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The Minneapolis Public Schools strives to engage
parents, families, businesses, citizens and the
community in its mission to ensure academic
excellence for all students. Your work as a
volunteer liaison directly supports our mission.

Why Bring in Volunteers?
Volunteers play an important role in Minneapolis Public Schools. Every day local
college students, family members, and individuals from the community bring
fresh perspectives and enthusiasm into our schools while assisting teachers,
staff, and students. They encourage students and inspire them to reach their
potential. Additionally, volunteers experience a sense of fulfillment and pride in
helping to improve our schools for everyone in the community.
In learning environments across the city, and in classrooms from Pre-K to adult
learners, Minneapolis Public Schools serve the needs of more than 34,000
students. With over 70 schools across the city, there are innumerable
opportunities for community members to get involved and make a difference.
Minneapolis Public Schools strives to engage parents, families, businesses,
citizens and the community in its mission to ensure academic excellence for all
students. Volunteers can help. Volunteers can contribute to the success and
academic achievement of our students.

Each year, over
7000 individuals
volunteer in the
Minneapolis
Public Schools
MPS partners with
181 community
organizations
annually

Common “jobs” that volunteers have in our schools:
This list is by no means comprehensive!
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Assisting teachers and students in the classroom
Pulling out small groups of students at a time to work on specific skills
K-3 Literacy Tutoring
Intergenerational Storytellers
Adult Education volunteers
Working with English Language Learners
After-school tutoring
Assisting with a sports team or after-school club
Co-teaching a weekly advisory/elective period
Assist with mailings, phone calls, and clerical work
Help at one-time school events, such as carnivals or school dances
Field trip chaperones
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About Volunteer MPS
Volunteer MPS is a nonprofit organization within Minneapolis Public Schools that develops volunteer
programming, supports current volunteers, and maintains partnerships between schools and other
community organizations. While Volunteer MPS is a district-wide department with staff, each school’s
principal designates a school volunteer liaison to recruit, screen, and place volunteers at their school.
Volunteer MPS is located at:
1250 West Broadway Ave, Minneapolis, MN 55411.
Volunteer MPS is on the fourth floor of the Davis Center.
General Phone Line: 612.688.3880
Volunteer MPS Website:
http://volmps.mpls.k12.mn.us/index.aspx

Services Volunteer MPS Provides
The Volunteer MPS staff is first and foremost here to help support the work of school volunteer
coordinators. We also provide several services including:
 Screening and placement of college students and community member volunteers
 Providing a 2-hour orientation for all volunteers
 Coordinating district-wide volunteer programs including K-3 Literacy Tutoring and
Intergenerational Volunteers
 Managing community partners through an online certification process (CPO)
 Coordinating annual district-wide volunteer appreciation luncheon in the spring
 Providing resources online for volunteer liaisons, teachers, and volunteers
(http://volmps.mpls.k12.mn.us/index.aspx)

Volunteer MPS Staff
(who you can call with questions)
Robyn Cousin, Manager of Volunteer MPS
Contact Robyn with questions regarding the Community Partner Process online (CPO), volunteer
procedures, criminal background check, and volunteer liaison staff meetings.
Robyn.cousin@mpls.k12.mn.us
612.668.3983
Janine Freij, Volunteer Coordinator for K-12 Classroom Tutors
Contact Janine with questions regarding the status of a volunteer application, specific volunteer needs,
district volunteer orientations, volunteer processes and procedures, and the Betty Jane Reed Award.
Janine.Freij@mpls.k12.mn.us
612.668.3990
Julie McLeod, High School Volunteer Coordinator
Contact Julie with questions about high school volunteers, education students, status of volunteer
applications, specific volunteer needs, and volunteer processes and procedures.
Julie.mcleod@mpls.k12.mn.us
612.290.9301
2012
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Kara Bennett, Early Literacy Tutoring Program
Contact Kara if you are looking for an early literacy tutor, questions about the Community Academic
Series (CAS).
Kara.Bennett@mpls.k12.mn.us
612.290.8440
Ellen Lipschultz, Adult Education Volunteers
Contact Ellen if you have questions about adult education volunteers.
Ellen.Lipschultz@mpls.k12.mn.us
612.668.3984
Janet Jacobsen and Linda Snyder, Intergenerational Volunteer Program
Contact Janet and Linda if you have questions about the Intergenerational Volunteer Program (ITG), are
looking for storytellers, want to do an oral history project.
Janet.Jacobsen@mpls.k12.mn.us
612.668.3885
Linda.snyder@mpls.k12.mn.us
612.668.3854

Volunteer MPS Board
The Volunteer MPS Board is a nonprofit, 501(c)3 organization within the Minneapolis Public Schools that
develops volunteer programming, supports current volunteers, and maintains partnerships between
schools and other community organizations. The board advocates for Volunteer MPS and volunteerism
in the district through several different committees:
 Marketing and PR
 Development and fundraising
 Communications
 Board recruitment and orientation
 Volunteer recruitment and recognition
For more information on the Volunteer MPS Board, please contact Robyn Cousin.
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School Volunteer Liaison Job Description

Your responsibilities as a school liaison include:


Survey the staff at your school to determine their need for volunteers.



Place the volunteers (college students and community) referred to your school by
Volunteer MPS.



Orient each volunteer to your building and school policies.



Help teachers/staff to understand the role of a volunteer and how to use a volunteer
effectively.



Help to locate appropriate working areas for your volunteers.



Encourage regular communication between teacher and volunteer.



Maintain contact with volunteers to show appreciation for their service and to address
problems as they arise.



Work with your school community to promote volunteerism in your school.



Keep a record of the amount of time given by each volunteer and provide a report of
hours of service to MPS. This information is used to document hours of service for
teacher recertification.



Schedule a one hour teacher training session on, “Effective Use of Volunteers.” as
requested by your staff. Inform teachers of the online module now available on
eCompass. Teachers credited with receiving the in-service will be eligible for re-licensure
clock hours for directing a Volunteer MPS volunteer.



