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Procedures for Art Volunteers

Our GOAL is to have all classes execute ALL SIX grade specific lessons.  

There are no lessons scheduled in December.  May is the wrap-up month when you and the students will prepare art portfolios for Open House.

1. In order to access the art room (D-3) you need to go to the main office and sign out the art room key.  PLEASE RETURN THE KEY TO THE MAIN OFFICE WHEN YOU LEAVE!

2. The Class Art Coordinator will work with the teacher and the parent volunteers to fill out the Class Schedule for the year.  

3. Confirm the date of your monthly lesson with the teacher a few weeks in advance. You’ll need to schedule 1 – 1 ½ hours (more time for the upper grades). 

· Ask the teacher to save all Art project pieces in a box or separate file, so that you can compile them at the end of the year.

4. It is the Lead Volunteer’s responsibility to contact the assistants for help.  

· Keep the list of art volunteers and your classroom’s schedule handy.  There will also be a master list kept in the art room (D-3) cabinet.  

· If possible, try to arrange for two assistants due to the larger class sizes and for some of the more complicated projects.

5. About one week prior to your assigned monthly lesson, find the ARTIST’S ENVELOPE in the art room (D-3) supply cabinet, and sign out the envelope on the appropriate clip board.   

· Read and study the lesson plan before making your presentation.  

· The “Volunteer Checklist” for each lesson provides the necessary pre-work instructions (i.e., cutting paper, making copies, etc.).

· Check the cabinet for specific class supplies, as some of the prep work has already been done – materials will be in bags marked with the teachers’ names. 

· If you need to copy anything from the lesson plan, please be sure to leave the original in good condition in the folder.

· COMING SOON: SOME OF THE ABOVE MATERIALS WILL BE AVAILABLE ONLINE AT THE SCHOOL WEBSITE!

6. Arrive at least 15 minutes early on the day of your presentation and pick up a Visitor’s Badge at the office and check out the art room KEY.

· Pull out the necessary art supplies (i.e., paint, brushes, paper, etc.) from the ART ROOM supply cabinet.  

· Take some time to prepare the art room for your art project.  Display the posters/art reproductions.  

· Cover desks with newspapers for easy clean up.  

· Have children wear their art T-shirts or smocks (in cabinet), as necessary. 

7. Welcome the children and introduce the Artist and art topic for the month.

· The curriculum in grades K-2 focuses on art elements, and does not require much “lecture” time.

· The curriculum for grades 3-5 introduces art periods in addition to an artist and artworks.  There are timelines incorporated into the artist discussion.  

· The upper grades also have fun reinforcement quizzes to complete at the end of the project.  Review it as a group, if possible.  If there isn’t enough time, give the quiz copies to the teacher for follow-up.

8. Be sure to take time to discuss the art reproductions for the month.  Ask questions to get children thinking about the art.  

· Let children know that there are no “right or wrong” answers.  Everyone responds to art in different ways.  

9. Allow plenty of time for the art project.  Give the children careful instructions and then show them the art sample.  

· Be available to instruct at each phase of the project and help children as necessary.  This is a time for the children to use their imaginations.  

· Some children will struggle with this, so encourage them to CREATE their OWN works of art, and not try to make a duplicate of the sample.

· Be sure to have each student put their name on their art work.

10. Please leave the art room as clean as possible.  

· If your project involves painting, the pieces will need to be left out to dry.

· Thoroughly clean paint brushes. (paint plates may be discarded.)

11. IMMEDIATELY return all art supplies to their original spots (posters and envelopes should be stored alphabetically) for the next Volunteer to use.

· If there are leftover materials from the projects, please put them back on the shelf, and NOT in the artist’s envelope.

· Please list any supplies that need replenishing on the clipboard in the ART ROOM.

· Note: there will be a $15.00 charge to replace lost artist envelopes /art books.

12.  If you have any questions about and/or suggestions for the program, please contact bancroftart@gmail.com. 
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