The First Meeting:
Teacher ‐ Volunteer Discussion Checklist
Ideally, the first meeting should happen at a time that the teacher can give the volunteer their full attention.  
· Discuss classroom routines, expectations, and rules so the volunteer understands classroom procedures. 
· Introduce the volunteer to other staff members that they will interact with. 
· Confirm the schedule the volunteer will follow and establish expectations of communication. 
· Decide what procedure to follow if the teacher or volunteer must be absent. 
· Give a tour of the classroom to show features in the space, materials, equipment, etc. 
· Discuss the roles that the volunteer will take on in the classroom (e.g. classroom assistant, small group leader, one-to-one tutor, etc.) and the procedure for training (e.g. observation, co-teaching, hands-on training).
· Explain the communication procedure for daily volunteer assignments (e.g. volunteer/teacher discussion, folder, notes, lesson plans). 
· Make the volunteer feel a comfortable and that they are part of the classroom community. 
· Encourage the volunteer to ask questions. 
· Provide a secure location for the volunteer to put personal items, such as purse, bags, coat, etc. 
· Smile and express appreciation!
Volunteer Lesson Plan
Volunteer: ______________________________  
Date: __________________________ 
Name(s) of students: __________________________________________________________ ____________________________________________________________________________ 
Today's task(s):   
1. __________________________________________________________________________ 
2. __________________________________________________________________________ 
3. __________________________________________________________________________ 
[bookmark: _GoBack]Materials Needed: _____________________________________________________________ 
Location of materials: __________________________________________________________ 
Instructions: __________________________________________________________________ _____________________________________________________________________________ _____________________________________________________________________________ _____________________________________________________________________________ _____________________________________________________________________________ _____________________________________________________________________________ 
Volunteer Comments: __________________________________________________________ _____________________________________________________________________________ _____________________________________________________________________________ _____________________________________________________________________________ _____________________________________________________________________________
_____________________________________________________________________________ 
Thank you for your help today!
Volunteer Assignment Sheet
Date: ____________ 
Volunteer: _______________________________________________________
Thank you for working on the tasks listed below. Please check off those you complete and indicate progress on those not yet completed. 
1. _____________________________________________ Comment: ___________________________________ 
2. _____________________________________________ Comment: ___________________________________ 
3. _____________________________________________ Comment: ___________________________________ 

If time permits, you can work on the following tasks: 
1. _____________________________________________ Comment: ___________________________________ 
2. _____________________________________________ Comment: ___________________________________
3. _____________________________________________ Comment: ___________________________________ 
Location(s) of task assignments: ________________________________________________________________ ___________________________________________________________________________________________ 
Location(s) of necessary materials: ______________________________________________________________ ___________________________________________________________________________________________ 
Volunteer Comments: ________________________________________________________________________ ___________________________________________________________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
___________________________________________________________________________________________
Thank you for your support!
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