Call Volunteer MPS staff for information on volunteerism, volunteer training,
community resource speakers and special projects as needed.



Attend information and networking meetings scheduled throughout the year.
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Volunteer Screening Levels: Overview
All volunteers in the Minneapolis Public Schools need to be processed and screened prior to
volunteering.
Depending on the job the volunteer will perform, there are various screening measures that are
required. The next several pages will go into more detail about each of these steps.
At a bare minimum, all volunteers need to:
 Fill out an application
 Be familiar with the policies and procedures
 Sign in when they arrive
If a volunteer will be working directly with students on a regular basis, they are also required to do the
following:
 Complete a phone interview
 Provide two references
 Attend an orientation
Some volunteers may also need a:
 Criminal background check
 Credit check
 Data Privacy Agreement

We divide volunteer positions into four “levels.” “Level 1” volunteers have little or no student contact.
They pose little risk to our students- screening for these volunteers can be minimal. “Level 4” volunteers
can be unsupervised when they work with students. These are potentially risky positions; therefore, we
have a more in-depth screening process for these volunteers. The chart on the next two pages explains
each volunteer level and the corresponding screening requirements.
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Minneapolis Public Schools Volunteer Screening Levels
Position Description

LEVEL 1
Position takes place under supervision and involves
little or no student contact
Descriptors:
1. Public setting
2. Staff or adults can enter and observe at any
time
3. No solitary time with student
4. Always within unbroken view of school staff or
multiple adults
LEVEL 2
Position takes place under supervision in classroom
or other group setting
Descriptors:
1. Public setting
2. Staff or adults can enter and observe at any
time
3. No solitary time with student
4. Always within unbroken view of school staff
or multiple adults, but ability of staff to
monitor volunteer’s interactions with
students limited by own responsibilities or
other factors
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Screening Tools















Possible Examples

Party Responsible
for Ensuring
Screening is Done

MPS Volunteer Information Form
Position Descriptions
List of volunteers and volunteer
sign-in record
Name tags required to be worn

Resource speakers
Read-a-thon
Clerical assistance
PTA fundraising
activities
Outdoor projects, i.e.
landscaping, installing
playground equipment
Media center support
School Carnival

School site: Principal
or designee

MPS Volunteer Information Form
Position Descriptions
Attendance at volunteer
orientation
Name tags required to be worn
List of volunteers and volunteer
sign-in record
Personal interview with school
staff or volunteer coordinator
Reference Check
Training

Classroom tutors
Lunch buddies
Reading buddies (in
classroom)
Classroom helpers
Field Days
Athletic concessions
School fairs
One-day field trip
chaperone

School site: Principal
or designee
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District site: Central
office staff

District site: Central
office staff

Position Description

LEVEL 3
Position involves direct contract with students
under limited supervision by school staff
Descriptors:
1. Public setting
2. Staff or adults can enter/observe at any time
3. Could have solitary time with student(s) of
short duration (less than 30 minutes)
4. May be outside of view of school staff or
multiple adults for brief periods
5. May involve access to confidential student
information (only if parent consents)
6. Handles money or school funds
LEVEL 4
Position allows unsupervised contact with student
on or off campus*
Descriptors:
1. Private setting in home or community, or
2. Access can be restricted by volunteer, or
3. Extended solitary time with a student on a
regular basis, or
4. Overnight trips
*Student must have a signed parental consent
form
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Screening Tools
















MPS Volunteer Information Form
Attendance at volunteer orientation
Name tags required to be worn
List of volunteers and volunteer sign-in
record
Position description
Personal interview
Reference checks (minimum two nonfamily members)
Local criminal background checks
Credit history
Training for volunteers by appropriate
school staff, including thorough
position descriptions

MPS Volunteer Information Form
Attendance at volunteer orientation
List of volunteers and volunteer sign-in
record
 Name tags required to be worn
 Position descriptions
 In-depth personal interview
 Reference checks
 Criminal History Records Check*
 Finger Printing
 Training
(Other screening methods such as home
visits and driving history checks may be
added as necessary)
*MPS reserves the right to update records
checks as needed

Possible Examples

Party Responsible for
Ensuring Screening is
Done

Athletic Coach
Small group sessions (in
separate room)
Reading Buddies (in
separate room)
Health office volunteer
Volunteers with access
to significant sums of
money

School site: Principal
or designee

Mentor
Field trip chaperone
Athletic Coach

School site: Principal
or designee

District site: Central
office staff

District site: Central
office staff
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Name Tags and Sign-in
All volunteers must register and sign in at the front desk at the beginning of each school visit and sign
out when they leave. Schools require that each volunteer turn in a photo ID that they will get back when
they sign out. Schools require that each volunteer wear a nametag while in the building and volunteers
wear them.
Many schools have a separate volunteer sign-in log at their front desk. This is not a requirement but is
helpful for many schools to keep track of their volunteers and hours. For a sample volunteer sign-in log
please see the appendix.

Volunteer Application Form
In the appendix, you’ll find different versions of the district-wide Volunteer Application. The first one is
the standard form and the others are tailored towards more specific volunteer types. Read the
descriptions to determine which will be most useful for your purposes. If you are not sure, use the “MPS
Volunteer Application.”
MPS Volunteer Application (paper and online): This is the standard district-wide Volunteer Application
Form. It is appropriate for use with all volunteers. It includes two sections; one gathers general
information about the volunteer’s interests and availability, and the other collects the information
required to screen a volunteer who works with students in a supervised setting. Any volunteer
applications that specify your school will be forwarded to you via email.
MPS Basic Elements Volunteer Application: This is the pared down version of the standard Volunteer
Application form. If you are interested in creating a volunteer application or information form tailored to
your specific school or program, use this form as a basic framework.

