Youth Corps Project

Volunteer Site Support Staff Roles

1) Read the Volunteer Position Description to familiarize yourself with the site’s expectations and tasks the students will be doing.

2) Read each student’s Training Plan to determine what they are working on for goals at the volunteer site.

3) As you spend time at the site edit or add any information that is outdated or needs to be added to the Volunteer Position Description.

4) When you leave the school building staff must sign out each student and indicate that they are attending the workforce project.

5) Sign students back in when you return.

6) Upon returning to the classroom have the students log the date and time they worked on their Work Experience Volunteer Log form.  (Keep these in the site notebook.)

7) Students should also write down some thoughts for the day in their journals – any new tasks they tried, what they liked and did not like, things they learned or were good at, things that were difficult for them….

8) The site support staff should write a few lines about each student’s performance that day.  Did you learn about any support strategies that were effective? Did the student do something particularly well?  Did they have difficulty socializing with coworkers?  Be descriptive in your notes.  Write the facts so the reader can visualize what you saw.  Do not use judgmental language or jargon terms…Just the Facts!
9) Take photos of the student throughout their experience for their portfolios.

10) If any of the students cannot make it to the site on their scheduled day they should call in to their supervisor.

11) If a site needs to be cancelled for the day call the supervisor and let them know you will not be able to volunteer that day as early as possible.  This is a last resort!
12) If you cannot cover your site let the school secretary (or other appropriate personnel) know as early as possible - ideally the week before.
