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Welcome to Our Volunteer Program

Volunteers are truly the heart of Lapsits for Early Lit eracy. Your outreach to the
community through the books that you read to our chil dren, the materials that you
distribute to families, the suppers that you serve at our centers and the service that you
provide for events is critical to our Early Literacy m ission. As a grassroots organization,

we could not function without the strong support of our volunteer corps.
Our Volunteer Handbook is designed to make your impor tant role in our organization
easier. Please read through it and if anything is unclear call the Volunteer Manager with

your questions.

Welcome to our Lapsits for Early Literacy Family!
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Chapter 1 - THE LAPSITS FOR EARLY LITERACY ORGANIZATI ON

Vision Statement

That all children in Greenville County entering 1 st grade are assessed “ready to read” and
are thus ready to learn.

Mission Statement

Lapsits for Early Literacy, a 501(c)3 nonprofit organization, guides primarily underserved
parents and caregivers of newborns through three year olds (up to 48 months) in Greenville
County to create a love of books, develop readiness br reading, and provide children’s

books in homes.

History of Lapsits for Early Literacy

As a charitable organization, Lapsits for Early Literacy™ (L apsits) was founded in July,
2003 as a component fund under the umbrella of the Greenvile Community Foundation.
The Advisory Board of 14 Charter Members consisted of community leaders motivated to
address the disparity in the academic achievement gap due to a lack of parental
involvement with preschool language readiness. In July 2006, the organization was
granted independent 501(c) 3 status.

Founder Dr. Sara Mansbach serves voluntarily as Program Director; she has worked 20
years in Parenting and Family Literacy at the local and national level. There are three
part-time paid staff: an Office Manager, a Volunteer Manag er, and a Hispanic Literacy
Outreach Specialist. Numerous ongoing volunteers serve as Lapsits for Early Literacy
Readers throughout the county in child care centers. Additionally, more than 150

volunteers assist with special events throughout the year. The organization is playing an
increasingly important role in addressing the issue o f emergent literacy in the county.

Lapsits relies on donations from community organization s, foundations, civic groups, and
individuals to carry out its work. All funding address es the county's at-risk children,
newborn through three years, in early intervention in literacy.

In the first three years of operations, Lapsits’ programs reached more than 1800 parents,
caregivers and at-risk children newborn to 48 months. Activities have included
workshops, events, tip sheets, and modeling with "hands-on” interactive educational
materials and free books.



Our forward vision is that all Greenville County 5K chi Idren will enter school ready to
read, and that their parents and caregivers will be actively engaged in their language
learning from birth.

Organization’s Philosophy/Purpose
Lapsits bases its work on these research-proven educatnal premises:
1. Parents should begin reading books and sharing positive language from birth.

Many parents do not know how to do this. Ideally, inte rvention must occur prenatally or
in the babies’ first six months.

2. It is essential that parents have books in their homes in order to encourage a love
of reading and nurture pre-reading skills.

3. Parents who understand the importance of very early literacy to their child’s later
success in school, and who are gently motivated to do so, can be taught to read books and
share positive language, and find it a joyful, bonding experience.

4. The first three years of life are critical in wiring the brain for language
development.

5. Reading aloud is the single most important activity to prepare children for
learning to read.

6. For pre-K children, reading aloud is the single most important source of new
vocabulary words.

7. Reading children’s books may encourage parents to improve their own literacy
level.

Program Overview
Program Sites

o0 Child Development Centers with Lapsits for Early Literacy R eaders and Parent
Workshops:

Lapsits provides services to child development centers who serve families who are at
the poverty level and centers receiving a high percentage of children on state
supported vouchers. At these centers, Lapsits Volunteers read stories and share
language games with children six weeks old through 4 year olds. Lapsits provides the
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readers with books and materials. On a quarterly basis, and at certain sites more
frequently, Lapsits offers workshops to all center p arents on early language building
topics. Workshops feature free new and gently used books for family home libraries.

o Community Centers

Lapsits for Early Literacy serves community centers and recreation sites as a
collaborative partner with festivals and special events by providing readers to share
stories and volunteers to offer free new or gently used books to parents or other care
givers.

o Parent Programs at Schools and Adult Centers

Lapsits for Early Literacy provides intensive interacti ve sessions with small groups of
Adult Education parents and teen parents with infants fr om 3 weeks old to age 4.
Sessions vary in length and format. At some sites, parent workshops are held in
Spanish for Hispanic mothers of infants to preschoolers. Bilingual books and materials
distributed at these sessions.

