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This handbook has been designed to help PTA Volunteers in Education Coordinators
and Virginia Beach City Public Schools’ staff members manage effective volunteer
programs. We know that it will serve as a valuable resource in creating and maintaining
productive volunteer relationships.

The Virginia Beach Council of PTAs and the schools jointly manage the Volunteers in
Education (VIE) program. In each local unit, the VIE coordinator matches individuals
who want to volunteer with jobs where their skills are needed. This active partnership
between the school division and the Virginia Beach Council of PTAs boasts
approximately 15,000 PTA volunteers each school year. Together, school staff and PTA
members are successfully promoting the involvement of parents and the greater
community.

Community involvement is an important part of the Virginia Beach City Public Schools
strategic plan as well as the mission of the PTA. We welcome and encourage
collaboration between schools and members of the community. Matching resources
from both organizations helps us to better serve our students. Our goal is to increase
both the number and quality of community partnerships and volunteers each year.

We value community participation and are happy to offer several options for citizens to
become involved in our schools, as individual volunteers or as part of school
partnerships with businesses, military commands, and community groups.

We look forward to another successful year of community collaboration!
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Mission Statement

The Virginia Beach City Public Schools, in partnership with our
entire community, will empower every student to become a life-
long learner who is a responsible, productive, and engaged
citizen within the global community.

Vision Statement

Every student is achieving at his or her maximum potential in an
engaging, inspiring, and challenging learning environment.

PASS
to 2015

A Strategic Plan for Student Success
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VOLUNTEERS in EDUCATION

Virginia Beach City Public Schools

PTA Mission Statement

The mission of the PTA is threefold:

= To support and speak on behalf of children and youth in the schools, in the
community, and before governmental bodies, and other organizations that make
decisions affecting children;

= To assist parents in developing the skills they need to raise and protect their
children; and

= To encourage parent and public involvement in the public schools of this nation.

PTA Objectives

= To promote the welfare of children and youth in home, school, community, and place
of worship;

= To raise the standards of home life;

= To secure adequate laws for the care and protection of children and youth;

= To bring into closer relation the home and the school, so that parents and teachers
may cooperate intelligently in the education of children and youth; and

= To unite the efforts between educators and the general public in order to secure the
highest advantages in physical, mental, social, and spiritual education for all children
and youth.




RECOMMENDED PROCEDURAL OUTLINE FOR VIE PROGRAM

The following procedure is recommended when implementing a PTA Volunteers in
Education program:

A.

Upon approval of the local PTA Executive Board, a VIE coordinator should be
appointed. The coordinator is responsible for coordinating and managing the
volunteer program.

After the coordinator is appointed, the coordinator will find the following steps
helpful in setting up the VIE program:

1.

Attend all Council, District, and State training to improve ability to meet
responsibilities.

Review School Volunteer Guidelines (see page 11, which includes School
Board policy on community involvement).

Assess needs of the school and define the goals and objectives for the
VIE program. Volunteer activities/opportunities should be aligned to the
school’s plan for improvement.

Recruit volunteers from the PTA and the community, including seniors and
retired citizens, if possible. Suggested methods of recruitment:

a Letter to parents

b. PTA meeting on the VIE program

C. Volunteer opportunities placed in newsletter

d Letters to senior and retired citizen organizations

e Communication with Partners in Education, via school partnership
coordinator

Letters to civic, cultural, and fraternal organizations

—h

g. Word of mouth--never underestimate the value of a respected
personal contact
h. Flyers indicating the need for volunteers

Have volunteers fill out an information sheet that you create (sample on
pages 20-22) and provide them with a thorough explanation of
opportunities.

Compile and maintain a resource file from volunteers' information sheets,
noting areas of interests. An index card for each volunteer is an excellent
method of organization. The school library may be a convenient place to
store the file so that it can be available to staff members. This may be
coordinated by the guidance department at some schools, with input from
the local PTA unit. Include business and military partners, as well. VIE
coordinators should collaborate with school partnership coordinators.

-3-



‘ > RECOMMENDED PROCEDURAL OUTLINE FOR VIE PROGRAM

10.

11.

12.

13.

14.

15.

Orient volunteers to School Board policies and regulations,
school/classroom policies and practices, administrative procedures and
job descriptions, and the Virginia Beach City Public Schools' School
Volunteer Guidelines and Code of Ethics for Volunteers (page 11).
Provide a process for volunteers who are new to the school to get this
material (see orientation information).

Provide teachers with a copy of the Guide for Teachers (page 18).

Schedule an orientation meeting or workshop for all volunteers.

Arrange for an introductory meeting between teachers and volunteers;
encourage the establishment of open communication between teachers
and volunteers.

Give volunteers recognition and feedback throughout the year.

Keep accurate records of the number of volunteers and hours of
volunteer service.

Coordinate and manage the Volunteer of the Year process in March and
plan to attend the Community Celebration on April 19.

Evaluate your program by including input from both teachers and
volunteers. See sample evaluations on pages 44-45.

