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The Briar Crest Elementary School Volunteer Handbook was 
developed as a way of  communication between school volunteers  
(parents/guardians/family/friends) and   the school.  The handbook 
has been developed by the parent involvement committee, which 
included parents and staff.  The goal of  the handbook is to establish 
a way for volunteers to fi nd out information about Briar Crest School 
and the many opportunities to be involved with the school and 
students. 

Thank you for sharing your time and talents with the students of  
Briar Crest Elementary School.  

We are pleased to have you as a volunteer and look forward to seeing 
you at school.

Together we will help each student become successful!

Sincerely,

Jerona J. Washington, Principal

Michael A. Fulton, Ed. D., Superintendent of Schools
Jerona J. Washington, Principal

Briar Crest Elementary School
2900 Adie Road

St. Ann, MO 63074-3799
(314) 213-8011

Fax (314) 213-8211
www. psdr3.org

Jerona J. Washington
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Volunteers are always welcome to help at 

school.  For our students safety you may be 

limited in where and when you can volunteer.  

Parents should contact the principal’s offi ce 

if they have any concerns or questions 

regarding a volunteer at school.
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School Hours:
8:50 am - 3:35 pm
8:50 am - 11:50 am 
(Morning Kindergarten)

Offi ce Hours: 
7:30 am - 4:30 pm

Address: 
2900 Adie Rd
St. Ann MO 63074
Phone: 314-213-8011
Fax:  314-213-8211



ATTENDANCE
When you arrive at school, please enter through the front offi ce 
door and sign in.  Wear the visitor badge that is provided for you.  
When you are fi nished for the day, please sign out at the offi ce.  If  
you are unable to work on your agreed upon time with a classroom 
or a teacher, please call as soon as you know you will be unable to 
volunteer your time.

CONFIDENTIALITY
In your work you will become familiar with students, staff  and other 
parents.  You may fi nd that neighbors and friends question you about 
students, families or staff.  Questions are best answered by the school 
principal or appropriate school staff.  Along with our appreciation 
for your service comes an important reminder to our volunteers 
of  the shared responsibility for maintaining confi dentiality about a 
student’s progress or program.  We appreciate the respect you show 
for the uniqueness and individuality of  each student by respecting 
their need for privacy. 

DISCIPLINE
Discipline and supervision are the responsibility of  the school staff.  
You are not expected to supervise an entire class.  If  you encounter 
problems, refer the student to a teacher or the principal.

DRESS
Please dress in a functional and comfortable manner.  All adults have 
a responsibility to serve as role models for students.  Please do not 
wear clothing that promotes alochol, tobacco or that has messages 
which are suggestive in nature or is too revealing (i.e. - tank tops or 
shorts).
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VOLUNTEER 
EXPECTATIONS
1.   It is important to keep your 

scheduled date and time for 
helping in the classroom or 
school.  If  you are unable to 
attend, notify the school of-
fi ce as soon as possible. We 
are depending on you.

2.   Be fl exible and ready to do 
a variety of  work.  Let the 
teacher know if  there is a par-
ticular task you are able to do.

3.   Respect the atmosphere of  the classroom.  If  the class is doing a 
quiet activity, please keep your voice as quiet as possible.

4.   Only volunteer for what is reasonable for you.  It is OK to say NO.
5.   Sign in and out at the offi ce each time you volunteer.  Remember to 

wear the visitor badge where it can be readily seen.
6.   Don’t be offended if  your services are not needed every day or for 

some specifi c amount of  time.  Activities, fi eld trips or classroom 
instruction may change and your area to work may not be available.

7.   Remember the importance of  confi dentiality.  (If  this is abused, a 
volunteer may be asked to discontinue their services at school).

TEACHER EXPECTATIONS
1.   Teacher/Staff  will have work ready for the volunteer when they 

arrive at school.  If  a teacher/staff  is not in need of  a volunteer, 
please let them know ahead of  time.

2.   If  the teacher/staff  is going to be absent, inform the substitute 
teacher of  the work to be done by the volunteer or notify the vol-
unteer that they are not needed that day.

3.   Talk with the volunteer to organize a schedule and let them know 
the type of  jobs they will be expected to do.  Ask the volunteer if  
there are any tasks they would prefer not to do.

4.   Make sure the volunteers have signed in and are wearing a visitor 
badge.  This includes classroom parties.

5.   Be considerate of  the volunteer’s time.  They often fi nd it hard to 
say NO!

6.   The teacher or offi ce staff  may instruct the volunteer in the proper 
use of  any offi ce machines.  It is preferred that volunteers do not 
make copies for teachers – printing should be completed by the 
school clerk – they may bring the items to the offi ce and leave them 
in the clerk’s work basket.

7.   Please keep in mind that only school personnel should have access 
to your grade book, computer fi les or student permanent record 
fi les.
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• Listening to a child read

• One-on-One tutoring

•   Computer activities 

with students

• Assist with fi eld trips

•           Help with cooking 

projects 

•  Work with struggling 

students

•  Assist music teacher with 

sing-a-longs

•  Set up experiments for 

the science lab 

•  Assist teacher in classroom 

learning centers

•  Assist the classroom or 

offi ce on Bookmobile days

•  Help children with arts 

and crafts in the classroom 

or art room

•  Help in the library – assist 

a child select a library 

book, fi ling books, etc 

•  Practice vocabulary/

spelling words, recognition 

of numbers, colors or 

alphabet, handwriting

•  Help maintain our school 

web page (must have 

knowledge of websites 

or training)

•  Preparing materials for 

class activities – making 

instructional materials and 

games/puppets

•  Have lunch with a student–

check lunchtimes and 

arrange ahead of time to 

bring or purchase lunch

•  Bulletin board preparation

•  Help in the nurse’s offi ce

• Read stories to children

• Make props for plays

• Play instructional games

•  Help child with motor 

skill problems

•  Discuss careers or hobbies 

with students

•  Assemble classroom 

materials or activity books

WAYS TO HELP AND PTA SPONSORED ACTIVITIES
Volunteers are needed for a variety of  jobs/activities at school and home. 