Public Awareness Events

Lapsits for Early Literacy offers events to raise the public consciousness to the
importance of early literacy and reading aloud. Held in the fall, Launch A Future
Reader focuses on encouraging the reading of storiesm all Greenville homes and
classrooms to infants and children through age 5. A celebration with awards and
prizes concludes the 16 day event.

In the spring, Early Language Fun with the Cat in the Hat provides a venue for
parents to learn about ways to interact with their child ren newborn through age 5.
Interactive stations demonstrating reading and language enhancing experiences are
utilized.

Lapsits for Early Literacy also participates in community events sponsored by other
organizations and agencies such as community education days radio station block
parties, holiday festivals, family health fairs, and fami ly reading nights. Lapsits
volunteers and staff provide educational materials and dem onstrate reading aloud
skills.



Chapter 2 — VOLUNTEER PROGRAM OVERVIEW

Purpose of the Volunteer Handbook

The purpose of the handbook is to provide overall gui dance and direction to Lapsits
volunteers. The handbook does not constitute, either implicitly or explicitly, a contract of
employment between Lapsits and the volunteer. Lapsits reserves the exclusive right to
change any aspect of the handbook at any time and to expet adherence to the changes.
This handbook is not intended to detail all Lapsits’ p olicies and procedures. When further
information and direction is needed, volunteers shoul d contact the Volunteer Manager or
Program Director.
Elements of a Successful Volunteer Program

To ensure a smooth-functioning and successful volunteer effort, Lapsits will:

Designate a Volunteer Manager.

Develop an effective volunteer plan.

Conduct careful recruitment, screening, and placement of volunteers.

Provide ongoing training for both staff and volunteers .

Develop a volunteer recognition and evaluation system.

Provide ongoing supervision, monitoring, and evaluati on.

Maintain strong and ongoing support of the Lapsits pro grams.

Maintain necessary recordkeeping and fiscal management systems.

Volunteers with Lapsits for Early Literacy

Lapsits programs, mentoring efforts, and awareness events rely on parents, citizens, and
partnerships with other community agencies for a ski lled and diverse volunteer pool.
Volunteers provide a wide range of literacy services and support to Lapsits children and

their families.



Both community and parent volunteers are widely used in the educational component of
our program. Community volunteers may include high sc hool students enrolled in honor
societies, students enrolled in teacher cadet prograrns, college students who need
practicum experience, retired teachers, individual pro fessionals and professional groups.
These volunteers perform many literacy services for Lapsits. As Lapsits Readers in the
classroom they instill a love of reading by sharing boo ks, songs, and fingerplays. At events
in the community, they represent the organization, dis cussing the importance of early
reading aloud with parents and providing organizational m aterials. In other roles they
may mentor parents or organize books. They contribute as office assistants, grant writers,

and fund raisers.

Volunteer Council

In order for Lapsits to strengthen its role as an effective volunteer service organization and
to meet its mission to enrich lives through very early literacy practices, we must mobilize a
diverse, committed corps of citizens in direct, volu nteer literacy service. The Volunteer
Council will serve as “Ambassadors” to the community and cultivate the active
involvement of volunteer leaders and participants. Me mbers of the Volunteer Council will
be appointed by the Volunteer Manager in consultation w ith the Council Coordinators. The
Volunteer Council will consist of the Volunteer Manag er, the Volunteer Council

Coordinator(s) and representatives from program sites and major awareness events.