Turn in 2011-2012 VIE Service Report of volunteer service (page 8 and
on the inside back cover of this handbook--include number of hours and
volunteers) by April 20.
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PTA VOLUNTEERS IN EDUCATION TIMELINE

August/September

Meet with administrators and PTA President to determine volunteer needs for the
upcoming year
Review your school’s process to document volunteer service for the year

o Where will school volunteers sign in and sign out — a notebook at the front
foyer welcome desk or in the main office?

o Will volunteers sign in and sign out on individual hour-tracking sheets or on a
single master sign-in sheet?

o Who is responsible for tallying the numbers related to the number of
volunteers serving in your school and their service hours each month?

o Are you including the volunteers who may be assisting through the Partners
in Education program, any student volunteers from other VBCPS schools,
assistant coaches and club advisors/assistants (Booster Club, Band, Drama,
Forensics, DI, Green Teams, etc.)? You may want to meet with the Student
Activities Coordinator in your school to discuss how to get a more accurate
monthly count of volunteer hours.

Conduct a school needs assessment to determine how volunteers may be of service
for the upcoming year

Introduce yourself to your school’s Partner in Education Coordinator and discuss
how you can work together to support programs

Attend PTA VIE Workshop at the Fall Leadership Training Institute (LTI ) on
September 29, 2011, 6:00-8:00 p.m. at Bayside High School

Turn in your VIE Coordinator Contact Information to Laura Smart in the Office of
Community Relations by September 30, 2011 (see page 48)

Begin to count volunteer service hours

September/October

Recruit volunteers to meet identified needs

Hold an orientation session/breakfast/meeting to welcome volunteers to your school
Schedule training needed for volunteers to review procedures and expectations
Attend Volunteer Coordinator Certification training provided by the Office of
Community Relations

Continue documenting and counting volunteer service hours

February/March

Begin Volunteer of the Year selection process — collaborate with your PTA President
and school principal.

Form a selection committee, collect nominations from the school community, then
select and recognize your school’s Volunteer of the Year. Your school’s VOY will be
invited to a citywide community celebration to be held on April 19, 2012.

Submit a completed PTA Volunteer of the Year Nomination Packet (with 2 additional
copies) to Shelly Jones, VB Council of PTAs at Windsor Woods Elementary School,
by March 16, 2012 AND pony a copy to Laura Smart, Partnership Coordinator in the
Office of Community Relations. More information related to the process and
paperwork will be distributed to schools in January 2012.
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e Continue documenting and counting volunteer service hours

April

e Plan an activity in April to celebrate National Volunteer Appreciation Month or during
National Volunteer Appreciation Week (April 15-21, 2012).

e Request “Volunteer Appreciation” certificates from the Office of Community
Relations (certificate request information will be distributed to schools in March).

e Attend the Community Celebration on April 19, 2012 at the Virginia Beach
Convention Center.

e Provide PTA President with an accurate count of your school’s volunteers and
volunteer service hours by completing the 2011-2012 VIE Service Report (located
on page 8 and on the inside back cover of this handbook) which will be submitted to
the VB Council of PTAs. This year, please estimate the volunteer hours for the last
week of April, as well as the volunteer hours for the months of May and June.

May

e Prepare notebook and records for the next VIE Coordinator

e Receive feedback from volunteers and staff on needed program improvements
e Share successes and needed improvements

June
e Attend the PTA Spring Leadership Training Institute (LTI) on June 7, 2012,
6:00-8:00 p.m. at College Park Elementary School

Ongoing

e Document volunteer information (amount of service hours and number of volunteers)

e Check progress of volunteers

e Recognize a “Volunteer of the Month”

e Consider ways to recognize/appreciate your school’s volunteers — school newsletter,
web site, bulletin board, banner, marquee, etc.

e Continue to inform parents, neighboring schools, businesses, and community
organizations of volunteer needs at the school

¢ Respond to “Request to Volunteer” forms within one week of receiving them to
ensure that volunteers feel needed and valued at your school and that this is the
message that the community is hearing.



DOCUMENTING VOLUNTEER SERVICE

An important responsibility of VIE chairperson(s) is the reporting of volunteer hours to
the Virginia Beach Council of PTAs and to VBCPS School Administration.

The information is used by PTA presidents and citywide PTA leaders to prepare various
annual reports. Likewise, the school division highlights the annual counts of volunteers
and service hours in its reports, public speeches, on vbschools.com, and in the VBCPS
Annual Report to the School Board.

To report this information, each PTA unit must complete the form found inside the
back cover of this handbook or on page 8. It provides the total number of service
hours as well as a count of the number of volunteers who have worked in your school
from September to June. Because the volunteer hours are due April 20, 2012 to the VB
Council of PTAs at Windsor Woods Elementary School and to Jody Blaufus in the Office
of Community Relations at the School Administration Building, it is requested that you
estimate the number of hours and volunteers for the last week in April as well as for the
months of May and June.

Other items to consider with respect to documentation:

e Establish a process in which volunteers are recording their service hours when they
visit the school. A notebook may be kept where visitors sign in and sign out of the
school in which volunteers may record their hours on a master log sheet (see page
9) or on separate individual pages for each volunteer (see page 10). Use sample
pages in this handbook in order to design one that works best for your school.

e Inform your school’s greeters and main office staff of the volunteer sign-in and sign-
out procedures so that they may assist you and school volunteers with
documentation.

e Volunteers’ hours should be counted for any volunteer service at the school-
assisting during the school day; helping with afterschool, evening, and/or weekend
events; volunteer work at home; etc. Do not forget to include the volunteer service
of community members assisting your school through the Partners in Education
program, any students at neighboring schools who may be volunteering their time at
your school, assistant coaches, and club advisors/assistants (consider Booster
Clubs, Band, Drama, Forensics, DI, Green Teams, etc.). See the Student Activities
Coordinator in your school (if it is applicable) to get a more accurate monthly count
of volunteer hours. If these volunteers are signing in and out using the notebook,
you have documentation for counting their hours of service, otherwise your school’s
Student Activities Coordinator may be very helpful as you count volunteer hours
each month.