Volunteer Position Description
Volunteers should receive a description of their role in the school. In addition to providing the volunteer
with a clear sense of purpose, the description also allows the school to set clear boundaries for the roles
that volunteers play in the school. A good description includes a:









Position title
Purpose
Responsibilities
Required qualifications
Screening, supervision and training to be provided
Expected time commitment
Benefits of volunteering
Contact information.

Please see the appendix for a sample position description.
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Interview
The interview is an opportunity to learn more about the volunteer and his/her interests while screening
for red flags that might indicate that a volunteer should not work with our students. The interview can
take place in person or over the phone. Here are some topics to cover with the volunteer in the initial
“interview”:
 Learn about his or her educational and professional background
 Become familiar with the extent of the volunteer’s knowledge of the community
 Become familiar with the volunteer’s previous experience with children/youth
 Discuss the volunteer’s motivation for volunteering
 Discuss how much of a time commitment the volunteer is willing to make
 Establish how the volunteer heard about your school volunteerism program
 Find out about the volunteer’s other interests

Reference Check
Every volunteer who works with students needs to have a reference check. Volunteers list two
references on their Volunteer Application. A staff member needs to talk to one, but has the option of
calling or emailing both. If a volunteer comes to your school through Volunteer MPS, our staff will
conduct a reference check and send you reference notes along with the volunteer’s information. The
Reference Check form is found here:
http://volmps.mpls.k12.mn.us/uploads/volunteer_reference_check_form.pdf and a hard copy is included in
the appendix.

Policies and Procedures
All volunteers must learn about the Volunteer Policies and Procedures, which are found online here
http://volmps.mpls.k12.mn.us/uploads/mps_policies_procedures.pdf or in the appendix. There is also a
short video that outlines the policies and procedures, which can be streamed online here.
Volunteers who go through the general district orientation watch the video and go over the handout.
Please include the policies and procedures (and video when appropriate) with all new volunteers you
are screening and orienting at your school.

Orientation
If a volunteer comes to you through Volunteer MPS, typically he/she will have already attended a
general orientation conducted by our office. As the site liaison, you will be asked to give the volunteer a
more specific introduction to your school and volunteer position. More details about what should be
covered in the orientation are in the orientation section of the handbook.

Criminal Background Check
The Criminal Background Check is required for volunteers who are not under staff supervision when
working with students and for all pre-student teaching (any observation or volunteer hours that are
part of an education course or program). There is a $5 cost associated with performing the background
check. The school is responsible for paying this fee; many schools ask their volunteers to cover this cost.
2012
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To do a criminal background check, the volunteer needs to complete the personal information release
form agreeing to release personal record information to the school district staff. The volunteer must
either fill out the criminal background check in the presence of a school staff member or have the form
notarized before they mail it in. All criminal background checks should be turned in to Rowan Mcdeid in
the HR department at the Davis Center. The Criminal Background Check can be found online here:
http://volmps.mpls.k12.mn.us/uploads/criminal_record_authorization_and_release_form.pdf .

Data Privacy Agreement
Any volunteer who works directly with students must sign a Data Privacy Act letter found on the back of
the criminal background check and in the appendix. Volunteers for one-time events do not have sign
this. Keep this form with the volunteer’s application. You can find this online here:
http://volmps.mpls.k12.mn.us/uploads/data_privacy_letter_2.pdf or in the appendix.

Credit Bureau Check
For those working with financial information, contact Robyn Cousin at robyn.cousin@mpls.k12.mn.us or
612.668.3983.

Placing Volunteers
Once a volunteer has completed an application, interview, reference check, and orientation, it is
important to place them in the right volunteer position. Volunteers come to the schools in two different
avenues: they are screened and oriented through Volunteer MPS and then sent to the schools, or they
are screened through a specific school directly. No matter which avenue they choose, all volunteers
must go through the same screening procedures.
If a volunteer contacts you directly, you must complete all the screening procedures before you place
the volunteer.
If Volunteer MPS contacts you for volunteer placement, they have already gone through the following
parts of the screening process: volunteer application, district orientation, and reference check.

Timeline for Placing Volunteers
In order to retain volunteers it is very important that they are placed within two weeks of attending an
orientation. If a volunteer goes through Volunteer MPS, the Volunteer MPS staff will contact school
liaisons for placement. When Volunteer MPS contacts the school liaisons, the volunteer has already
attended an orientation and a reference check has been completed, so it is imperative that you respond
to requests for volunteer placement as quickly as possible (within 48 hours).

Making a Good Match: Volunteer and Teacher
There is no one answer for how to make a good match between a volunteer and a teacher. The best
thing that you can do is to keep the following in mind:
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Get to know your teachers, especially their preferred teaching style, what their experience has
been with volunteers in the past, and what activities they have their volunteers perform. Share
this information with the volunteer.
Get to know your volunteers: why they are interested in volunteering, what their past
experiences working with youth, are what special skills they can share. Share this information
with the teacher.
Make sure that the time availability of the volunteer fits when the teacher would like a
volunteer.
Check in with volunteers and teachers after a few days of volunteering to see how things are
progressing.

Recruiting Teachers to Utilize Volunteers
When placing volunteers it is important to place them with the right teacher. Most teachers welcome a
volunteer in their classroom. Teachers who refuse a volunteer often do not know how to utilize a
volunteer effectively. It always helps to talk to teachers in person about a potential volunteer and
activities they could help perform. In a later section, you will find information for teacher which includes
an online training and resources developed by Volunteer MPS to help teachers understand how to use
volunteers effectively.
Tips:
 Talk to teachers in person rather than emailing them. They are more likely to respond and to
consider taking a volunteer if you approach them in person rather than email.
 Don’t rely on the same teachers all the time to take volunteers. This makes those teachers feel
overburdened and forced to take volunteers.
 Give teachers ideas of how to use volunteers and what kinds of activities volunteers can perform.