Purpose of the Volunteer Council:

Each member of the Council will:
Serve as the Program Liaison to a specific program sie or serve as the member of a
committee for an awareness event.
Assist in recruitment of a diverse volunteer base.
Assist in training and developing new volunteers to b ecome active and future
leaders.
Plan for and carry out recognition events for volunte ers.
Retain volunteers once they have attended an orientation.
Contribute ideas toward volunteer retention and new p rogram ideas.

Help the Volunteer Manager to staff special awareness events as needed.
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Communicate information to the Volunteer Manager.

Volunteer Council Coordinator(s)
The Volunteer Council Coordinator(s) will be appointe d by the Director to lead this

group for a term of one year, renewable for three years total. Qualifications will include
a thorough understanding of the organization’s mission, goals and programs, and
administrative experience in working with volunteer g roups. The Volunteer Council
Coordinator(s) will work closely with the Program Di rector and the Volunteer Manager
to lead this important group. One of the coordinator( s) responsibilities will be to

interview prospective volunteers with the assistance of the Volunteer Manager.

Volunteer Council Members
Volunteer Council Members shall have served as faithful volunteers for the

organization for at least 6 months prior to serving as a Council Member. Council
members will be selected by the Volunteer Manager and the Council Coordinator(s).
Appointment will be for a term of one year, renewable for three years total. Attendance

at monthly Volunteer Council meetings is required.

Volunteer Council Duties:
Duties of the Council will require active participatio n of all members beyond its monthly
meetings and are articulated as follows.

A. Based on the location and volunteer placement, each conmittee member will be
actively involved with one of the following:
1. Serve as the liaison to a preschool center site or otlr program site

a. Attend volunteer trainings in the geographic area of t he location and
meet with new trainees on the occasion of their training

b. Work with the Volunteer Manager and staff to properly s upport their
initial participation

c. Call new volunteers assigned to the site to make surethat all is going
well. Contact the Volunteer Manager with any concerns.

d. Participate in project evaluation and be responsible for visiting at least
one project a month, talking to staff to see how things are going and
make sure the volunteers have the needed educational maerials.

e. Look for ways to improve the site from the voluntee r's point of view.
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2. Serve on a major committee for planning and carrying out a multi-month

involvement with a Lapsits sponsored public awareness event.
a. Serve on a subcommittee that will be actively involved in planning for
8 to 10 months prior to the event. For example, Public Relations scope
of work could include—public relations, sponsorships , logistics,
remembrance items and parent educational handouts.
b. Recruit volunteers to assist with the event.
c. Participate in needed activities prior to, during and after the event.
B. Be actively engaged to:

1. Discuss Lapsits informatively with the public.

2. Recruit new volunteers keeping in mind the need for diversity of age, race,
profession, etc. Have follow-up communication with t hem during and after
events encouraging continued involvement.

3. Plan and carry out recognition events for active volunt eers.

4. Provide information and updates to the Volunteer News letter

C. Participate as representatives at special Lapsits communily events and activities.

D. Report to the Volunteer Council Coordinator(s) on all activities.

Benefits of Effective Volunteer Programs

Volunteer services have a long-range impact on the Lapsts program, the child, the family,
and the volunteer. The immediate impact of a well-planne d volunteer effort is seen in
increased services to families, teachers, and children.

Lapsits volunteers provide benefits not only through the provision and expansion of
services, but also by bringing fresh ideas into the dassroom regarding how to share
language and literacy. They often serve as positive ole models for parents who wish to
improve their parenting skills, attain an educational di ploma or degree, or develop career

goals.

Lapsits volunteers communicate a positive program ima ge to the community as a whole,

affirming the quality of the program and its benefits to children and their families. This
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high-impact public relations strategy increases communi ty support of and interest in the

program.
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Chapter 3 — PROCEDURES WITH VOLUNTEERS

Recruitment
Responsibility For Recruiting

The Volunteer Manager has overall responsibility for recruiting volunteers. The manager
will be assisted in recruitment by the Board and the V olunteer Council. Other Lapsits staff
may be involved in the recruitment process. The Volu nteer Plan describes how the
Volunteer Manager, and others will be involved in the process.