2011-2012 VIE SERVICE REPORT VOLUNTEERS'iFl EDUCATION

Virginia Beach City Public Schools

Name of School:

Submitted By: Phone or Email:

REPORTING VIE HOURS
An important responsibility of VIE chairpersons is the reporting of volunteer hours to the Virginia
Beach Council of PTAs and to VBCPS School Administration.

Each PTA unit must submit this form in the spring to report its school’'s PTA VIE hours count, as
well as a count of the number of volunteers who have supported its school from September to
June. Because the volunteer hours are due Friday, April 20, we request that you estimate the
number of hours and volunteers for the last week in April as well as the months of May and
June. Please give this information to your local unit President for preparation of the PTA Annual
Report.

Volunteers’ hours should be counted for any volunteer service at the school — assisting during
the school day; helping with afterschool, evening, and/or weekend events; volunteer work at
home, etc. Do not forget to include the volunteer service of community members assisting your
school through the Partners in Education program, any students at neighboring schools who
may be volunteering their time at your school, assistant coaches and club advisors/assistants
(consider Booster Clubs, Band, Drama, Forensics, DI, Green Teams, etc.). See the Student
Activities Coordinator in your school (if it is applicable) to get a more accurate monthly count of
volunteer hours.

Consider appointing a PTA volunteer, whose primary responsibility is to count hours for your
school, calculating hours on a monthly basis. The recording of hours in a book or box separate
from other sign-in/sign-out books may make tabulations easier. Asking volunteers to keep a
running total of their hours can be helpful if your system keeps a separate page or card for each
volunteer. The monthly total of hours could be recorded in this book and submitted to the PTA
President when requested.

Monthly Hour Count Chart

Hours

September I_Dlease return a copy of
October this form by Aprll 20, 2012
November to VB Qouncn of PTAs
December at Windsor Woods

Elementary School and to
January the Office of Community
February Relations, School
March Administration Building
April (fax 263-1009).
May (estimated)

June (estimated)

Total Hours for 2011-2012

Total Number of Volunteers
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SCHOOL VOLUNTEER SIGN-IN SHEET

Date

Name

Destination

Time
In

Time
Out

Total
Time
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INDIVIDUAL SIGN-IN/OUT RECORD FOR
PTA VOLUNTEERS IN EDUCATION

Name:
Address:
If applicable:
Child's full name:
Teacher: Room #:
DATE LOCATION/ TIME | TIME TODAY'S RUNNING
PURPOSE IN ouT HOURS TOTAL
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# VOLUNTEER GUIDELINES

All school volunteers are expected to abide by the procedures listed below and to
adhere to the Volunteer Code of Ethics. Copies of the guidelines below are made
available to schools each year to provide to all of their volunteers. Use the form found
on page 12 of this handbook to keep a record of your volunteers’ agreement to abide by
these policies and procedures.

SCHOOL VOLUNTEER GUIDELINES

PROCEDURES FOR ALL VOLUNTEERS

e Report to the office to sign in and out.
¢ Wear identification badges provided by the school while participating in volunteer activities.

e Work under the direction of school staff, recognizing that instructing, supervising, grading,
and disciplining students are school staff responsibilities.

o Work in collaboration with school staff to plan volunteer activities. When possible, school
staff will match volunteer talents with tasks assigned.

¢ Communicate with designated staff members to assure clear expectations, task
assignments, and feedback on volunteer activity.

e Adhere to the Virginia Beach City Public Schools Volunteer Code of Ethics.

Revised by Superintendent: August 2011

CODE OF ETHICS

DEPENDABILITY A volunteer shall be responsible for his/her scheduled times and
must notify the school staff if not able to meet this commitment.

RESPECT FOR A volunteer shall respect the authority of the school and

AUTHORITY the school administration.

CONFIDENTIALITY A volunteer shall not discuss school matters or information

concerning students outside the classroom with anyone but the
designated school staff.

IMPARTIALITY A volunteer shall favor no one side or party more than
another in all school situations.

OBJECTIVITY A volunteer shall not let his/her personal feelings enter into his/her
work as a volunteer.

APPEARANCE A volunteer shall dress appropriately, always remembering that
he/she is setting an example for the students.

-11 -



SCHOOL VOLUNTEER AGREEMENT

| have read the School Volunteer Guidelines, including the Code of Ethics, and agree to
abide by these guidelines.

Name Date

@ERGINIA BEACH CITY PUBLIC SCHOOLS
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PROCESS FOR VOLUNTEER MANAGEMENT

Managing the involvement of volunteers in your school is a process. How your
volunteers are made to feel when they visit your school, the tasks they are assigned,
and how their efforts are recognized will all be factors in whether or not they continue
their involvement and/or encourage others to participate. Consider the seven steps
below when managing your school’s volunteer program.

7

Evaluate & Improve
Provide volunteers and
staff with the opportunity to
offer feedback regarding
their experience with your

school’s program.

1
Create an Inviting

School Climate
Do volunteers feel welcome
when they visit your school?

6

Recognize
Keep the volunteers you
have by recognizing their
valuable service with both
formal and informal
appreciation throughout the
year.

Volunteer
Management
Process

5

Monitor & Retain
Check in with volunteers and
with school staff periodically
to see if additional support is

needed.

