Volunteer Roles & Responsibilities












Arrival Team
- Be in the entryway no later than 9:45 am
- Monitor the entrance as students arrive and enter the building
- Ensure students are heading toward their classrooms
- Lock the doors 15 minutes after class begins

Dismissal Team
- Be in the entryway 10 minutes before dismissal time
- Unlock the doors at dismissal time
- Monitor students both inside & outside the entrance until pickup
- Watch to ensure students safely enter their vehicles
- Maintain order and appropriate behavior in the entryway

Substitute Coordinator
- Maintain the list of substitutes.
- Create and manage the substitute rotation schedule
- Send email or text reminders to the substitutes scheduled for that week
- Receive & respond to messages from teachers/assistants requesting a     
  substitute
- Ensure all teacher and assistant positions are filled each week

Substitute Rotation Team
- Keep track of your assigned substitute days
- If you cannot serve on your scheduled day, arrange for someone to  
  switch or cover your spot
- Upon arrival, pick up a lanyard from the entry table and return it there at 
  dismissal








Elementary Lead Teacher
- Plan lessons for the school year
- Follow the provided syllabus for class structure and pacing
- Prepare homework assignments
- Provide the required paperwork to parents and students on the first day 
  of class
- Communicate expectations for behavior and homework
- Lead class instruction, including lectures and experiments
- Clean tables
- Vacuum or sweep floors
- Straighten chairs
- Empty trash


Elementary Classroom Assistant
- Provide the teacher with necessary help during experiments
- Help students stay attentive and involved during lessons
- Redirect behavior as needed
- Help students with reading, completing worksheets, and classroom work
- Help the teacher set up the classroom
- Clean tables
- Vacuum or sweep floors
- Straighten chairs
- Empty trash


Middle/High School Lead Teacher
- Plan lessons for the school year
- Follow the provided syllabus for class structure and pacing
- Prepare homework assignments
- Provide the required paperwork to parents and students on the first day 
  of class
- Communicate expectations for behavior and homework
- Lead class instruction, including lectures and experiments
-Teachers are responsible for setting up the online grading       
 system for their class and ensuring grades are entered weekly.
- Keep track of the science supply cabinet
- Clean tables
- Vacuum or sweep floors
- Straighten chairs
- Empty trash




Middle/High School Classroom Assistant
- Help the teacher set up the classroom
- Provide the teacher with necessary help during experiments
- Grade submitted homework and labs
- Help students stay attentive and involved during lessons
- Redirect behavior as needed
- Help students with reading, completing worksheets, and classroom work
- Keep track of the science supply cabinet
- Clean tables
- Vacuum or sweep floors
- Straighten chairs
- Empty trash

Website Assistant
- Assist with website updates (announcements and 
  Information)
- Assist with announcements on BAND app

Planning Team
- Assist with setup and take-down for the parent orientation meeting.
- Plan and coordinate special events (Spirit Days, Teacher Appreciation, Science Fair,   
  Family night @ the roller rink, Christmas party pizza, last day of class pizza).
- Collect pizza orders from each class and coordinate ordering, pickup, 
  and delivery for the Christmas party and the last day of class.
- Report planning updates to the Board.
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