District Orientation and Training
The volunteer orientation includes two components: a general orientation and a site orientation. If a
volunteer comes to you through Volunteer MPS, he/she will have already attended a general orientation
conducted by our office. As the site liaison, you will be asked to give the volunteer a more specific
introduction to their school and positions.
If a volunteer comes to you directly, make sure you cover the MPS policies and procedures in addition to
your school orientation information.

School Orientation Guidelines
A template of the district volunteer orientation that you can modify for your school is available on the
Volunteer MPS website: http://volmps.mpls.k12.mn.us/coordinators.html .
Points to cover in Volunteer Orientations:
□ Information about the school:
□ Staff introductions (especially office,
administration)
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Rooms (Media center, cafeteria,
assembly)
Fire exits and routes, procedures
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□
□
□
□
□

Phone numbers
Places (lounges, etc.)
Bathrooms
Tornado drills
Mission Statement

Information about the Volunteer Program/Job
□ Staff
□ Expectations
□ Student plans or goals
□ Values
□ Purpose
□ Procedures
□ Outcomes
□ Locations

Information about Policies and Procedures
□ School handbook
□ District policies handout
Other Information
□ Calendars (district)
□ Parking
□ Weather closings
□ Maintenance staff
□ Name tags
□ Time sheets, sign-ins
□ Phone numbers/ emails
□ Building tour
□ Announcements

Welcome letter/ First Day
It is important to welcome a volunteer to your school building on their first day. Before their first day,
make sure that they know where to park and enter the building if they have never been to the school
before. Let them know who will greet them at the front door and take them to their classroom. If
possible, have the volunteer meet with their teacher (preferably without students) before starting to
volunteer, so that they can sit down and discuss each of their expectations. Please see the Volunteer
Welcome Packet that you can use for all of your volunteers.
In addition to the welcome packet, you should include the following:
 School map and tour of building (bathrooms, media center, main office, etc.)
 District and school calendar
 Daily bell schedule (if in middle or high school) or daily class schedule (elementary school)

Community Academic Series
This ongoing series is designed for anyone who works with Minneapolis Public School students—as an
ALC provider, volunteer, youth worker, afterschool leader or parent—and wants to know more about
supporting the academic growth of students. The Community Academic Series is offered monthly and
focuses on topics ranging from ELL tutor strategies, math and literacy strategies, cultural competency,
among other topics. CAS is a great way for your volunteers to get free training and learn new strategies
for working with our students.

Specific Types of Volunteers
Minneapolis Public Schools has a wide variety of volunteers in the schools. Through Volunteer MPS and
Community Education, there are a few specific volunteer programs: Early Literacy Tutors and
Intergenerational Volunteers. These volunteers go through screening and program-specific orientations
before they are sent to the schools. If you are interested in hosting an Early Literacy or Intergenerational
Volunteer, please see the contact information below. Following this are three common types of
volunteers that you will likely encounter and some tips for working with them.
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The Early Literacy Tutor Program
The Early Literacy Tutor Program bolsters the ability and effectiveness of community members in
becoming k-3 literacy tutors by providing training on the literacy framework used in Minneapolis Public
Schools. Increasing students’ access to trained and knowledgeable tutors will result in more quality
individualized attention in the classroom, increased early literacy success for students, and stronger
classroom learning communities. These tutors are trained on the “what” of our literacy approach and
how they can specifically support the in-class lessons, without using a “pull out” model and disrupting
the learning in the classroom.
Contact Kara Bennett for more information.

Intergenerational Volunteer Program
Older adults and kids make a great combination in the classroom. Older adults bring experience,
patience, perspective, time, and commitment to their volunteer work. The children contribute energy,
passion, enthusiasm, and appreciation. Together, the older adult and the child are a team, each
benefiting from the interaction and often forming a relationship that lasts well beyond the school year.
ITG offers two unique volunteer opportunities: The Storytelling Project and Oral History Projects.
Intergenerational storytellers share stories about their lives, historical events, or traditional cultural
stories. Volunteers are also available to share life experiences with students as part of oral history
projects.
Contact Janet Jacobsen and Linda Snyder for more information.

Parent Volunteers
Parents who are interested in volunteering go through the same volunteer screening that all
volunteers do. If parents are helping with the PTA or with a specific, one-time event where they will not
be in contact with students, they are classified as level one volunteers and do not need a background
check. Parents volunteering in their child’s classroom, in the media center, as a field trip or dance
chaperone need to be screened according to MPS policies.

Working with Education Students
Many local colleges and universities require their education students to complete a number of hours
observing, working with students, and possibly teaching lessons to the whole class. Depending on the
university, you may be contacted either by individual students or by the university field placement
coordinator regarding a placement. The number of volunteer hours required ranges from 15 to 100.
Sometimes university students will contact teachers directly about placement opportunities, so it is
important to let your teachers know that all education students should be screened through the
volunteer liaison before starting.
As of the 2012-13 school year, all education students must complete a criminal background check
before beginning their placement. This takes 7-10 days to process so it is imperative that this is
completed as soon as possible. Ensure that you are able to place the student before you have them fill
out the form and pay $5. For questions please contact Julie McLeod at Julie.mcleod@mpls.k12.mn.us
or 612.290.9301.
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Beyond education students, many university classes have service learning or diversity experience
requirements and they often contact the Minneapolis schools for volunteer opportunities. It is
important to work with the students (and their professor when appropriate) to develop a working
relationship that benefits both the school and the college students.

E-Mentoring
All e-mentoring programs must be coordinated through the district information Media Technology
Services Department.
E-Mentoring connects students with caring, supportive adults while providing students with information
about careers and the workplace. The program works best, however, when teachers and corporate
partners or individuals establish additional objectives aligned with the classroom goals. The program is
designed to be academic. It is not simply a pen-pal program. In general, the goals are to increase the
rigor of the classroom curriculum.