-13 -

2
Identify School Needs
In what ways does your
school need the support of
volunteers this year?

3

Recruit & Assign
Use various recruitment
methods to encourage
participation and retain
volunteers with assignment
to meaningful tasks.

Orient & Train
Provide an orientation
session for volunteers and
training as related to

4

assigned tasks.




VOLUNTEER MANAGEMENT = AN INVITING SCHOOL CLIMATE

Creating an inviting school climate is critical to keeping the volunteers that
you already have and to encouraging other volunteers to participate.

Consider the following questions when you review the climate for welcoming
volunteers:

e What are the first things volunteers/visitors see when they enter our school?
Friendly faces, welcome signs/banners

e How are volunteers greeted when they enter the school?
With a smile, warm greeting, clear instructions

e Do volunteers know where to sign in when they arrive at the school?
Notebook for volunteers is readily available, visitors’ badges/nametags
provided

e If the VIE Coordinator is not available to welcome new volunteers, do school
staff members know how to orient/direct volunteers?
School staff are expecting volunteers, are welcoming, and are prepared to
direct volunteers to activities and to introduce them as needed

e How do we recognize/thank volunteers for their service when they support our
school?
A simple “thank you” will encourage volunteers to return and to tell their
friends and neighbors about your welcoming school. Other ways to let
volunteers know that we value their service may include: a “thank you”
banner, bulletin board with their names/photos, personal notes, newsletter
articles recognizing volunteers, list of volunteers on your school web site,
appreciation certificates, service awards for 5 years of service, etc.

-14-



VOLUNTEER MANAGEMENT — IDENTIFY SCHOOL NEEDS

Potential Areas of Volunteer Service to the Schools

e Clerical Assistance
- Library clerks - shelving books, check outs, etc.
- Office assistants - typing, filing records, collation and distribution of
materials, messengers
- Office greeters - registrations, message taking, giving information

Note: According to School Board Policy 5-31, volunteers should not be assigned
tasks that put them in contact with confidential student records.

e Classroom Assistance
- Tutorial aides (with individuals or small groups of children)
1. Remedial instruction
2. Enrichment activities
- Preparation of materials
- Monitors of study, lunch, and playground periods

e Clinic Assistance
- Assist nurse during testing
- Record keeping

e Special Areas for Community Volunteers
- Career education speakers
- Demonstrations and media programs on special interests, travels, etc.
- Mentors to students
- Chaperones for special activities
- Assistants at athletic events
- Greeters in school foyer
- Building and grounds beautification
- Coordinate and staff special projects
- Assistant in computer labs and with technology in classrooms

-15-



OTHER WAYS SCHOOL VOLUNTEERS MAY ASSIST
EXTEND THE TEACHER’S CAPACITY BY:

Providing individual help to students

Assisting with learning centers

Operating audio-visual equipment

Preparing bulletin boards

Assisting in the operation of the school library media center
Providing clerical assistance

Tutoring students

Assisting in labs

Reading or telling stories to children

Providing assistance to bilingual children

Supervising use of computers by students

Reinforcing skills

Recording books on tape

Assisting with health screening and immunization clinics
Playing educational games with children

Assisting with the writing process

Conducting one-on-one or small group drills (reading, math, etc.)
Assisting with kindergarten screening

Reviewing books

Assisting with special projects

Leading discussions

Talking to children being a mentor/friend

Assisting in the operation of a publishing center

[y vy vy Ay Ay

ENRICH THE LEARNING ENVIRONMENT BY:

Making educational games

Helping produce school newspaper

Gathering resource materials for units of study

Assisting with enrichment program (art, music, foreign language, literature, etc.)
Chaperoning students on field trips

Being mentors to students

Providing mini-courses in specialty areas

Coaching students in extra-curricular activities

[y vy Iy

EXPAND THE RESOURCES OF THE SCHOOL BY:

Sharing collections, discussing careers, travels, hobbies, and other areas of interest
Showing slides, artifacts, and sharing experiences of other cultures

Giving performances or demonstrations

Sponsoring school clubs and interest groups

-16 -

000 DO



Teacher’s Name Room Number

PTA VIE QUESTIONNAIRE

ASSESSING TEACHERS' NEEDS

Your PTA provides and administers the Volunteers in Education program during each
school year, and we need to know areas where help is most desired in our school. If
you would like to have a volunteer, please complete the following and return it to the
PTA VIE Coordinator.

1. What qualifications should your volunteer have?

2. What time of day would you like your volunteer to work? (Check one or more)
__ Morning __ Afternoon __ AtHome __ Other (Please specify)
3. Which day(s) of the week would you like your volunteer to work? (Please check)
__ Monday __ Tuesday __ Wednesday __ Thursday __ Friday
4. What types of work would you like your volunteer to do?
___ Enrichment and Reinforcement
__Individual Pupil Work/Tutoring
_ Group Work
___ Clerical
Some Work at Home
___ Other (Please specify)

5. Please return this form to

(PTA VIE Coordinator)
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GUIDE FOR TEACHERS

1. A volunteer classroom assistant is not expected to be a substitute teacher, but will be
available to assist the regular teacher. The teacher retains all responsibility for the
instruction and supervision of students. Volunteers always work under the direct
supervision of staff.

2. The teacher should provide the volunteer with specific duties and instructions.
Suggested activities are:

= Writing work on charts or white boards

» Preparing bulletin boards

= Assisting with classroom art projects

= Making educational games, puzzles, flash cards, etc.