Recruiting Strategies

Lapsits will pro-actively recruit volunteers with the intent of broadening and expanding
volunteer involvement in the community. Volunteers will be recruited without regard to
gender, disability, age, race or other conditions. Volunteers must be suitably qualified to
perform tasks on behalf of the organization. Volunteers may be recruited either through an
interest in specific placement description or throug h a general interest in volunteering
which will later be matched with a specific function.

Recruiting strategies include the following:

Targeting certain groups to meet specific program needs.

Educating the community about Lapsits through outreach and involvement.
Developing media presentations.

Encouraging community groups to "adopt" a Lapsits prog ram or project.

Encouraging all Lapsits members, staff, volunteers, and parents to promote Lapsits for
Early Literacy and support recruitment through word o f mouth.

Advertising through the public media, to churches, civic organizations etc.

Recruitment of M inors
Volunteers who have not reached the age of majority must have the consent of a parent or
legal guardian prior to volunteering for an ongoing plac ement opportunity and must serve
with adult supervision.

Recruitment for Temporary Volunteer Placements
Lapsits holds several hour, ¥z day or one day tasks orevents that require the use of
numerous volunteers. For these placements, membersof community organizations, church
or business work groups, and the Beta Club High School or honor Societies provide
volunteers. The original organizations or groups recr uiting these individuals to participate
are accountable for their screening and deeming them sutable for placement with a
Lapsits’ activity.
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Interview, Application and Screening

The strength of the Lapsits Volunteer Program rests on the quality of its volunteers. Every effort
will be made to select capable individuals of high moral character to carry out the mission of the
organization. On-going volunteer placements of individ uals committed to the volunteer activity
are highly desirable.

To select volunteers for on-going placement opportunities, the volunteer selection process will
utilize the following steps:

Individual Interview

Each volunteer applicant who is interested in an ongoin g placement opportunity will
participate in an individual interview with the Volunt eer Manager, a Volunteer Council
Coordinator, or the Program Director prior to attendin g training.

When the volunteer has identified an interest in becoming a part of the Volunteer Program,
he/she should contact the office to schedule an hour’s appointment. The personal
interview will take about half an hour's time and will b e arranged by the Volunteer
Manager. Upon completion of the interview, if pote ntially accepted, the volunteer will
then receive the Volunteer Handbook to read.

A Release Form, indicating that potential volunteers h ave read and understood the
Volunteer Handbook, and acknowledged receipt of the s ame, will be given to them for
signature upon attendance at the Orientation Training session.

The Release Form must be on file prior to the volunteer being placed.
Application
Each potential volunteer must complete an application to work in the program.

Each applicant will complete the Volunteer Application which shall include biographical
information pertaining to the individual, his/her train  ing, volunteer experience, criminal
convictions, personal references and medical information as appropriate. Additionally,
each applicant will be required to sign and date the fo rm certifying that the information
being provided is true and authorizing Lapsits to con duct checks to confirm its veracity.

Screening for Health at Designated Required Sites

Prior to attending an orientation session, the volunte er candidate must obtain proof of a
recent Tuberculin Test (TB) if he/she has chosen toserve in certain of the program site
locations. The Lapsits representative holding the interview will apprise the volunteer of
these locations.

Procedures for obtaining a Tuberculin Test (TB):
1. Contact your medical provider or the Health Department to schedule an
appointment. (The Health Department charges for this t est.)
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2. Obtain the result and provide documentation with offic ial signature to the
Volunteer Manager.

Federal policy also requires that volunteers with comm unicable diseases refrain from
contact with children.

Once the office receives the completed TB health fom, background screening will occur.
Background Screening

Background checks will be conducted with the express consent and knowledge of the
applicant. Each screening includes the following:

A criminal background check

A check of sex offender registries

A check of prior volunteer service

A check of personal references

A check for history of Child Abuse or Neglect
Volunteers who do not agree to the background checks will be refused assignment. Lapsits
will ensure that all information gathered during the se lection process is maintained in a
secure and confidential manner. Results of criminal background checks and checks of sex
offender registries may only be disseminated to the Program Director, his/her designees or

members of the Board of Directors.