Guest Speakers
If a person is interested in being a guest speaker, they must be screened first. This form and process can
be found on the CPO website, here:
https://secure.mpls.k12.mn.us/CPO/CommunityResourceSpeaker.aspx .

Volunteer Motivation
People choose to volunteer with the Minneapolis Public Schools for many different reasons. They may
have children or grandchildren and want to be involved in their child’s school. They may be alumni or
local community members who want to give back. They may be looking for experience to put on a
resume, to learn new skills, to gain leadership skills, or to meet new people. Below are a few different
types of people and how they are motivated by volunteering. This information can help you determine
the best job for a volunteer, and how to keep them motivated.
The Affiliation Motivation Person (in the positive framework):
1. Needs personal interaction
2. Works to make friends
3. Likes to get involved with group projects
4. Likes to have a personal relationship with supervisor
5. Works most easily with people they know well
6. Needs to be perceived as a “good” person
7. Needs to be liked
8. Wants to keep people happy
9. Seeks socialization opportunities
The Achievement Motivated Person (in the positive framework):
1. Needs specific goals to work toward
2. Works well alone
3. Sticks to tasks until completed
4. Needs feedback
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5.
6.
7.
8.
9.

Seeks responsibility
Likes to problem solve
Needs tangible rewards
Sees problems as challenges
Needs specific parameters set to measure success

The Power-Oriented Person (in the positive framework):
1. Needs to impact and influence others
2. Can work alone or with a group
3. Enjoys teaching others
4. Can respond to needs of people or programs
5. Keeps an eye on overall goals of agency
6. Responds to titles that denote authority
7. Will seek and accept positions of authority and responsibility
8. Is persuasive
9. Is self-starting

Supporting and Maintaining Volunteer-Staff Relationship
It is important to stay in frequent communication with both the volunteer and the teacher they are
working with so that you know whether both are happy. Make sure the teacher feels that the volunteer
is a beneficial addition to the classroom and that the volunteer feels that they are being utilized. If
necessary, help facilitate a conversation between the volunteer and teacher to discuss any potential
issues or areas for improvement, and provide more resources as necessary.

Counting Hours/ Record Keeping
It is important to keep track of all of your volunteers and their hours in the school. If you create a
volunteer sign-in log (see the appendix for a sample) it is very easy to keep track. Have your volunteers
sign-in and out every time they come to volunteer. At the end of each school year, you will be asked to
turn in a report to Volunteer MPS detailing how many volunteers your school had over the year and
approximately how many hours they volunteer, as well as the demographics of your volunteers.

Exiting a Volunteer
It is important to keep in contact with your volunteers so that you know when they are planning on
stopping their volunteering at your school. They should give plenty of notice to their teachers as well as
the volunteer coordinator. You should develop a volunteer exit survey for your volunteers. Volunteer
MPS has an exit survey online, found here (http://www.surveymonkey.com/s/K8HWVTF). You can
have your volunteers fill this survey out, and email Volunteer MPS for the survey results.

Dismissing a Volunteer
Minneapolis Public Schools is an equal opportunity school district and does not discriminate based on
any legally protected status under federal, state or local law. The school principal or other district staff
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does have the right to dismiss any volunteer who is deemed to have engaged in inappropriate behavior
including, but not limited to, that described in these policies and regulations.
It is important to keep in contact with both your teacher and volunteer to ensure that everyone is on the
same page and satisfied/happy. Ideally, you will help to facilitate a conversation between the unhappy
people when the problem first arises, so that there is a chance for things to improve before you reach
the step of dismissing a volunteer. Please see the appendix for “Confronting a volunteer productively,”
which can help you to facilitate a productive conversation. If you have any questions about dismissing a
volunteer, contact Volunteer MPS.

Evaluating a Volunteer Program
It is important to evaluate the impact that volunteers or a volunteer program had on your school
throughout the year. This will help you to report outputs (things like the number of hours served by
volunteers or number of students reached) as well as outcomes (what impact did the volunteers have
on student achievement?). Decide how you will evaluate the volunteer program before you begin
recruiting volunteers as well as whom your audience is. Will you be sharing information with your
principal or other school staff, with volunteers, or with the community at large? All of these factors
change how you choose to evaluate your volunteers.

Recruiting Volunteers
Recruiting volunteers can be one of the hardest parts of being a volunteer liaison. It is an ongoing effort
throughout the whole school year. Some things to keep in mind as you begin recruiting volunteers:
 Do you have meaningful jobs for volunteers to perform?
 Are the administration and staff willing to work with volunteers?
People are four times more likely to agree to volunteer if they are asked in person (Volunteer Impact
Leadership Training Series, 02/2007).
When you are reaching out to recruit volunteers, focus on what each stakeholder gains from
volunteering. Different groups of people are motivated differently, so it is important to modify your
recruitment efforts appropriately. Please see the section on volunteer motivation for help. Below are
some benefits that volunteers bring to schools:
Benefits for Schools:
 Increased support for teachers and students
 Improved school – community relations
 More parent involvement leads to higher student achievement
Benefits for Teachers:
 Students get more individual instruction
 Help with non-instructional duties
 Lower adult-child ratio
Benefits for Students:
 Increased individualized attention
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Enrichment of classroom activities and social skills
Positive adult role models
Improved self-image
Diversity of Experiences

Benefits for Volunteers:
 Personal satisfaction
 Improved self-esteem, sense of accomplishment
 Experience in diverse urban education
 Knowledge/understanding of school systems
 Work experience
 Opportunities to learn

Benefits for the Community:
 Decrease in the achievement gap
 Better-educated students
 Improved graduation rates
 Increased confidence in educational system