School or Home Activities

THERE ARE MANY WAYS TO BE A PART OF A CHILD’S 
EDUCATION

Volunteers are needed to help plan many PTA sponsored activities 
throughout the school year. You do not need to take charge of  a proj-
ect in order to help.  We have included a short description for some of  
the events–there are many small things that need to be done at each 
event and it may not be included in the description.  You may be able 
to help with part or all of  an event–everyone doing what they can 
make the job a success.

A volunteer sign up form is sent home with students in the fall 
for scheduled activities already on our school calendar–be sure 
to check your child’s book bag at least once a week for take home 
notes and updates on new day or evening activities at school.
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Open House – Meet The Teacher before school 
begins and classroom open house dates
Volunteers will assemble Welcome packets (if  used by teacher), set 
up PTA table with membership forms, greet parents and students, 
direct parents to classrooms or hand out school map to assist them.

Chili Supper/Science Fair Night 
(planned in January or February – funded by PTA)
A chairperson is needed to oversee the planning and make sure tasks 
are completed.
 Raffl e: Volunteers are needed to help with sending letters out for the 
raffl e drawing, putting raffl e bags together, fi nd an Emcee for the 
evening raffl e drawing and help with the raffl e on chili supper night.
 Dinner: Volunteers contact Steak ‘n Shake for donation of  chili, assist 
the cafeteria manager in making toasted cheese sandwiches, serving 
soda, ordering and picking up items needed for the evening.
Science Fair: Volunteers will assist a staff  member to make sure 
projects are ready for judging (during morning and early afternoon); 
help oversee science fair area in the evening.

Field Day (end of  school year)
Volunteers will help plan and organize activities.  You will also make 
sure equipment is ordered and picked up for the day, set-up, run 
activity stations, help serve lunch and snacks and clean-up afterwards.

Staff  Appreciation Luncheon – funded by PTA
A chairperson and committee are needed to organize and plan lunch.  
Set-up, clean-up, serve food, bake goodies and provide small token 
of  appreciation are needed.



Classroom Parties 
(Fall, Winter and Spring)
Head Room Parent – creates a fl yer for parent volunteers, which is 
submitted to the offi ce for printing and distribution to students, 
collects responses, assigns parents to classrooms and meets with 
parents either by phone or in person to let them know what is 
expected of  them.  You should have a supply of  classroom party 
books available.
Volunteer – room parent will check with teacher on types of  activities 
the students may participate in at 
school, purchase supplies as needed 
(PTA provides limited $ for each party), 
contact the parent list for additional 
volunteers, food and other supplies 
needed for the party, attend on party 
day – set-up, games and clean-up.

Phone Call to Welcome New 
Families
Volunteers will welcome new families to Briar Crest by calling them 
and letting them know of  the many ways to participate at school.

Seek Donations (may change throughout the school year)
Volunteers will contact businesses encouraging them to support 
school programs.  Afterwards, make a catalog of  the businesses you 
have contacted, whether or not they donated, and what they donated.  
You will raise donations from students and staff  for a local charity or 
shelter – these are done through the school with a staff  volunteer–
you would help organize and assist the staff  with the project.

Fund Raiser (PTA sponsored-Fall of  the school year)
The chairperson oversees the fundraiser, makes sure order packets 
are out to students, collects forms on due date, separates forms and 
money, processes orders and submits them to the company,  and 
distributes product.  Volunteer: assists chairperson with above items 
and help with distribution of  order when received at the school.
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Student Picture Day
Volunteers assist picture company with 
getting students to designated area.  
Make sure students have their picture 
envelope and they look OK for their 
school picture.  This usually takes a full 
morning from 8:45 am to noon.  Please 
check the school calendar for student 
picture date.

Pictures and Videos
Volunteers assist students in taking 
pictures and videos of  school activities.  
The school BCTV crew has been 
trained in using the video and digital 
cameras at school – a volunteer is 
needed to assist in keeping projects 
up-to-date and place pictures on the 
school web page when applicable.

DARE Graduation and 5th grade Farewell Picnic
The 5th grade teachers set up most of  these activities but they can use 
volunteers to help.  Volunteers serve refreshments; take pictures, set-
up areas, clean-up.  Check with a 5th grade teacher for more info.

Movie Night
A chairperson is needed to oversee and organize movie nights. 
Volunteers would  help in selecting movies, set-up and cleanup; sell 
candy, popcorn and refreshments during intermission.

Family Fitness & Fun Fair - Each year in April
Volunteers are needed to secure organizations to attend, solicit 
donations and work booths at the event.

AND MUCH MORE…
Have an idea for a great project or student activity.  Contact the PTA 
or the principal.  Include what is needed, how many volunteers would 
be needed, etc.
Example: plan an exciting start to the school year with a special banner 
or sign.

The principal must approve all projects!!



Michael A. Fulton, Ed. D.
Superintendent of Schools

Ruth Petrov
President

Bob Dillon
Secretary

Ron Kuschel
Director

Cindy Candler
Vice-President

Ralph Stahlhut
Treasurer

Patty Polster
Director

Board of Education

Jeanne Schottmueller
Director




