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Thank you for expressing an interest in volunteering in the South Orange Maplewood School District. 
Students, teachers, staff, parents, and the community benefit from the work of individuals like you 
who freely share their talents, time and resources. We also know that as a volunteer, you too will be 
rewarded.  One hour, one day a week, one day on a special project or a field trip-your efforts make a 
difference for students and teachers. 

 

Representatives of PTA/HSA shall be treated by district employees as interested friends of the schools 
and as supporters of public education in the school district. The Board of Education relies upon the 
PTA and the  HSA to operate in a manner consistent with public expectations for the schools. 

 

Please be sure to carefully read the Volunteer Information and Guidelines included with this packet. 
These guidelines have been established for the safety of both students, teachers, and volunteers.  It is 
our role as parents and volunteers to always be proactive in keeping our students safe and secure while 
at school or attending school or PTA events.  If you see an area for improvement please speak with 
your child's principal and the PTA board to improve our processes and guidelines.  Thank you for your 
attention to these guidelines, and most importantly thank you for volunteering your time and energy. 

• Always report to the main office first to sign in and get a visitor badge.  As policies evolve, you 
may need to pre-arrange your visit to the school with the main office or the PTA. 

• Wear identification badge provided by the school while participating in volunteer activities. 

• Adhere to the volunteer guidelines. 

	
  

	
  
	
  

The South Orange and Maplewood Board of Education is committed to abide by and enforce the New 
Jersey Anti-Bullying Bill of Rights Act.  If any volunteer believes that a student is being harassed, 
intimidated, or bullied, that volunteer must inform the teacher of such concern immediately.  

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  

. 



Guidelines	
  for	
  PTA/HSA	
  Volunteers	
  
Page	
  2	
  
	
  
	
  

A volunteer should always dress appropriately, remembering that he/she is setting an example for the 
students. 

	
  

Every child brings to school his or her own specific skills and abilities and grows and learns at his/her 
own pace.  Please do not make value judgments or label the abilities of any child.  Please be careful 
not to compare your child to another in the class as they are all unique individuals. Avoid making 
assumptions about each child’s family and/or home situation.  

	
  

An adult should never be in the bathroom when students are present.   

Adults should only use the adult bathroom in each building. 

If the bathroom is located outside of the event space, students should be supervised on their way to the 
bathroom.  Since an adult should never be alone with one child this means that at least two students need to 
go to the bathroom to accompany each other along with the adult.   

	
  

Please turn your phone to vibrate while volunteering.  If you need to use your phone, please follow the 
school policy (i.e., going in the hallway, leaving the school, etc.) 

	
  

If a student discloses that they are in a dangerous situation or if you have reason to suspect 
neglect/abuse, please report this immediately and privately to the principal. 

	
  

As you work with staff and students, remember that the problems, abilities, relationships and 
confidences of students, their parents, and staff should never be discussed with anyone other than a 
professional staff member of our school district. 

	
  

The school and each classroom have an established discipline policy.  Please speak with the teacher to 
see how you can fit into and support the program. When issues arise concerning appropriate student 
behavior, your responsibility is to call such matters to the attention of the teacher or other supervising 
school personnel and to support students by encouraging them to make good choices and demonstrate 
appropriate behavior.  We appreciate your efforts and help. 
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If you are present during a drill, follow the lead of the nearest faculty or staff member. 

	
  

Volunteers are advised that the South Orange and Maplewood School District abides by and enforces 
all Federal and State Anti-Discrimination Laws which prohibit any type of discrimination on the basis 
of race, creed, color, national origin, age, ancestry, nationality, marital or domestic partnership or civil 
union status, sex, gender identity or expression, disability, military service, affectional or sexual 
orientation, or atypical cellular or blood trait.   Any questions regarding discrimination on the basis of 
any of the forementioned categories should be directed to the teacher or principal.  

	
  
	
  

Parent/Guardian volunteers work under the direction of the classroom teacher or office staff member 
who defines the volunteer’s duties and expectations.  When serving as a classroom volunteer or field 
trip chaperone, the teacher(s) will work with you to create a volunteer schedule.  The office staff will 
be provided with the schedule so that they know when to expect volunteers.  If for any reason, you 
will be unable to volunteer at your regularly scheduled time, please notify the classroom teacher to 
make alternate arrangements. 

When volunteering to help a teacher, the following guidelines apply: 

• Sign in and out at the school office. 

• Be persons of character, responsibility and integrity. 

• Wear the volunteer badge provided by the district. 

• Follow the itinerary provided by the teacher(s) in charge. 

• Maintain contact with all students in the assigned group.  No adult should be chaperoning in a 1 
to 1 situation.  No student should be left alone with one adult. 

• Report students not following rules to the teacher in charge. 

• See that the students under your charge are obeying the rules.  These rules should be 
enforced consistently.  Please confirm the bathroom use policy with the teacher prior to the 
field trip. 

• Contact the teacher immediately if any problems arise with a student. 

• Serve in a support capacity; only teaching staff members are responsible for educational 
planning and decisions and the teaching of new concepts.  

• Respect the individuality, dignity, and worth of each child. 

• Exercise discretion in discussing their school activities with others in the community. 
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• When serving as a chaperone, the volunteer’s undivided attention is needed.  Thus, we 
recommend that chaperones attend the trip unaccompanied by other children.  

	
  

All volunteers work under supervised conditions only.  A student must never be left alone with 
an adult.  You must speak up if you notice a situation where a single student is left alone with 
an adult.  

When working in the building, please adhere to the volunteer schedule and try to keep your role as 
volunteer and parent separate.   If your child has a problem, let your child work out the problem with 
others and the teacher through established classroom routines and procedures.  If you need to speak 
with a teacher about a situation involving your child, please make arrangements to do so at a time 
agreed upon with the teacher that does not interrupt instructional time. 

	
  

A volunteer shall favor no one side or party more than another in all school situations. 

	
  

A volunteer should not let personal feelings enter into his/her work as a volunteer. 

	
  

A volunteer shall respect the authority of all school personnel.  If you have a problem, 
issue or disagreement, please bring it to the principal’s attention privately at an appropriate 
time. 

	
  

Handshakes and high fives are considered appropriate friendly touches.   

Never touch a child in anger.   

If a student is unruly or disrespectful, refer him/her to the classroom teacher.  If it is an afterschool PTA 
event, please call the parent or guardian immediately.   

School personnel are mandated reporters.  Should a child be touched inappropriately by a volunteer, 
the school district is obligated to file a report with the Department of Children and Family Services. 

	
  
	
  

Let your conversation demonstrate respect for others and yourself.  Avoid language that may be 
perceived as discriminatory, sexist or offensive. 
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Volunteers are prohibited from using or being under the influence of tobacco products, drugs, or 
alcohol. 

 

 

 

	
  

Policy 9150 – School Visitors 

Regulation 9150 – School Visitors 

Policy 9180 – School Volunteers 

Policy 9190 – Community Organizations 

Policy 9210 – Parent Organizations 

 


