Club Assistant Volunteer Responsibilities

Curiosity and After School Enrichment Clubs – CHES, 2009-10
2:30 p.m. – Volunteers Arrive

Club Assistants should go directly to cafeteria, sign-in and make a name tag.  There will be a quick orientation for all volunteers so we can ensure that the dismissal process runs smoothly and safely.  

2:40 p.m. – Prepare for Student Arrival

Find out what club you are assigned to, grab the list of students who will be in your class and locate the table your club will gather at.  Each table will have a “table tent” indicating what club should occupy that table.  Assist with passing out snacks for your table.
2:45 p.m. – Students start to enter Cafeteria

If you have been assigned to be a door monitor, please make sure Club children enter the cafeteria quietly and prompt them to go directly to their Club table and sit down.  We are sharing the cafeteria with the YMCA after school program and club children should not be co-mingling with the YMCA participants as this can cause confusion.
Club Volunteers should “man” their club table and stand ready to take attendance as each child sits at the table – you will only have 6-10 minute to take and double check attendance.  

Cafeteria Expectations

All children are to be in a seat at their club table.  Book bags and coats should be neatly behind them and out of the aisles to allow for other children who are taking the bus to get through the aisles safely.  They should be quiet, using an indoor voice only.  They should comply when asked for complete silence.  They should be using that time to eat their snack and listen for directions.  The first week of clubs sets a precedent – for the safety of all children the cafeteria needs to be orderly.  

2:55 – 3:00 p.m. – Attendance Taking

If it becomes certain a child is missing, quickly fill out name/bus/teacher on form provided and hand it to one of the volunteers who are at the door so they can check the gym bus lines or pull the child off the bus.  Or, feel free to go yourself if necessary.  Once you have all club children present – insert the red flag/paper into the top section of the “table tent”.  This will provide a useful visually cue for staff.
3:05 p.m. – Transport Students to their Clubs

After 3:05, once all students are accounted for, you may quietly bring the children down to the club’s assigned room.  But first, please make sure the halls are clear of students who are dismissing to buses.  If the back hall is clear, take that route.  Keep halls moving smoothly and give children heading to buses the right of way.  DO NOT SEPARATE THEIR LINE!   If your club is meeting in the gym and sharing that space with another club – no children are allowed to enter the gym until the wall divider is completely in place.  

Childcare Volunteer – Wait by Childcare Table, fill out form for any child being dropped off.  If no children require care, you can go to the front lobby and “man” that table or join a club that looks light on volunteers.

4:00 p.m. – Most Club’s dismissal time, some run until 4:30 (Basket Weaving, Rockets and Tea) 

At Club dismissal time, parents need to initial or sign their child out anywhere on the attendance list.  If there are children attending the YMCA after school care program, they should be walked down to the YMCA program in the cafeteria and brought to a YMCA staff member.  YMCA staff state they do not need to sign children in.  IF a non-YMCA child still has not been picked up 10 minutes after dismissal time, please walk them down to main lobby and inform a Club Chairperson so that he/she can be monitored until pick-up.

No child(ren) should ever be left unattended during club time!.

