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CONTACT INFORMATION:




IF YOU CAN NOT VOLUNTEER PLEASE CONTACT
US AS SOON AS POSSIBLE AT:

volunteer@vecinosunidos.org

or 

703-201-2809

or

Switchboard: 
703-793-9521

Vecinos Unidos Executive Board:


President:  Barbara Sorenson

Vice President:  John Porter

Secretary, Volunteer Coordinator:
  Mary Bellamy

Treasurer:  Scott Newman

Fund Raising Representative:
Michelle Keeley

Bob Searle
Grace Duran
Jan Humphrey
Mary Ann Kral
Uttara Limaye





Homework Assistance Procedures 
(especially helpful for our new volunteers)!

It is helpful to familiarize yourself with this handbook for basic policies, guidelines and tips.  These are our basic procedures.

Our routine at Vecinos Unidos is structured to maximize the time spent doing learning oriented activities with the students.   Thus, doing homework is the first priority.  The second priority is 20 minutes of reading each session.  Once homework and reading are completed, there is often time for fun and educational games.

Most volunteers will provide general homework assistance (which may include listening to students read).  If you would prefer to be a reading volunteer (only listening to the students read) and you are not sure if the Board Member is aware of your preference, please so inform the Board Member who will accommodate your request if possible.  Ultimately, the Board Member that evening is responsible for the students and is the one checking them “in” and “out” of the program.  If you have any questions about how VU operates, don’t hesitate to ask the Board Member at any time. Board members are responsible for supervising each session and any questions or concerns should be directed to them.  They can be identified by their nametags that indicate “Board Member” and by the unique color of their lanyards.  

Before you begin your first volunteer session, come 15 minutes early to check out the educational tools/reference books/supplies that are on the cart in the homework room and the categories of books and other reading materials in the reading room so that you are familiar with what resources are available to the students. As soon as possible, adult volunteers should turn in their volunteer applications and background check forms.  Student volunteers need to return their volunteer application, signed letter of agreement, and a copy of their most recent report card.






Opening Procedures:

· Arrive a few minutes before our 4:30 start time and check in with the Board Member in the homework room so your attendance is noted.  Use the hand sanitizer (the students will do this also) to cut down on germ transmission.  Your help setting up the room would also be appreciated.
· Find your nametag on the row of hooks on the tall cart in the back of the homework room and wear it at all times.
· Sit at a table in either the homework or reading room, as assigned, with open seats beside you.  (If you are going to be in the reading room you may wish to stay and visit with students in the homework room as they snack before going to the reading room.)
· As the students arrive, they will sign in, use the hand sanitizer, get a name nametag and their composition book, and be offered a snack (they are permitted to choose 2 different items).  If you are in the homework room invite one or more students to join you at the table and visit while the student snacks.  Introduce yourself as “Miss/Mr.  (first name)  ” or whatever name you prefer.  Be sure to use the student’s name, which will be on her/his nametag, during the session.
· Depending on the student/volunteer ratio, you may be asked to work with more than one student.  It’s best to seat them on either side of you. Students may come and go during the session, either because they leave to go to the other room or because they arrive late or leave early from Vecinos Unidos.
 












