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School District of Black River Falls

353.1 - Rule

           DEFINITION

A volunteer is defined as an individual performing services for the
School District who does not receive compensation for his/her services.
Individuals who volunteer to perform services for the School District are not
“employees” for purposes of compliance with the minimum wage and
overtime provisions of the Fair Labor Standards Act (FLSA).  An individual
is a volunteer so long as the individual is not regularly employed to perform
the same services for the District and so long as the individual receives for
his/her services no more than expenses, or recognition gifts.

    PURPOSE

The purpose of the volunteer program will be as follows:

1. Supplement the work of classroom teachers, upon their request,
under their supervision and with the approval of the school
administration.

2. Provide individual attention for students through tutoring and /or
small group projects under the direction of the school staff.

3. Provide enrichment experiences to supplement the educational
program.

4. Provide assistance for the school staff in non-academic areas where
student contact may or may not exist.

5. Meet special school needs
6. Promote better school-community relations by enhancing

community understanding.
7. Develop improved public relations for local, state, and national

educational endeavors.
8. Perform other duties as assigned.
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  VOLUNTEER ACTIVITIES/DUTIES
All of the volunteer activities are to be approved by the building

administrator, or his/her designee, to ensure compliance with the philosophy,
policies, and procedures of the School district, and that any applicable legal
concerns are addressed.

Three categories of volunteer activities have been identified.

Category I
     These activities require no or only indirect interactions with students.
The following list represents some examples of Category I activities.  This
list is not meant to be all-inclusive.

• Writing for free materials.
• Keeping inventory of equipment and supplies.
• Preparing library cards.
• Typing children’s stories.
• Typing and duplicating school newsletter.
• Assisting students with portfolio development
• Requisitioning supplies.
• Filing reports.
• Maintaining records
• Keeping records of books students have read
• Preparing seating plans.
• Typing and duplicating stencils.
• Typing and duplicating class newspaper.
• Approved duplicating of scripts for plays, etc.
• Filing resource materials for each unit.
• Mixing paints, etc.
• Arranging instructional materials for lessons.
• Keeping bulletin boards neat and current.
• Assisting with blackboard care.
• Distributing, collecting, washing, storing equipment.
• Maintaining general housekeeping of rooms.
• Arranging interesting study areas, such as a reading area, a science

corner, etc.
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• Preparing instructional materials (flash cards for math and reading,
cutouts, sewing cards, alphabet cards, drill card sets, transparencies,
models, etc.)

• Collecting, organizing, arranging, displays to be used in lessons.
• Preparing special learning materials to meet individual needs or

differences ( e.g., special study guides, sample programs, taping,
reading, or math material for less or more advanced students, etc.)

• Making educational games.
• Helping produce the school newspaper.
• Assembling related supplementary books.
• Assembling pictures for lessons.
• Collecting, but not grading,  projects, homework, etc.
• Organizing a master picture file.
• Proofreading class newspaper, etc.
• Assembling resource collections, indexing, storing, etc.
• Obtaining specific materials for lessons.
• Making arrangements for special speakers.
• Displaying student work in various ways.
• Setting up special exhibits in classroom or school.
• Displaying special collections.
• Ordering, rewinding, returning films, etc.
• Reproducing sound tapes.
• Setting up and removing audio-visual equipment.
• Preparing catalogue of resource materials in school and special resources

(personal and materials) in the community.

CATEGORY II

These activities involve volunteers that may work independently with
students under the immediate supervision of a District staff member.  Some
examples of Category II activities are as follows:

• Supervising seat work.
• Supervising cleanup time.
• Supervising work areas.
• Assisting with coats, boots, etc.
• Reviewing specific skills or concepts with special groups.
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• Assisting with routine spelling and punctuation on request as students
write stories or compositions.

• Providing musical accompaniment.
• Assisting in group discussions.
• Checking homework.
• Assisting students with specific learning tasks and recording for

individual.
• Listening to students read orally and recording difficulties.
• Preparing special demonstrations in art, science, etc.
• Telling stories to groups or class.
• Writing assignments, etc., on blackboard.
• Preparing and presenting material on an enrichment or special interest

topic.
• Assist with general supervision of classroom with the teacher present.
• Checking library books in and out.
• Supervising instructional games.
• Assisting or supervising special student activities (constructing,

rehearsing, experimenting, etc.)
• Helping in organization and rehearsal of programs, assemblies, etc.
• Helping students select library books.
• Exploring career opportunities.
• Showing slides and commenting on experiences in other cultures.
• Giving performances or demonstrations in the arts and sciences.
• Assisting in the supervision of field trips.

                                             CATEGORY III

Volunteers in this category may work independently with students and
without direct supervision of a District staff member.  All volunteers
working in this category must sign a “Volunteer Agreement” and complete a
background check form.  Some examples of Category III activities are:
• Tutoring individual students.
• Helping individuals with work missed because of absence.
• Reviewing content, skill of previous lessons.
• Repeating parts of lessons for slower learners.
• Dictating spelling works, number drill work, etc.
• Supervising groups in lab work.
• Helping a group play an instructional game.
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• Helping students discover and select research and reference materials.
• Assisting with art, music, crafts.
• Assisting with activities program.
• Helping students with dramatic presentations.
• Taking students on field trips to explore career opportunities.

(transportation forms must be on file in the District Office)
• Helping supervise field trips.
• Supervising tests.
• Supervising indoor games (breaks, rainy days, etc.)
• Supervising individual study carrels.
• Caring for preschool children during teacher-parent conferences, etc.
• Organizing, instructing students as audio-visual operators.
• Helping with extracurricular activities.

Persons wishing to volunteer in the Black River Falls School District
should complete the “School Volunteer Enrollment Form”, indicating the
volunteer category (ies) they are interested in.  Persons indicating a desire
to volunteer for Category III activities must also complete the “Volunteer
Disclosure Form” authorizing the School District to perform a
background check.  Both of these forms may be obtained from any of the
school offices or the District Office.  Completed forms may be submitted
to either the District Office or to the school building office.  Names of
approved volunteers will be supplied to the administrative team on, at
least, an annual basis.

Approved volunteers will be notified and supplied with a District
Handbook for Volunteers.
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