» Reading stories and poems to children

= Listening to children read

= Setting up audio-visual equipment and materials

* Providing enrichment or reinforcement to individuals or to small
groups

= Monitoring study periods

= Preparing duplicating materials

» Typing and performing other clerical duties

= Helping keep the classroom orderly, clean, and attractive

= Arranging field trips; chaperoning

= Escorting children on errands within the school

= Special talks or demonstrations on specific areas

= Computer assistance

= Mentoring activities with at-risk children

3. An introductory meeting may be set up by the local unit PTA VIE Coordinator for the
teacher and volunteer. At this meeting, the following should be decided:

a. Specific hours and duties of the volunteer

b. How the volunteer should the contact teacher if unable to report on a
scheduled day

c. How the teacher should contact the volunteer if he/she is not needed on a
scheduled day

4. Arrange for the volunteer to be trained in the use of any audio-visual or office
equipment or teaching materials necessary to fulfill his/her job. The local unit PTA
VIE Coordinator may schedule training in these areas.

5. The teacher should contact the PTA VIE Coordinator with any concerns regarding
the volunteer program.

6. The teacher should emphasize the confidentiality of student work and information.
-18 -



VOLUNTEER MANAGEMENT = RECRUIT & ASSIGN

Recruiting parents —

Provide volunteer information sheets at your school’s Meet and Greet/Open House
Night(s) and allow parents to submit their volunteer preferences

Teachers regularly communicate with parents — enlist their assistance in sharing
information about volunteer needs

Use the My School Mail listserv to send emails regarding volunteer needs for
upcoming events and activities

Set up an email listserv of your own for school volunteers to which parents may
subscribe if they want to receive information about volunteering

Post information about volunteer needs on your school's Web site which parents are
likely to see as they search for other school-related information

Publicize volunteer opportunities in your school’s newsletter; include the dates
activities for which you know you will need extra support (Book Fair, school carnival,
athletic events)

Send flyers/information home with students

Grandparents may be interested in the school division’s “Golden Circle” program —
see Forms section of this handbook for more information (pages 37-39)

Recruiting students —

Every VBCPS high school has a class for aspiring teachers — Virginia Teachers for
Tomorrow (VTFT). In addition to their classroom instruction, students visit other
VBCPS schools to gain experience. Contact your neighborhood high school to speak
with the VTIT teacher to find out whether or not his/her students are interested in
volunteering at your school.

Recruit students involved in athletic teams, honor societies, Student Council
Associations, service clubs, etc. The Student Activities Coordinator at your area
middle or high school can assist you with the names of coaches and/or club
advisers.

Recruiting community members -

Our schools benefit from the assistance of hundreds of businesses, community
organizations and military commands each year through the Partners in Education
program. Contact your school’s Partnership Coordinator to find out if any partnering
organizations have members who are available to volunteer.

Contact retirement communities, faith-based organizations, city agencies, and
community organizations to inform them of your need for volunteers.

Assignment is closely linked to volunteer retention, as volunteers who are a “good fit” with
their assigned tasks tend to be more gratified and want to stay involved for a longer period of
time. When matching volunteers to jobs, keep the following in mind:

e Talents e Comfort-Level (Someone may be very talented in a

e Skills particular area, but not have a comfort level, e.g. when

e Abilities performing it in front of others.)

o Personality e Desire (Similarly, someone may be very skilled at a

o Experience particular task, but not want to perform it as a volunteer.)
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PTA VOLUNTEER

INFORMATION/RESOURCE SURVEY

Name Telephone
Child's Name Teacher
Child's Name Teacher
Child's Name Teacher
| am a Parent Partner in Education Golden Circle Volunteer
(senior or retired citizen)
Jr. Volunteer (student) Other
| attend School (for Jr. Volunteers only)
1. | prefer working in the following areas (please circle):
Classroom Guidance Library
Math Art Clerical
Language Arts Music Social Studies
Special Reading Lunchroom Arts & Crafts
Drama Science Other (Specify)
Physical Education Computer Lab
My experience in working with children is:
| prefer working with the following grade levels (please circle):
K-2 3-5 6-8 9-12
| would prefer to work: __ Morning __ Afternoon __ At Home
| am available on (indicate day or days).
2. lam willing to serve as aresource person for enrichment activities.

a. My hobbies, talents (art, music, cooking, etc.), or special skills or interests
are

b. My travel experiences include:

c. My occupation is:

d. | am available to describe my job for a student career or special interest
day. __ Yes __No
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HELP FAIRFIELD SOAR TO SUCCESS... VOLUNTEER!

)

2011-2012 Volunteer Form

gamle

Volunteer’s Name: Golden Circle (55+ years): yes  no
Phone: E-mail:

Child’s Name(s):
Teacher/Grade(s):

Ongoing Opportunities - Classroom Support
O Room Parent - Organize 3 class parties, coordinate Fall Festival Silent Auction Basket

O Classroom Volunteer - Help with general classroom needs as they arise

O Take Home Reading - Promote literacy by coordinating books 30 minutes at a time (Oct-May)

Ongoing Opportunities - School-Wide
O Library - Shelving books and aiding students

O Reading Buddies - Promote literacy with eager students Wednesdays from 11am-1pm

O Book Nook - File and organize books by reading level in the Reading Resource room

O Publishing Room - Copying, laminating and cutting as needed or on regular basis

O Lunch Buddies - One lunch per month with an identified student

O Donuts for Dad/Muffins for Mom - Help set up and host 4 mornings per year

O 3rd - 5th Grade Honor Roll Breakfast - 3 per year and end of year picnic for 5th Grade

