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“They Can Who Think They Can”
« Si on veut, on peut »
VOLUNTEER HANDBOOK
Culture, Customs, Routines, and more
This document is intended as a guide for new volunteers and a reminder for returning volunteers. It is by no means a comprehensive list of everything we do, it is just to help everyone start the year off on the same page. If you have any questions about anything in this document, please see VP or Principal. With patience, kindness, and a great sense of humour, we will have another great year where our students will feel safe to learn and grow.
Vision
[bookmark: _ll70vf2ftoms]At École Rideau Public School, we believe in the power of our community to nurture, support and inspire limitless learning for all, en français.
Mission
[bookmark: _nblcgilzjlj0][bookmark: _cuj4mr5d83u0]Our mission is to create a safe, caring, and inclusive French Immersion learning community where we challenge the physical and intellectual abilities of all our learners.  We strive to promote language learning, innovation, collaboration, creativity, and personal wellbeing, while engaging our sense of optimism and wonder. We are committed to revealing and celebrating the strengths of all learners.
École Rideau Public School
We are single track French Immersion K-6 school with a population of about 480 students. We will start this school year with 20 homerooms. It is a busy, active site, with lots going on all the time. 
Timetable 
8:50 – Outdoor supervision begins 
9:05 – Bell rings, first instructional block 
10:45 – recess/nutrition break (everyone goes outside first and eats after) 
11:30 – second instructional block 
1:10 – recess nutrition break (everyone goes outside first and eats after) 
1:55 – third instructional block 
3:35 – dismissal

Volunteers
Parent, guardian and community volunteers play an essential role in our school communities. We welcome the participation of volunteers who bring a wide range of talents and skills to school life that enrich and support both students and staff.
Board policy states that people wishing to volunteer are required to complete a mandatory screening process that includes a police criminal record check, sometimes better known as a CPIC – Vulnerable Sector Check. This excludes guest speakers or presenters but does include parents/guardians attending school field trips who will be assuming supervision responsibilities for students. Where, at the request of the principal, a parent/guardian is participating on a field to attend to the needs of their child, a CPIC may not be required (a condition of this situation must be that this parent is never alone with children other than their own). In this case, an offense declaration would be acceptable. These situations must be discussed in advance with the school principal.
CPICs must be updated and approved every three years. During interim years, volunteers must complete the annual Offence Declaration Form . Volunteers are encouraged to complete their CPIC application forms early in the school year, as there may be a waiting period involved with the processing and approval. Currently, there is variability on whether or not school volunteers are charged for the police criminal record check.
Kingston Police offers an automated online system for submitting your CPIC for approval.
Ontario Provincial Police offers an online system for people wishing to get a record check/vulnerable sector check.
You may also obtain copies of the applications from your school.
All volunteers are required to sign in and out of the office as do all school visitors. You may be asked to wear a visitor pass while in the school.
Professionalism – We are caring for children: We must be role-models for our students and our peers by using respectful language around each other, addressing issues directly with the person concerned and refraining from using expletives within earshot of students. Similarly, please refrain from discussing specific students in public places. Address others with kindness. 
Oath of confidentiality – Volunteers working with students must complete the form attached.
Code of Conduct – Schools need to be a place that promotes responsibility, respect, civility, and academic excellence in a safe learning and teaching environment. A positive school climate exists when all members of the school community feel safe, included, and accepted, and actively promote positive behaviours and interactions.

The Limestone District School Board is outlined in Administrative Procedure 350: Codes of Conduct, and is based on the Provincial Code of Conduct and is based on standards of behaviour and safety.

These standards of behaviour apply to students whether they are on school property, on school buses, at school-related events or activities, or in other circumstances that could have an impact on the school climate. They also apply to all individuals involved in the publicly funded school system – principals, teachers, other school staff, parents, volunteers, and community groups.