Tips/ Best Practices
Tips to remember when recruiting school volunteers:
 Have patience. Be aware of volunteers and what motivates them.
 Use warmth, friendliness, and the “human touch.” Show a sincere interest in the prospective
volunteer- everyone needs to feel important and needed!
 Reach out. Personal testimonies are often more powerful than a printed promotional piece.
Most successful school-recruitment programs do not wait for volunteers to come to them but
develop plans to actively reach the community and bring them in. Be proactive and persistent.
View the neighborhood community as a source of potential volunteers.
 Maintaining momentum throughout the year. Active recruitment is an ongoing, continuous
process. Use real life examples of students who need tutors/mentors, and those successful
stories of students, who benefited from the help of volunteers.
 Make it easy to serve. Keep the required forms, rules, and regulations to a minimum. Legal
aspects of participation must be covered, but the important thing is to get people working with
students. Believe in volunteers and the contributions they make to education. Communicate this
through all your efforts.
 Make your needs known. Be specific about your need for volunteers. A vague invitation to
volunteers for an open-ended project will produce few responses. People want to know what
kind of a commitment they are being asked to make.
• Always, always remind volunteers that they are needed and appreciated. Thank them for
every-thing they do!
• Put out the welcome mat for volunteers! Create a “volunteer area” somewhere in the school to
make volunteers feel welcome, comfortable, and special.
(Adapted from: School Volunteer Coordinator Toolkit, School Board if Alachua County, Florida)
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Where can you recruit?
The best places to recruit volunteers are in the community and neighborhood surrounding your school.
Reach out to local churches and see if they can put ads in their weekly bulletins. Go to local coffee shop,
parks, and community centers and hang fliers. Reach out to non-profits and businesses in the area. Keep
in mind that each organization or group of people have different backgrounds and motivations for
volunteering, so modify your volunteer requests/fliers accordingly.
Volunteer MPS can also help you with recruitment of volunteers. On the Volunteer MPS website, there
is a volunteer request form that you can fill out online or a paper copy
(http://volmps.mpls.k12.mn.us/request_a_volunteer.html) .

Recruitment websites
Here are some online recruitment sites that match interested volunteers with volunteer opportunities:
 Craigslist
 Volunteermatch.com
 Twin Cities Hands On
 Serve net: www.servenet.org
 Check local colleges’ job websites services for their students where you can post volunteer
opportunities.

Community Partners
Another way to recruit volunteers is by developing a partnership with a local business or community
partner. In order for a business to be a community partner with the Minneapolis Public Schools, there is
an online certification process. This process is called Community Partners Online (CPO), and can be
found here: https://secure.mpls.k12.mn.us/CPO/ . CPO is an annual process which allows Community
Partners to renew their contracts each year It is also a key element in the district’s overall risk
management program and provides advantages for all parties involved.
Advantages to Students
1. Matches resources to school and student needs so services are targeted and the potential for
student success is increased.
Advantages to Schools
2. Provides assurances that the Community Partner will adhere to district policies.
3. Provides assurances that background checks have been completed for Community Partners who
provide services to students without the direct supervision of MPS staff.
Advantages to Community Organizations
1. The online process, used consistently at all schools, makes it easier for community organizations
to make connections with schools.
The online process provides a means for Community Partners to continue relationships with schools in
the event of MPS staff transition. If you have questions about this process contact Robyn Cousin at
robyn.cousin@mpls.k12.mn.us or 612.668.3983.
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25 Ways to Show Appreciation to Volunteers
It is extremely important to continually appreciate your volunteers. Showing appreciation will increase
your volunteer retention rate. Volunteer appreciation does not always have to take the form of gifts or
food.
1. Greet the volunteer by name; encourage student to use volunteer’s name.
2. Thank the volunteer personally each day, noting special contributions.
3. Set a time to talk with the volunteer when children are not present, speak briefly with the volunteer
each day before departure.
4. Celebrate the volunteer’s birthday, and encourage students to write occasional thank-you notes.
5. Use the volunteer’s special talents, knowledge and interest in assigning tasks.
6. Give the volunteer increasing responsibilities and more challenging tasks.
7. Share articles and books of mutual interest—on child development, learning styles, or content area
in which the volunteer works.
8. Include the volunteer when planning class activities.
9. Include the volunteer in staff meetings and in-service training when appropriate.
10. Send a letter of appreciation.
11. Take the volunteer to lunch.
12. Call or write when the volunteer is absent or ill.
13. Invite experienced volunteers to train newer volunteers.
14. Seek training opportunities for the volunteer, perhaps by providing PTA scholarship to a volunteer
conference or workshop.
15. Write an article on the volunteer’s contributions for your volunteer newsletter, school newspaper,
or community paper.
16. Ask the volunteer coordinator or school community relations staff person about a feature story on
volunteers for the newspaper, radio or TV station.
17. Nominate your volunteer for a volunteer award.
18. Celebrate outstanding contributions or achievements.
19. Commend the volunteer to supervisory staff.
20. Ask volunteers to help evaluate program and suggest improvements.
21. Ask the children to evaluate the performance of volunteers; share their comments with the
volunteers.
22. Help plan a recognition event—an assembly, reception, or luncheon, invite the superintendent,
school board, administrators, parents, and community leaders.
23. Accommodate the volunteer’s personal needs and problems.
24. Enable the volunteer to grow on the job.
25. Write a letter of recommendation when the volunteer requests it.

Volunteer Recognition Year-Round
When should you recognize your volunteers? All year, all the time! Here are some more ideas (Voluntary
Action Leadership, Winter 1995 issue):
1. At the time they sign up to volunteer:
 Send letter/email of welcome
 Make sure they have a nametag and all of the necessary materials
 Welcome them to the school and give them an orientation and tour
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2.

3.

4.

5.

6.

7.

8.

9.

10.