Certificate of Ability
Potential volunteers who indicate that they are under t he care of a doctor for either physical or

psychological treatment may be asked to present a cerificate from the doctor as to their ability

to satisfactorily and safely perform their volunteer du ties.

Orientation, Training and Placement

Orientation

All ongoing volunteers will receive a general orientat ion on the nature and purpose of the
organization, an orientation on the nature and operation of the program or activity for which
they are recruited, and a specific orientation on the purposes and requirements of the position

that they are accepting.
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Training

Volunteers will receive specific training to provide them with the information and skills
necessary to perform their volunteer assignment. For certain volunteer assignments, the
training may be on-the-job. The timing and methods fo r delivery of the training should be
appropriate to the complexity and demands of the posit ion and the capabilities of the

volunteer.

The Volunteer General Orientation training sessions involve:
The history of the Lapsits organization
Description of placement opportunities
Training in the specific skills required for the pos ition
Location of placement position
Materials to use in the placement
Placement arrangements

Administrative materials

Placement
Lapsits’ volunteer force is what makes our program u nique. Many of our opportunities
occur during the day when the child care centers are open. Opportunities have flexible
hours, including evenings and weekends, and it is sometimes possible to provide
opportunities for groups of volunteers to work toge ther.
Most volunteer placements will occur at the end of th e orientation session through a brief
conferencing process. When placing a volunteer in a position, attention shall be paid to the
interests and capabilities of the volunteer and to the requirement of the volunteer position.
No placement shall be made unless the requirements ofboth the volunteer and the
supervising staff can be met. After a site visit to the potential placement location, exact
hours and a schedule will be assigned.

Please view Appendix B for a general description of some of the volunteer opportunities.

Each volunteer will receive upon placement a written description including the following:

Position title
General description of the position
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Specific duties

Qualifications

Time commitment needed

Accountability for role volunteers will play

Method of evaluating service provided by volunteers

Length of Volunteer Commitment

Volunteers are asked to make a commitment of a year’'slength to the placement opportunity.
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Chapter 4 - VOLUNTEER POLICIES FOLLOWING PLACEMENT

Service at the Discretion of Lapsits for Early Literacy

The organization accepts the service of all volunteerswith the understanding that such
service is at the sole discretion of Lapsits. Volunteers agree that the organization may at
any time, for whatever reason, decide to terminate the volunteer’s relationship with Lapsits

or make changes in the nature of the volunteer’'s assgnment.

Conversely, a volunteer may at any time, for whatever r eason, decide to sever the
volunteer’s relationship with the agency. Notice of s uch a decision should be
communicated as soon as possible to the Volunteer Marager. Those individuals who fill
ongoing, core positions will be subject to the screening process described in this handbook.
Other casual volunteers whose assignments are limited in terms of time, public contact, or
work being performed, may not be subject to the form al screening process. This
determination will be made by the Volunteer Manager or Program Manager on a case by

case basis.

Probationary period

All ongoing volunteer placements will initially be co nducted on a trial period. Upon
completion of the trial period, the volunteer or the program staff may request re-
assignment to a different position. Alternatively, at this point, the volunteer may be

deemed unsuitable for the placement.

Volunteer Supervision and Requirements

Volunteer/Staff Relationships

Volunteers and paid staff are considered to be partnersin implementing the mission
and programs of Lapsits, each having a complimentary role to play. It is essential to the
proper operation of this relationship that each partner understands and respects the

needs and abilities of the other.

Time and Activity Records
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Individual volunteers are responsible for the accurate completion and timely
submission of reports. The type of reporting record system will vary with the
volunteer’s role, but will be considerate of each vol unteer’s time constraints. Reports
are to be returned (emailed, mailed, faxed or hand delivered) to the Volunteer Manager
at the end of each month. Reports are vital to the Volunteer Manager’s recordkeeping
and will be used in quarterly and annual reports and fun ding requests, and in

evaluation for program improvement.