All school principals will establish local Codes of Behaviour for their schools governing the behaviour of all persons in the school. The local code must be consistent with the Provincial Code of Conduct and the Board’s Code of Conduct, as well as with the requirements of Policy/Program Memorandum 128: Provincial Code of Conduct. School Codes of Behaviour may take into account local circumstances which apply to a particular school. School Codes of Behaviour shall be developed cooperatively with staff, students and parent(s)/guardian(s), and shall conform to relevant administrative procedures of the Board.
The updated code of conduct can be found in the agenda. When we have high expectations for our students’ behaviour, they generally rise to the challenge. Everyone should view the entire student population as ‘our students’ and address inappropriate behaviour in a gentle manner with all students.
Most behaviour issues can be dealt with at the class level or on yards. In extreme behaviour situations, an office referral is appropriate. Please inform an administrator when and why a student is sent to the office, through a note, another student, or by buzzing the office. There are times when there is no administrator at the office, and for safety reasons we do not want children sitting at the office without an administrator there.  
If there is an incident on yards, it should generally be dealt with outside. The volunteer or staff will explain to the student why their actions were flagged and what they should do instead. Consequences should be applied during recess, and could include redirection to another activity, walking with a yard supervisor, making amends, etc. Homeroom teachers should be informed of significant situations, as children are likely to bring the problem back into the classroom, and it is helpful for the teacher to have as much information as possible. If admin follow-up is required, children should be sent to the office or referred to an administrator outside on yards, if applicable. Hitting is a serious concern, a consequence should follow immediately and be more than a warning (walk with supervisor, sit out, etc.)  
WITS/MEND/BRAVE - We use the language of WITS to help students work through conflict.  WITS is a research-based program which stands for Walk away, Ignore, Talk it out, Seek help. In French, DIRE is Demander de l’aide, Ignorer, Reculer, En parler. These are strategies that children should use when in conflict. Brave is also a popular approach for students to assert themselves and not be victims.
We use MEND conversations and circles as appropriate to solve problems with students. MEND is a restorative justice program which stands for Mediating Ends Negative Disagreements. 
Medication
All medication that children bring to school must be sent to the office and kept in a secure place (students with Epi-pens or Asthma inhalers may keep their meds with them, but only once the proper paperwork has been completed). We will not give out medication without the proper paperwork – this includes over-the-counter medications such as Tylenol. A document with information about students with potentially life-threatening medical conditions (i.e., allergies) will be distributed to all staff at the beginning of the year. It should be accessible to Occasional Teachers/ECEs/EAs when you are absent.
Line-ups/entry into school 
To begin the school year, every class will line up in their designated spots. Kindergarten classes enter through their designated door. Grade 1 through the North door. Grade 2 through the Alcove East door. Grades 2/3 and 3 through the portable doors. Grades 4-6 through the Alcove north door. Normally, students enter the school in lines, met by teachers who walk them to their class. Yard duty supervisors must let the children into the building and make sure the yard is clear before returning to their own classes.
Rainy Days
Students come in before the bell and sit in the hallway. Use Inclement weather supervision schedule for that day. 
Dismissal
Students are dismissed by the classroom teachers who walk with them to the appropriate school exit of the school. Teachers of primary students must ‘hand-off’ the student to their responsible adult or have the parent's permission to allow the student to walk home on his/her own. Teachers of junior students should establish a dismissal routine with parents at the start of the year.  
Bussed students – Kindergarten students who take the bus are led by one of their educators, who will ensure that students are on the right bus. Staff on Bus Duty will meet students at the west gate (MacDonnell) to load the busses.



Yard duty/recess
Students may begin to get ready for recess in the hall before recess begins but should not be sent outside before the recess bell, unless a teacher is going to take them and supervise them until the recess supervisor comes out. When sending students out for recess, please ensure that there is at least one supervisor outside. If you have recess duty, please be on time and wear an orange vest so that students can identify you, and so that supervisors can identify each other, as well as strangers on the yard. While on supervision, circulate; this is not the time for a social gathering of adults. During recess, all students use the washrooms in the kinder hallway, entering through the north doors. The north doors should be unlocked during recess for student entry but must remain locked at all other times of the day.
Climbers should be closed to students when the ground underneath is frozen – this safety surface needs to be able to absorb the impact from a fall.  We will try to make announcements as a school, but if you are unsure, please consult an administrator.
Students eat their snacks in their rooms. Lunch monitors are an option we can discuss at the staff meeting.  
Shared spaces and resources
We have many shared spaces and resources at Rideau. It is important that we manage these collectively, return them when finished, pick up our messes and report any damaged or missing equipment promptly.
We have two gym storage closets, beside each other at the south end of the gym. This space quickly and easily becomes a storage nightmare, so please do everything you can to help keep it neat. Students should not be in the gym storage closet unless closely supervised, and all equipment should go back at the end of each class.
Staff Room
Our staff room is a relatively small space for nearly 40 staff members. We all need to do our part to keep it clean and organized. Please ensure that the microwave, sink and fridge are clean after use. Tables should be cleaned after use – someone will sit there after you. There is very little in the way of shared dishes or silverware, so please bring your own and take it home (or store it in your class). Papers left behind on either table, dirty dishes in the sink, etc. may be thrown out by custodial staff or disgusted colleagues.  
As well, please ensure that conversations in the staff room remain professional and maintain the privacy and dignity of students. There are also regularly students in the hall just outside the staffroom, at the fountain; they hear everything.  

Students’ use of phone
Students will be allowed to use the phone at the office only if they have a note from their teacher. Also, students who have their own cellphones should not be using them at school; they should remain in their bag.

Welcome to Rideau! We look forward to having you join our dynamic team!
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