Homework Procedures:
· Please feel free to use any of the resources on the homework cart at the back of the room.
· Students will have a composition book in which they will write what they plan to work on during a session.  The plan should include concepts, not just subjects or pages (that is, “rounding numbers”, not “math” or “worksheet”).  A student should explain to you what s/he has written in the composition book and then you should scan the previous few entries in the composition book to get a sense of where the student is on her/his learning journey.  [First graders may dictate to you or write what they want to do, rather than what they plan to work on, during the session.]
· All students should have homework to do.  If a student does not have homework that takes at least 20 minutes, ask the Board Member for a suggestion for what educational activity the student should do.
· If a student has forgotten to bring a worksheet, find out if another student has that same worksheet and ask the Board Member to copy it before the second student has filled in all of the answers (whiteout may be necessary if not).
· If you are having trouble helping a student with her/his homework, feel free to ask for help.  Sometimes high school volunteers have a better grasp of the terminology used in math these days than older volunteers.  Sometimes another student may have the same homework and understand what is needed.
· Sometimes a student will have a long-term project requiring materials not on the homework cart.  VU may have the necessary supplies in the office.  The Board Member may be able to help you locate them.  
· Students may use the computers in the front of the room for research and projects.  Please keep an eye on which websites they are actually accessing as there are no parental controls on these computers.  Printing may only be done as needed for schoolwork. 
· After completing her/his homework, the student should write in her/his composition book what s/he learned that day and what s/he is still struggling to master.  If a student is working on a long-term project, you or the student should write a note in the composition book with any information that the next volunteer helping the student on the project will need to know. 
· You may be asked to accompany a student to the reading room and to listen to her or him read.  If so, follow the reading procedures, below.
· Reading Procedures:
· Most students will complete their homework before entering the reading room; however, some of the younger students may be sent to read before doing their homework so that we can have as many students read as possible during the session.
· On days when there are a lot of students, every student may not be able to read individually with a volunteer.  In that situation, older students may read to themselves. In addition, two or more students may read to the same volunteer.  In that case, the students may alternate reading.
· If a student seems to be dragging, you can offer to alternate reading with the student.
· Most students will be sent in waves as they finish their homework.  Students will bring their composition books with them into the reading room.  All students will have bookmarks.  Students will be encouraged to either read something that can be completed during the session (for example, poems, magazine articles or short books) or to mark their progress in a longer book with a bookmark and keep the bookmarked book in a special location on the cart for books being read.  If a student chooses something at too basic a reading level, encourage the student to choose more challenging material. 
· If a student chooses a new item to read (not a book started on a different day), scan the past few entries in the student’s composition book to make sure that s/he is not rereading the same picture book or magazine article every day. If a student chooses something at too basic a reading level, encourage the student to choose a more difficult book. 
· While the student is reading, try not to interrupt the student’s flow of reading to correct words but you may instead write in the composition book words with which the student is struggling for review with the student after s/he finishes reading.
· After reading, any student with a reading log from school will complete it.  Any student in grades 1-3 without a school reading log will be asked to address in her/his composition book the following questions about the material read: who, what, where, when, why/how. Students in grades 4-6 will not have any specific assignments to write, but are always free to do so if they so desire.  Read and discuss with the student anything written in a reading log or in the composition book.
· At the end of the reading session, either you or the student will record what has been read that day in her/his composition book.
· Once a student is finished reading (and writing if the student has a log or is in grades 1-3), send her or him back to the homework room.
· Journals are filed alphabetically by students’ FIRST names.

Closing procedures:

· Once both homework and reading are finished, it’s time for other activities.
· Monthly packets are filled with a variety of educational activities and are available for each student.  There are special packets for first grade students.  Students can claim their packets from the Board Member.
· Other options are putting together puzzles, or using the wipe off boards and/or flash cards for drill and practice. 
· Another option is to play some educational games.  These are located on the cart at the back of the homework room.  Let the student(s) choose one and bring it to the homework table.  The students love it when you play the games with them and it often presents other opportunities for that “teachable moment”.  If we are very busy and games would be distracting to other students, please consider another option.
· Please begin picking up whatever materials are on the tables at least by 5:50 if you are in the homework room or 5:55 in the reading room so that both you and the students are ready to leave at 6:00.
· Students are always permitted to borrow books (but not games or puzzles) from the “borrow” cart at the back of the homework room; however, they should be particularly encouraged to borrow books to take home for the weekend on Thursdays.
· If you can stay to assist in picking up and putting away the various program materials, your help is ALWAYS appreciated!
· Return your nametag to the hook.  (Sometimes one of the students volunteers to do this.)  Let the Board Member know you are leaving.
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