O Running Club/Fun Run - Exercise and encourage kids to meet fitness goals, 1 afternoon/week for 8 weeks

O Historian - Take pictures at events and upload—Need one for daytime events, one for evening/weekend events

O Extracurricular - Help with activity or share a talent 1 afternoon/week for 5 weeks

Weekend and Evening Opportunities
O Roller Skating Parties - Chaperone 5 Sunday afternoons/year
O Concessions - Concession sales at 4+ evening events

One-Time Opportunities — Fall
O Movie Night (October 1) O Reflections - Help display and judge student artwork

O Fall Festival (October 16) O Reading Night (January 24th)

One-Time Opportunities — Spring

O Movie Night (October 1) O Multi-Cultural Night
O Book Fair O Math & Science Night
O Running Club O Fun Run

O Scholarship Committee

O Extracurricular - Help with activity or share a talent 1 afternoon/week for 5 weeks

Please sign volunteer agreement on back side of this form.
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HELP FAIRFIELD SOAR TO SUCCESS.... VOLUNTEER!
2011-2012 Volunteer Form

Ongoing or One-Time At Home Opportunities
O Teacher/Staff Appreciation - Make or buy goodies (for 4+ events/year)
O Fundraising - Trim & count box top, labels and Capri Suns

O Fundraising - Help coordinate and execute school-wide fundraisers

On-Call Volunteer - If you are not sure right now how you can help, but would like to be involved in the future, your name can
go on our “On-Call” Volunteer list. If we find we’re short-handed for an activity or event, we’ll go to our On-Call list and check with
you to see if you can help with an activity or event.

O I'm flexible: Call me anytime to work at school during school hours

O I'm flexible: Call me anytime to work at school after school hours and weekends

O I'm flexible: Call me anytime to work at home

Guidelines for School Volunteers

Procedures for all Volunteers (Policy 7-18 and regulation 7-18.1)

1. Report to the security desk and sign in and out of the Volunteer Hours Log Book.

2. Wear identification badges (green stickers) provided by the school while participating in volunteer
activities.

3. Work under the direction of school staff, recognizing that instructing, supervising, grading, and
disciplining students are school staff responsibilities.

4. Work in collaboration with school staff to plan volunteer activities. When possible, school staff will
match volunteer talents with tasks assigned.

5. Communicate with designated staff members to ensure clear expectations, task assignments, and
feedback on volunteer activity.

Volunteer Code of Ethics

1. Dependability - a volunteer shall be responsible for his/her scheduled times and must notify the
school staff if not able to meet this commitment.

2. Respect for Authority - A volunteer shall respect the authority of the school and the school
administration.

3. Confidentiality - A volunteer shall not discuss school matters or information concerning students
outside the classroom with anyone but the designated school staff.

4. Impartiality - A volunteer shall favor no one side or party more than another in all school
situations.

5. Objectivity - A volunteer shall not let his/her personal feelings enter into his/her work as a
volunteer.

6. Appearance - A volunteer shall dress appropriately, always remembering that he/she is setting an
example for students.

Signature Date
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THREE METHODS OF RECRUITMENT

Recruiting before designing jobs is rather like trying to dance before
the music begins. The possibility of ending up out of step is very
good indeed.

- Marlene Wilson

1. Warm Body Recruitment

- Used when large numbers of volunteers are needed {&@JL T
- No special skills required/Skills can be taught in a limited (yf
amount of time gL}

- Message is spread to as large an audience as possible

2. Targeted Recruitment
- Used to recruit for jobs that:
e Require a specialized skill

e Require a long or intensive commitment of time or ‘//
energy

e Are difficult or risky

e Have just been developed and represent a new

direction
e Have been difficult to fill using other recruitment methods

3. Concentric Circles Recruitment
- Used to recruit for jobs that are already established and
are filled by current volunteer
- Relies on current volunteers, staff and others connected

to the organization to recruit new volunteers among
friends, families, neighbors, colleagues, etc.
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METHODS OF RECRUITMENT

ATTRACT VOLUNTEERS WHO CAN MAKE A DIFFERENCE

As school budgets continue tightening, recruiting solid school volunteers becomes even
more vital. The right volunteers can help a school deliver those vital extras that benefit
both students and staff. In addition, research strongly suggests that the presence of
volunteers in school can positively affect student achievement.

But getting the right people to commit to voluntary school service takes some special
care. One issue: Schools often overlook the fact that people volunteer for a variety of
personal reasons. Matching the volunteers’ desires to your school’s needs is key to
finding the right people and a “it” that works for everyone. Some suggestions:

Recruit year-round with a couple of major campaigns, such as in fall and
spring. The most effective strategy is to recruit individuals by approaching them
individually. A study of volunteerism by Gallup found that 75 percent of respondents
would volunteer if asked. Other strategies include publicizing the program through
posters, newsletters, brochures, displays, or electronically by e-mail or on your web
site.

And don'’t just recruit parents. Many community members without children in school, including senior
citizens, may be eager to serve.

Recruit based on your school’s specific needs. If volunteers are not given work
to do that they feel is meaningful to them, most will likely not volunteer again. For
example, a person who is interested in tutoring in math may quit after a month if
assigned to tutor in reading.

Identify a starting and ending date. It helps when volunteers

know it's not a lifetime commitment. Publicize your
. _ . . volunteer program
Design a volunteer information packet. This doesn’t have to be through posters,

anything fancy. Just include the basics of what opportunities are newsletters,
available, what the responsibilities and schedule would be, brochures, displays
whether background checks are required and who to contact for and more.

more information.