Absenteeism
Volunteers are expected to perform their duties on a regularly scheduled and punctual
basis. For anticipated absences, volunteers should notiy the personnel with whom they

are working as far as possible in advance.

Representation of the Organization

Prior to any action or statement that might significantl y affect or obligate Lapsits,

volunteers should seek consultation and approval from the Program Director.

Dismissal of a Volunteer

Volunteers who do not adhere to the rules and procedures of the organization, or who
fail to perform their volunteer assignment satisfactor ily, may be subject to dismissal.
Volunteers are prohibited to use, manufacture, distrib ute, dispense or possess an illegal

substance at Lapsits sites or while in the performance of any its related duties.

Grievances
When a volunteer has a grievance, the volunteer is encouaged to discuss the matter
with the Volunteer Manager. If the issue can not be resolved, the volunteer may

request a meeting with the Program Director.
Resignation

Volunteers may resign from their volunteer service with the organization at any time. It

is requested that volunteers who intend to resign pr ovide advance notice of their
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departure and the reason for this decision. All volu nteers are asked to contact the

Volunteer Manager and to complete a Lapsits Exit Questionnaire.

Policy Guidelines

Conduct and Behavior of Volunteers

Many of Lapsits activities place volunteers in close proximity to children. As a
consequence, all volunteers must avoid or minimize situations which might suggest
improper conduct. To insure that volunteer activitie s are carried out in the proper manner
and to avoid the potential for questionable situations, all Lapsits representatives who are in
contact with children will:

Sign a statement on the application that they have neve been charged with child

abuse or neglect.

Ensure that at least one other adult is present in theroom.

Avoid unnecessary and inappropriate touching.

Use appropriate language in the presence of the staff ard the children.

Understand it is not his/her role to discipline or punish a child.

Use good hygiene practices, e.g., washing hands befoe and after a reading session,

and between rooms, during a session.

Report any problems, issues, or conflicts to the Vdunteer Manager or Program

Director.

Transport no adult or child from the site of the volu nteer assignment.

Obey all laws on the way to, from, and during an assignm ent.

Provide written parental or guardian approval prior to t he volunteer assignment if

the volunteer is less than 18 years old.

Have parental or guardian accompaniment and continuous pre sence if under age

16.

Follow all other instructions provided by Lapsits and the assigned program site.

Dress Code
Recognizing that volunteers may range in age, Lapsits has included the following

guidelines for appropriate dress:

Dress and grooming must be neat and clean.

-20 -



Clothing that inappropriately exposes body parts is not permitted.

Skirts should allow normal movement and not be shorter than at the knee.
Shorts may be worn, however, they must be properly fitted and in good taste.
Clothing or jewelry is not permitted that displays pr ofanity, suggestive phrases,

alcohol, tobacco, drug advertisements, or other inappropriate phrases or symbols.

Policy Prohibiting Child Abuse

Lapsits, in all its activities, is committed to creatin g an environment that is free of child
abuse and subscribes to a policy strictly prohibitin g this misconduct. It is contrary to
Lapsits policy for any volunteer, compensated worker, or other person performing work on
its behalf to physically or mentally abuse a child as defined by both the Child Abuse

Prevention and Treatment Act (the Act) and the child protection laws of South Carolina.

The Act and South Carolina law defines child abuse and neglect as the physical or mental
injury, sexual abuse or exploitation, negligent treatm ent or maltreatment:

Of a child under the age of 18.

By a person who is responsible for the child’s welfare.

Under circumstances which indicate that the child’s he alth or welfare is harmed or

threatened.

Sexual abuse is defined as the use of persuasion or caeion of a child to engage in sexually
explicit conduct or any simulation of such conduct o r rape, molestation, prostitution, or
incest with a child.

The Program Director, when notified of an allegation of child abuse against a Lapsits
representative, shall promptly notify the appropriate authorities if this has not already been
done. During the course of any investigation, the per son shall be suspended from all
Lapsits activities. If the allegation is proven true, the individual will be permanently

banned from all Lapsits activities.