 Provide a parking space when possible
 Provide a detailed job description, training, and supervision
 Publish the name of a new volunteer in school newsletter
Daily or weekly:
 Smile!
 Informal thank-yous by staff and volunteer coordinator
 Document their time for evaluation
 On the job praise
Monthly
 Volunteer of the month
 Appropriate evaluations
 Articles in newsletters
Annually
 Special events where awards are given, such as a dinner, luncheon, reception, coffee or dinner
dances
 Certificates, plaques, and other awards for time spent volunteering
 Gift of photo of volunteer at work or receiving award
 Volunteer Appreciation Day- use facilities free of charge
 “Turn-about” lunch- staff serves volunteers
 Holiday parties
 Teenage pizza party
At the completion of a special project
 Say “thank you”
 Send letters of thanks to volunteers and/or their boss or school or staff supervisor
 Write article for newspaper or in-house publications about project
 Take out to lunch or for a coffee break
 Promote to another job; give more responsibility
At meetings with staff or groups
 Tell about volunteer projects and individual volunteer accomplishments
 Praise volunteers to others
 Have a slide show or film showing volunteers at work
 Invite volunteers to staff meetings
 Provide volunteers with outside training programs
On their birthdays or holidays
 Send cards
 Have students wish them happy birthday
When they are sick
 Send get-well card
 Call them at home
At the time they leave
 Send a letter of thanks
 Give a certificate or resolution of appreciation
 Send letter of recommendation to potential employer
During National Volunteer Week (mid-April)
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Recognizing Staff who work with Volunteers
1. Thank staff members who are working cooperatively with volunteers
 For special projects they worked on together
 For using volunteers’ skills creatively
 For using lots of volunteers
 For taking time to supervise and train volunteers
 For showing their appreciation to volunteers
2. Send memo to department and supervisor recognizing their effort
3. Award certificate to department who most effectively uses skills and talents of volunteers
4. Invite staff to volunteer recognition events
5. Remember, with today’s budget cuts, some staff may feel “forced” to use volunteer assistance or
may feel that you view them as an incompetent teacher who needs volunteer help. Help staff see
the benefits of volunteer assistance. Staff may not have even thought of using volunteers and
something new is always frightening. Use this “crisis” as an opportunity to explore new ways of
doing things. Many of the most loyal supporters of volunteers were very skeptical of the idea at first.

District Volunteer Luncheon
Every year in May, Volunteer MPS hosts a volunteer appreciation luncheon. All volunteers from all
schools are invited to attend. While the program varies from year to year, the luncheon generally
includes a welcome, lunch, recognition from the superintendent and/or school board, presenting of
awards, featured speaker, and student group entertainment. You will be notified by Volunteer MPS a
month before the event, and you are responsible for emailing or mailing the invitation to all of your
volunteers.

Betty Jane Reed Award
The Betty Jane Reed Award (BJ Reed Award) was established in 1988 in recognition of the many
contributions of the Minneapolis educator, author, poet, and mentor, Betty Jane Reed (1921-1996). This
prestigious award is presented annually to a volunteer who epitomizes the contributions and positive
impact of the many excellent volunteers throughout MPS.
To nominate a volunteer:
You must fill out an application, either via paper or online. The nomination form is typically emailed to
school volunteer liaisons in late March and is due in mid-April. Applications are evaluated based on:
volunteer’s impact on student achievement, their contributions to the school community, their special
skills/areas of expertise, and their overall impact. Each school may nominate as many volunteers as they
would like.
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MINNEAPOLIS PUBLIC SCHOOLS VOLUNTEER INFORMATION FORM
Volunteer MPS, 1250 West Broadway Avenue, Minneapolis, MN 55411
Phone: (612) 668-3880 fax: (612) 668-3895
http://www.volmps.mpls.k12.mn.us
NAME _________________________________________________________________________________________________
First
Middle
Last
Maiden, Alias, or Former
ADDRESS ______________________________________________________________________________________________
Street
(Apt)
City
State
Zip Code
PHONE _________________________________________________________________________________________________
Day
Cell
EMAIL _________________________________________________________________________________________________
Volunteer Programs
Volunteer programs that interest me (check all that apply):
_____ Early Literacy Tutoring Program

_____ Adult Education Volunteers

_____ K-12 Classroom Volunteers

_____ Intergenerational Volunteer Program

_____ Early Childhood Special Education

_____ After-School Support

_____ 100 Strong Who Care

_____ Higher Education Student Placements

Other: _____________________________________________________________
Areas of Interests
Volunteer role (check one or more):
_____One-to-one tutoring

_____ Media Center Support

_____ College & Career Preparation

_____ After-school support

_____ English Language Learning (ELL) Support

Other: _____________________________________________________________
School(s) or area(s) of Minneapolis preferred, if any: _____________________________________________________________
Grade Levels preferred, if any:
_____Early Elementary (K-3)

_____ Older Elementary (4-6)

_____ Middle School (6-8)

_____ High School (9-12)

Subjects you prefer or other information about your interests: ______________________________________________________

Reasons for Volunteering
Please explain why you would like to volunteer in the Minneapolis Public Schools.

Do you have any concerns about volunteering with young people or adult learners?

Availability
_____ Entire School Year

-or-

Months (circle):

Preferred time of day: _____Morning

_____Afternoon

Oct.

Nov.

Dec.

Jan.

Preferred days of week:

Feb.
M

Mar.
T

Apr.
W

May

TH

F

Please note that K-12 volunteer opportunities are only available weekdays between 7:30 am – 4:30 pm.
How many hours per week would you like to volunteer? _________________ (Minimum of 2 hours per week suggested)
Work and Volunteer Experience
Work Experience:

Volunteer Experience:

Languages you speak other than English, if any: _________________________________________________________________
Please list any other relevant skills or talents, if any: _____________________________________________________________
Special Accommodations
Please list any special accommodations you would like us to be aware of:
_____ Wheelchair accessibility

_____ Limited Mobility

_____ On bus line

Other:

We cannot guarantee that we will be able to provide all accommodations requested.
Emergency Contact
Person to notify in an emergency: ____________________________________

Phone: _________________

References
Please list two references (someone unrelated to you who knows you well) such as an employer, pastor, or teacher. Please include
people who can speak to your work with youth or diverse groups of people, if possible.
Name: _________________________

Day Phone Number: __________________

Email: ____________________

Name: _________________________

Day Phone Number: __________________

Email: ____________________

Volunteer’s personal information not classified as public data is strictly confidential and will be used only to process the
volunteer’s placement. The data collected on this form is used to determine an appropriate volunteer placement. You may
refuse to provide the data but, if you do, you may not serve as a volunteer working with students in the Minneapolis Public
Schools.