Start your program small. Starting small gives you a chance to
monitor volunteers and make any changes if necessary.

Allow for flexibility. Once a volunteer is comfortable with his or her duties, she/he
may want to help out in other ways as well, or she/he may prefer to do something
completely different.

Publicly praise and reward volunteers regularly throughout the year. This will
help morale and may serve as an incentive for others to become volunteers.

Also, hold a thank you event for all volunteers at the end of the school year. Present
each person with a certificate or possibly a token gift to show your appreciation. Happy
volunteers spread the word. Their satisfaction helps to create a “buzz” that will help you
recruit more volunteers in the future.
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THE 5 TYPES OF PARENTAL INVOLVEMENT

The Virginia Beach Council of PTAs recognizes...
HOME/SCHOOL COMMUNICATION:

...involves the exchange of information between parent, teacher, and school, which
helps both school and family to assist the child in learning. This exchange of
information needs to be done in a variety of ways to increase the opportunity for
understanding. Good communication serves as the foundation for all other
home/school partnership activities.

PARENTS AS SUPPORTERS:

...represents the traditional role that many parents have played such as attending
open house or student performances, chaperoning field trips, conducting campus
clean-ups, or organizing a book fair. These activities are ones with which both parents
and teachers tend to feel the most comfortable. The school should set a goal to have
all parents involved in at least one support activity during the course of the year.

PARENTS AS LEARNERS:

...means that most parents have an opportunity to increase their knowledge about the
school curriculum, school policies, and other aspects of school life as well as
opportunities to increase their own parenting skills. Multiple ways need to be used to
provide learning opportunities.

PARENTS AS TEACHERS:

...reflects and underscores the intrinsic fact that parents are their children's first and
foremost teachers. Schools must encourage and foster this understanding even after
the child starts school. Home learning activities represent one important strategy;
classroom volunteer programs also provide opportunities for parents to teach and
assist teachers.

PARENTS AS ADVISORS, DECISION-MAKERS, AND ADVOCATES:

...means that parents have the opportunity to share their views with teachers and
administrators and influence decisions on issues that affect their children. Many
schools have established councils to help parents fulfill this role. An active PTA also
can serve as a valuable advocacy group for students and the school. Training needs to
be provided for parents willing to undertake these advisory and advocacy roles.

-25-



# VOLUNTEER MANAGEMENT — ORIENT & TRAIN

Plan to hold your orientation session early in the year so volunteers can get started as
soon as possible. Offer both day and evening orientations to accommodate busy
schedules. Allow time for socializing and refreshments afterwards to provide volunteers
with an opportunity to communicate.

Plan to have a short speech prepared to welcome all volunteers. The PTA President
and principal should welcome the volunteers and stress the importance of their service.

A successful orientation would include:

Information about check-in procedures and nametag location.

= Information about recording volunteer service hours.
= A tour of the school, with introduction of office staff.

= A review of School Volunteer Guidelines, which covers School Board
Regulations and the Code of Ethics.

= Information about your school's goals, any relevant history, and PTA goals; a
description of volunteer opportunities and needs specific to your school.

= An announcement of sessions for training in the library, clinic, and other areas
requiring special knowledge (copy machines, etc.).
Ask a volunteer familiar in each area to lead the session.

* YOUR ENTHUSIASM! © You will be an important part of motivating
volunteers. You should emphasize their importance as volunteers and remind
them of the vital role they play in the school's success.

= A small token of appreciation for their commitment to serve as volunteers. For
example, an item with the school name or mascot (cup, pin, pen/pencil,
notepad), or “volunteer appreciation” items that you create or purchase — find
ideas at www.baudville.com, www.positivepromotions.com, or other online
sites by searching for “volunteer appreciation gifts” or “volunteer recognition
gifts”.

Consider providing each volunteer with a folder that contains School Volunteer
Guidelines, a school map, contact information, check-in procedures, school staff
list, school-year calendar, dates for school events, volunteer opportunities, a
copy of “The Role of the PTA Volunteer” (see page 27).
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THE ROLE OF THE PTA VOLUNTEER

Know and Respect School Policies

O

O

Understand that discipline is the teacher's responsibility.

Work only under the direction and supervision of the teacher or other members of
the school staff.

Respect the privacy of teachers and staff members by not discussing school
matters away from the school setting (i.e. what you see, what you hear).

Act as a prudent parent would act when dealing with a child.
Know that the evaluation of a child's learning must be done by the educator.

Volunteer with an interest in supporting and improving education programs for all
students, not just as a means of furthering personal interests.

Develop a Working Relationship with Classroom Teachers

O

O

[

[

Become familiar with classroom rules and regulations.

Seek help from the teacher when additional information/instruction is needed.
Share ideas and constructive comments with the teacher.

Refrain from divulging confidential information.

Accept direction and supervision from the teacher.

Assist the school staff in an effort to lessen their workload, not add to it.

Responsibilities and Obligations (also refer to Code of Ethics)

[

[

Be on time on your assigned day.

Be discreet. Treat all information as confidential. If concerns arise, first discuss
them openly with school staff.

If you must be absent on your assigned day, always call the school office to
inform staff.

Work toward a team relationship through understanding, cooperation, and
communication.
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¢ VOLUNTEER MANAGEMENT — RECOGNITION

Keep the volunteers you have by showing them your appreciation for all that they do to
support your school’s students and staff.