Policy Prohibiting Harassment

Lapsits is committed to an environment in which its v olunteers and compensated workers

treat each other with dignity, respect, and courtesy. Lapsits’ policy is to provide these
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individuals with an environment free from all forms of harassment including implied or

expressed forms of sexual harassment.

Harassment includes verbal, physical and visual misconduct that either creates an
intimidating, offensive or hostile environment that interferes with performance. Harassing
conduct may take many forms and includes, but is not limited to slurs, jokes, statements,

gestures, or cartoons.

Harassment on the basis of race, color, religion, gencer, national origin, age, marital status,

or disability is a violation of the law. Lapsits expre ssly prohibits any form of harassment.

All Lapsits volunteers and compensated workers are responsible for ensuring that all
harassment is avoided. Any individual who believes that he or she has been the victim or a
witness to harassment should feel free to report the incident to the Program Director who
will begin a prompt review of the circumstances. In dividuals are assured that the utmost
discretion will be used consistently, within the re quirements of law, in conducting the
review. If a review indicates that harassment has in fact occurred, immediate and
appropriate action will be taken up to and including ter mination of the offending party

from all Lapsits activities.

Equal Opportunity And Affirmative Action Policy

Lapsits primary objective is to enhance the literacy of young children in the communities it
serves. This objective is most effectively achievedby making service opportunities
available to all qualified individuals and by conducting ac tivities in an environment free

from illegal discrimination.

It is therefore the policy of Lapsits not to discri minate against an otherwise qualified

person by reason of race, color, creed, sex, age, dability, national origin, citizenship,
socioeconomic status, or marital status. To ensure fullequality of opportunity in all
operations and activities, affirmative action shall be uti lized in the recruitment, selection,
training, and placement of volunteers and compensated workers. Special emphasis shall be

placed upon securing representation of under utilized racial and ethnic groups.
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Use Of Motor Vehicles On Lapsits for Early Literacy Busines s

Any vehicle used in conducting business for Lapsits must be duly licensed, insured and
operated by an adult with a valid driver’s license. Th e driver of the vehicle is responsible

for insurance coverage as required by law.

Each volunteer or compensated worker using his/her ve hicle in the performance of Lapsits
activities must provide proof of a valid driver’s lice nse and vehicle insurance as required
by law. This is to occur both at the time of affiliati on with Lapsits for Early Literacy and

semi-annually thereafter as requested by Lapsits.

Holiday Center Closings that Impact Programs

Each volunteer will be provided with a calendar of clo sing dates, if applicable to their
placement, for the site being served.
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APPENDICES

Appendix A Board of Directors and Staff

A current list of the Lapsits for Early Literacy Board Members and Administrative Staff can be
found by visiting www.lapsits.org . The Lapsits Administrative Staff consists of the Director,

Office Manager, Volunteer Manager, and Hispanic Literacy Outreach Specialist.

Appendix B Sample Volunteer Placement Descriptions

With the exception of the first listing below, the v olunteer opportunities listed here are ongoing in
nature. These are only some of Lapsits sample volunteer placements, and others exist which can
be tailored to individual needs. Further details about the training required and the specific sites to
be served with these placement opportunities which f ollow will be provided by the Volunteer
Manager at the orientation.

Placement Title: Special Events Volunteers

Placement Description: Volunteers will distribute materials to educate paren ts about the
importance of reading to their children and to inform the public about the mission of the
organization. They will ask parents about their interest in registering their e-mail address and zip
code to receive the monthly e-newsletter. At some events, volunteers will read to the children or
do an early literacy activity. At some events, volunte ers will also sell Lapsits materials or books.
Special events occur year-round, usually on weekends a in the evening, and may be in schools, at
community centers, or collaborator-designated sites.

Special requirements: Volunteers must feel comfortable talking in a friend ly way with strangers,
especially parents of children newborn to 48 months old.

