conduct has been formulated to clarify the type of conduct that is expected of
volunteers when participating in programs and activities in St James R-I School District in accordance to:
SB Policy-GENERAL ADMINISTRATION Policy 1425 School/Community Relations/School Volunteers.

• Observe similar standards of behavior and ethical conduct to that required of staff.  For example, you are
expected to act within the law, be honest and fair, respect other people (including students), and work at your
full potential.

• Appreciate that teachers have a special duty of care for students that cannot be delegated or transferred to
others.  We also appreciate that the principal is the spokesperson for the school.

• Appreciate that students have rights and aspirations.  Treat students with dignity and respect.

• Observe confidentiality in respect of all information gained through your participation as a volunteer.  All
information held by schools should be handled with care.  Some information is especially sensitive.  Sensitive
and/or personal information requires additional caution in the way it is treated.  For example, volunteers should
not discuss nor disclose personal information about students, staff, or students’ parents/careers to others.

• Accept and follow directions from the principal/supervisor and seek guidance through clarification where you
may be uncertain of tasks or requirements.  You may need to familiarize yourself with the department’s policies
and guidelines on particular issues.

• Observe safe work practices that avoid unnecessary risks, apply reasonable instructions given by
supervisors, and report to the supervising staff and school administration any hazard or hazardous practice in
the workplace.

• Report any problems as they arise to your supervisor including incidents, injury, or property damage.

• Avoid waste or extravagance and make proper use of it.

Signature____________________________________________  Date______________________________

Our goal is to make our home/school/community collaboration as supportive and meaningful as possible for
our students. Won’t you please become a trained volunteer at our school? Together we will make a difference
for all of our students!
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SCHOOL VISITOR/VOLUNTEER APPLICATION

St. James R-1 School District

Name

Student(s) Name

Address

Phone

Driver’s License
#
Date of Birth

Occupation
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VISITOR/VOLUNTEER AGREEMENT

St. James R-1 School District

There are federal and state laws that protect the privacy rights of students and families.  In a school situation,
there are many instances in which confidential information is discussed in order to better understand students
and how we can help them.  When working in the schools as a volunteer there may be times when this
information is overheard.  Our staff will make every effort to prevent this from happening; however, as a
volunteer, you must agree that if you do hear information about a student or family, you will not repeat this
outside of the school.  This will ensure the protection of our students’ interest and their families, thus creating a
better environment for all.

Additionally, two laws govern special education confidentiality: FERPA (Family Educational Rights and Privacy
Act) and IDEA (Individuals with Disabilities Education Improvement Act).  Both bodies of regulations indicate
that confidentiality must be maintained relative to special education students.  Therefore, any written or verbal
communication with anyone who does not have a right to know is in violation of these same laws.  A volunteer
should not discuss a child’s disability with any individual outside of the classroom instructor, administrator, or
staff member.  The volunteer should not carry any written or verbal statements outside of the school that would
divulge the child’s disability.  In essence, only those who work directly with the student are considered as those
with a “need to know.”  If at any time these terms of confidentiality are violated by a volunteer, termination of
volunteer services may occur.

The St. James R-1 School District is fortunate to have a supportive and friendly community with the best
interest of students in mind. Our community recognizes that educating children is a process that involves
partnership with the school community. As a partnership, our visitors/volunteers will understand the importance
of a good working relationship to equip children with the necessary skills for adulthood. For these reasons, we
continue to welcome and encourage visitors/volunteers to participate fully in the life of our school. The purpose
of this agreement is to provide a reminder to all visitors/volunteers to our school about the expected conduct
and policies. This is so we can continue to flourish, progress, and achieve in an atmosphere of mutual
understanding.

We expect visitors/volunteers to:
● Respect the school.
● Follow all safety and procedural expectations requested by the school.
● Understand that both teachers and visitors/volunteers need to work together for the benefit of the

students.
● Demonstrate that all members of the school community should be treated with respect and therefore

set a good example in their own speech and behavior.
● Seek staff to address any behavior or disciplinary concerns.
● Approach the school staff, not outsiders (including social media avenues), to help resolve any issues of

concern.
● Understand that volunteering in the St. James R-1 School District program is a privilege and not a right.

The school’s administrator reserves the right to deny or remove any volunteer violating confidentiality or
any district policy.
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In order to support a peaceful and safe school environment, the school cannot tolerate
visitors/volunteers exhibiting the following:

● Disruptive behavior which interferes or threatens to interfere with the operation of a classroom, an
employee’s office, office area, or any other area of the school grounds including sporting events.

● Using loud/or offensive language, swearing, cursing, using profane language or displaying temper
outside of appropriate school character.

● Threatening to do actual bodily harm to a member of school staff, visitor, fellow parent or pupil
regardless of whether or not the behavior constitutes a criminal offense.

● Damaging or destroying school property.
● Abusive or threatening emails, texts, voicemails, social media posts, or other written communication to

or about any school district employee.
● Gossiping with others regarding the school, teachers, processes, policies or otherwise.
● Defamatory, offensive, or derogatory comments regarding the school or any of the students/parent/staff,

at the school on social media avenues (See Appendix 1). Any concerns you may have about the school
must be made through the appropriate channels by speaking to the classroom teacher or the
administrators, so the matter can be dealt with fairly, appropriately, and effectively for all concerned.

● Approaching someone else’s child in order to discuss or chastise them because of the actions of this
child towards their own child. (Such an approach to a child may be seen to be an assault on that child
and may have legal consequences).

● Smoking (cigarettes or vapors) and consumption of alcohol or other drugs while on school property.

Should any of the above behaviors occur, the school may feel it is necessary to remove the offending
visitor/volunteer from further visitations in the school district and contact the appropriate authorities, if
necessary.

We trust that visitors/volunteers will assist our school with the implementation of these policies and we thank
you for your continuing support of The St. James R-1 School District.

Date __________________________________________

Visitor/Volunteer Printed Name _______________________________________________________

Visitor/Volunteer Signature ___________________________________________________________

Administrator Signature _____________________________________________________________

APPENDIX 1:
Inappropriate use of social media avenues are being used increasingly to fuel campaigns and complaints
against schools, teachers, school staff, and in some cases other parents/pupils. The St. James R-1 School
District considers the use of social media avenues being used in this way as unacceptable and not in the best
interests of the children or the whole school community. Any concerns you may have must be made through
the appropriate channels by speaking to the classroom teacher or the administrators, so they can be dealt with
fairly, appropriately, and effectively for all concerned. In the event that any visitor/volunteer is found to be
posting libelous or defamatory comments on social media avenues, they will be reported.
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