The following information is optional and is intended for reporting and program support purposes- responses
do not determine placement:
Please check all that apply:
_____Current high school student

_____College Student

_____Community Member

_____Minneapolis Public Schools Employee

_____ Parent/Family Member

_____ Retiree

_____ Minneapolis Public Schools alum
Let us know if you are a:

_____Teen (13-18)

_____Adult (18-50)

_____ Adult 50+

Criminal History
Have you ever been convicted of a misdemeanor or felony?
If yes, please explain.

_____ Yes

_____No

I understand that the Minneapolis Public School District is an equal
opportunity employer and does not discriminate on the basis of race, color,
creed, religion, national origin, sex, sexual orientation, marital status, status
with regard to public assistance, disability or age in its programs and activities.
I understand that submitting this information does not guarantee my
acceptance into the Volunteer Program, and that assignment of volunteer work
is based on the assessment made by the Volunteer MPS Staff.
I understand that if I have misrepresented the information and/or fail to
adhere to program guidelines, I may have my application approval withdrawn. I
understand the District may request a background check on me pursuant to the
Minnesota Child Protection Background Check Act. Information will be provided
regarding my rights and I will sign an appropriate release authorization if
requested to do so. I have read and understand the appropriate Volunteer Job
Description, Sexual Harassment Policy, and other information provided.
I understand that by signing this I acknowledge that I have read and that I
understand the foregoing information provided to me regarding the private
nature of student educational data. I agree to treat the data as private and I
will not disclose it to anyone other than the student’s teacher. If I have any
questions, I will contact the teacher or Volunteer Program Coordinator.
I understand the district policies and procedures for volunteers and I agree to hold harmless the
Minneapolis Public Schools for any actions taken by me.

Signature: ______________________________________________

Date: ______________

MINNEAPOLIS PUBLIC SCHOOLS VOLUNTEER ESSENTIAL INFORMATION FORM
Volunteer MPS: 1250 West Broadway Street, Minneapolis MN 55411
(612)668-3880, fax: (612) 668-3895
www.volmps.mpls.k12.mn.us
NAME: _______________________________________________________________________________________
First
Middle
Last
Maiden, Alias or Former
ADDRESS: ____________________________________________________________________________________
Street
(Apt)
City
State
Zip Code
PHONE:
______________________________________________________________________________________________
Day
Evening
Email
References
Please list two references (someone unrelated who knows you well, such as an employer, pastor, or teacher)
Names:
Phone Number
Email
1.__________________________
____________________
______________________
2.__________________________

____________________

______________________

Emergency Contact
Person to notify in any emergency: ________________________________________ Phone: _________________
Criminal History
Have you ever been convicted of a misdemeanor or felony? ______Yes _____No

If yes, please explain.

I understand that the Minneapolis Public School District is an equal opportunity employer and does not
discriminate on the basis of race, color, creed, religion, national origin, sex, sexual orientation, marital status,
status with regard to public assistance, disability or age in its programs and activities.
I understand that submitting this information does not guarantee my acceptance into the Volunteer Program,
and that assignment of volunteer work is based on the assessment made by the Volunteer MPS Staff.
I understand that if I have misrepresented the information and/or fail to adhere to program guidelines, I may
have my application approval withdrawn. I understand the District may request a background check on me
pursuant to the Minnesota Child Protection Background Check Act. Information will be provided regarding
my rights and I will sign an appropriate release authorization if requested to do so. I have read and understand
the appropriate Volunteer Job Description, Sexual Harassment Policy, and other information provided.
I understand that by signing this I acknowledge that I have read and that I understand the foregoing
information provided to me regarding the private nature of student educational data. I agree to treat the data as
private and I will not disclose it to anyone other than the student’s teacher. If I have any questions, I will
contact the teacher or Volunteer Program Coordinator.
I understand the district policies and procedures for volunteers and I agree to hold harmless the Minneapolis Public
Schools for any actions taken by me.
Signature: ________________________________________________

Date __________________

Volunteer’s personal information not classified as public data is strictly confidential and will be used
only to process the volunteer’s placement. The data collected on this form is used to determine an
appropriate volunteer placement. You may refuse to provide the data but if you do, you may not serve as
a volunteer working with students in the Minneapolis Public Schools.
*Please provide completed form to your MPS staff contact or the Office of Volunteer MPS (address fax
above) prior to volunteering.

Volunteer Sign-in Log
Date

Name

Time In

Time Out

Teacher/ Room
Number

I am a ______ (college student, parent,
community/business person, etc.)

Volunteer Reference Check Form
1. How long and how well have you known the applicant?

2. Do you believe that the applicant would be a reliable and trustworthy volunteer for the public
schools?

3. Briefly describe the applicant’s relationship with friends, co-workers, clients, peers, classmates, etc.

4. Describe (applicant’s) relationship with children (has he/she worked with children individually or in
groups?

5. Have you had the opportunity to observe the applicant when s/he has interacted with people whose
backgrounds are totally different from her/his own? (age, ability, ethnicity, religion, socioeconomic
level, education, race, etc.) How would you rate her/his openness to other’s values, lifestyles, cultures,
interests, etc.?

6. Have you ever been concerned about the applicant’s use of alcohol or other drugs?

7. Would you be comfortable having (applicant), as a school volunteer, working with your child or a child
close to you?

8. Do you know of any reason why the applicant would not serve well as a school volunteer?