Accountability for role volunteers will play: Volunteers will work shifts agreed upon with the
Volunteer Manager. The volunteer will record the nu mber of e-mail addresses harvested, passers-
by engaged; books sold with funds acquired, while main taining the security of the cash box. The
Volunteer Manager will be responsible for recording the time volunteered.

Method of evaluating service provided by volunteers:  The Volunteer Manager will keep
cumulative records of the number of e-mail addresses received, books sold, and participants
conversed with at each event.

Placement Title: Preschool Center Readers

Placement Description : Daytime volunteers who read with newborns through age three at a
number of low income and Head Start Centers spread throughout Greenville County. Volunteers
are sometimes asked to attend parent workshops to talk with the parents of the children to whom
they read about the importance of reading and word play . All books and materials are provided.
Special requirements: Volunteers must complete a Lapsits’ Volunteer Reader Application Form,
may need to have TB tests, and will require background checks.

Accountability for role volunteers will play: At end of each session, fill in a log and a “Reader’s
Note to Home.”

Method of evaluating service provided by volunteers:  E-mail a Monthly Feedback Form to the
Volunteer Manager. Volunteers will complete a placeme nt survey and questionnaire and
participate in individual exit interviews.
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Placement Title: Storage Library Assistants in a Book Warehouse Team

Placement Description: Lapsits for Early Literacy volunteers will inventory , sort and shelve books
in a clean and heated warehouse environment. They will pull, sort, label and box books and
materials for workshop sessions, set up circulating book bags and prepare books and materials for
special event distributions. They will assist in mak ing book orders.

Special requirements: Requires “library assistant” type characteristics and an interest in becoming
familiar with preschool children’s books.

Accountability for role volunteers will play: Volunteers will work as a team with Lapsits’
direction. Supervising Lapsits for Early Literacy Staff is responsible for mapping out the individual
day work plans.

Method of evaluating service provided by volunteers:  Volunteers will sign off on hours
completed.

Placement Title: Daytime and Evening Preschool Center’'s Parent Workshop Team Member
Placement Description: Volunteers will assist the Parent Workshop Facilitator in deliverin g a
Parent Workshop. Responsibilities will include assisting with refresh ments and handing out
materials. They will read and interact with children 6 w eeks through 4 years old, depending on the
age range the center serves. Volunteers will interact with parents in reaffirming messages about
the “importance of reading to their children.”

Special requirements: Enjoy reading and playing with children, infants thr ough preschoolers.
Volunteers need the gift of hospitality and the abilit y to welcome and engage parents and children.
Some sites may require TB tests and volunteers will require background checks.

Accountability for role volunteers will play: Volunteers will work as a team under the direction
of the Lapsits for Early Literacy workshop facilitator and center director. Workshop facilitator is
responsible for specific role assignment during the workshop.

Method of evaluating service provided by volunteers:  Depending on their role, volunteers will
complete a Workshop Plan or a Survey Form about the workshop's effectiveness. Parents will
evaluate the workshop as well.

Placement Title: Nursery Readers “10:00-2:00"

Placement Description: Volunteers will play and sing with babies, 3 weeks to 3 months old, in a
child care program's nursery. Lapsits for Early Liter acy volunteers will engage the babies in songs,
finger games, and joyful word play. All books and mat erials are provided by Lapsits.

Special requirements: Volunteers must truly enjoy interacting with babies using songs and
games; have a nurturing attitude towards babies. Some locations may involve teen mothers.
Readers at these locations must feel comfortable talkirg with the teen mothers about their literacy
interaction with their babies. Volunteers must compl ete a Lapsits’ Volunteer Reader Application
Form, have TB tests, and will require background checks.

Accountability for role volunteers will play: At the end of each session, fill in a log and a
“Reader’s Note to Mom.” E-mail a one page quarterly form t o the Site Coordinator.

Method of evaluating service provided by volunteers:  E-mail a Bimonthly Feedback Form to the
Teen Parent Site Coordinator. Volunteers will complete a placement survey and questionnaire and
participate in individual exit interviews.
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