Policy 4-11
CHILD & FAMILY DEVELOPMENT PROGRAMS

Parent Volunteer Policy

Child and Family Development Programs of Community Action Team values volunteer participation in all phases of program operation.  A volunteer is a parent who assists in the center. A regular volunteer works more than 16 hours a month and will be encouraged to enroll in the CTA Program. An occasional parent helper assists in the program 16 hours or less per month.
 In our programs, volunteers are given roles as decision makers on Policy Council, participants of parent center committees, and as useful partners with staff at the center level.  The Center Training Assistant (CTA) program is just one of the ways the program promotes volunteers. We will use volunteers to the fullest extent possible and actively recruit and train volunteers, especially parents (1306.22).
Prior to volunteering, all regular volunteers  who have a desire to work at the center level will be enrolled with the child Care Division Central Background Registry (CBR) and complete a volunteer orientation and training (Form 4-11a). Volunteers must be screened for tuberculosis in accordance with State, tribal or local laws or as recommended by the Health Services Advisory Committee (1304.52 (j) (2)).  In addition, food service volunteers will obtain Food Handlers Cards.  
All volunteers will complete the in-kind form to track hours.

All training will include the following information:
· Overview of developmentally appropriate practices when working in programs serving young children

· Overview of universal precautions

· Center rules and norms
The following policies and forms will be reviewed with each volunteer, completed and signed by the volunteer and placed in a volunteer file kept at the center and in the fiscal office of Community Action Team:

· Confidentiality Policy 1-20a

· Health & Safety Policy 1-9 
· Child Abuse & Neglect Policy 1-12

· Child Guidance Policy 2-27a

· Volunteer Declaration Form 1-71

· Personnel Information Sheet, Form 1-25

· Central Background Registry (CBR) Child Care Division (CCD) Form (regular Parent volunteer)
Center Training Assistant (CTA) Program 
The CTA program is designed for parents who desire additional mentoring, training and job skills while volunteering in the kitchen, classroom or center office.  CTA volunteers complete the following in addition to the above (see Form 4-11b):

· CTA Application, Form 4-9

· CTA Support Forms 4-9(a-e)
In addition CTA volunteers will be encouraged to complete the following:

· Current Child CPR/First Aid certification or training

· Current Food Handlers Card certification or training

1. Volunteers will not have unsupervised access to children at any time including emergencies or to assist with toileting.  It is best practice for all volunteers to be directly supervised and within sight and sound of a staff person at all times. Opportunities to volunteer may be limited or specific based on program need.

2. Volunteers will not be counted in adult/child ratios required by Head Start Performance Standards.  Volunteers in the classroom enhance quality by exceeding minimum standards and volunteer time is counted as an “in-kind” donation.


Date ___________________________

I _______________________________________________have read, understand and agree 



(Volunteer Signature)

to Volunteer Policy 4-11. I have completed the training as outlined by 4-11a and I have reviewed the accompanying documents. If I am volunteering more than 16 hours, my CBR has been completed and approved by CCD.
· Confidentiality Policy 1-20a

· Health & Safety Policy 1-9 

· Child Abuse & Neglect Policy 1-12

· Child Guidance Policy 2-27a

· Volunteer Declaration Form 1-71
· Code of Conduct (refer to CAT Policies)
I _______________________________ have explained to _______________________________ 


(Witness/Staff Signature)




(Print name of volunteer)
the volunteer requirements of Policy 4-11and the accompanying documents and will 

insure compliance of those requirements. If person is volunteering more than 16 hours, I have called CBR and verified they are on the CBR. 
Their CBR number is : 

  and is good for the following time period: 
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