Promote a "Volunteer of the Month” program (possibly publically recognize the
volunteer on your school’s web site)

Display pictures of volunteers “in action” on bulletin boards

Plan a "Recognition Edition” in the school’s newsletter

List names of “valuable volunteers” in each issue of your school’s newsletter
Leave candy at volunteer sign-in station

Color code name tags to indicate particular achievements (hours, years, etc.)
Send birthday cards to volunteers

Give service stripes (or flowers)

Plan annual recognition ceremony

Post a Volunteer “Honor Roll” in reception area

Send holiday cards

Send newsworthy information to the media

Send letters to volunteers’ employers about their valuable service to your school
Surprise them with coffee

Reserve special parking spaces for volunteers

Conduct recognition events

Have a spring family picnic and recognize volunteers

Recognize volunteers at PTA meetings

Put student artwork on note cards to thank volunteers

Have students present a song/skit to volunteers at an appreciation event

See pages 29-34 for information on the Volunteer of the Year process, which allows your
school to recognize its most valuable volunteer of the school year at a citywide recognition

event.

Virginia PTA/PTSA Recognitions/Awards

Additionally, you might consider three recognitions offered by the Virginia PTA/PTSA for
your most exceptional volunteers. Through these awards, local units may honor
outstanding volunteer service to children and youth by an educator or community
leader. Application forms are available on line at www.vapta.org and should be
submitted two weeks prior to presentation.

e Distinguished Service Award ($20 each)
A Distinguished Service Award may be presented to anyone in recognition
and appreciation of their efforts through the local unit or through the
community on behalf of children and youth. A congratulatory letter from
the State President will accompany the Distinguished Service Award
certificate for presentation to the recipient. The money goes to the
Scholarship Fund to be used toward scholarships to assist college-bound
students planning to enter service-oriented careers.
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¢ VOLUNTEER MANAGEMENT — RECOGNITION

Honorary Life Membership--Scholarship Program ($40 each)
Honorary Life Membership entitles the recipient, in addition to the
distinction of the award, State Convention guest privileges without
payment of registration fee as a non-voting member. Honorary Life
Members may become active members upon payment of annual dues.
This Life Membership-Scholarship Program grows with each Life
Membership and through this fund, the Virginia PTA is able to assist
college students with service-oriented careers.

President’s Honor Award ($60 each)

A President’s Honor Award may be presented to anyone who already has
an Honorary Life Membership in recognition and appreciation of their
efforts through your local unit or through the community on behalf of
children and youth. The recipient will receive a congratulatory letter from
the State President, a certificate, and a pin. The money goes into the
Scholarship Fund to be used toward scholarships to assist college-bound
students planning to enter service-oriented careers.
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¢ VOLUNTEER OF THE YEAR INFORMATION

General Information

Suggestions on how to select your school’s PTA VIE Volunteer of the Year, related
forms, and deadlines are included in this handbook. By following these guidelines, you
will be able to submit your school’s PTA VIE Volunteer of the Year for competition for the
Citywide PTA Volunteer of the Year Award. Information related to the Volunteer of the
Year process is also forwarded to all school principals and PTA Presidents each
January.

Your school's PTA VIE Volunteer of the Year should be a volunteer with many
accomplishments. This person should represent your school with pride, should embody
the qualities defined in the School Volunteer Guidelines and Code of Ethics and should
promote the Objectives of the PTA. The PTA VIE Volunteer of the Year may not
necessarily have the most hours of recorded service. It should be someone who has
significantly served the school, during the current school year, as a Volunteer in
Education.

The Virginia Beach Council of PTAs chooses three citywide Volunteers of the Year: one
from each of the elementary, middle, and high school levels. These three winners are
announced at the school division’s citywide Community Celebration held April 19, 2012
to recognize all schools’ Volunteers of the Year. Each school’s Volunteer of the Year,
one guest, and one school administrator will be invited to attend the citywide event.

Suggested Selection Process

Local Unit Nomination forms (on page 33) should be distributed to administrators,
teachers, staff and PTA in January. Consider including an abbreviated nomination form
in the PTA monthly newsletter. All nominees should be considered.

The individuals serving on the Volunteer of the Year selection committee is at the
discretion of each school. The selection committee could consist of the PTA VIE chair,
past and/or present PTA President, principal (or designee), past PTA VIE Volunteer of
the Year, and a school staff member. Four to six individuals should be adequate.

At the committee meeting, have all nomination forms available to be read by each
member. Some local PTA units compile a list of hours for each volunteer and the areas
where they have served. Some PTA units narrow the nominees considered by having
each committee member choose his/her top five contenders, tallying those results to get
the group's top five, and then the final choice. Each member can discuss the nominees
at any point in this process, but should stick to relevant information and give all
nominees equal consideration.

For the 2011-2012 school year, the citywide nomination packet for each school’s
Volunteer of the Year is due to VB Council of PTAs by March 16, 2012. Plan your
selection process accordingly; allowing enough time to gather recommendation letters
and other supplemental materials once your school’s Volunteer of the Year has been
selected.
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VOLUNTEER OF THE YEAR INFORMATION

District PTA Volunteer of the Year Award

Please note that the District PTA VIE Volunteer of the Year Award is a separate process.
An elementary and secondary volunteer is selected from all district entries. These
awards are administered through the Tidewater District PTA and are announced at the
annual District dinner in the spring. The Virginia Beach Council of PTAs Volunteer of the
Year will automatically be considered for submittal to the Tidewater District PTA
Volunteer of the Year evaluation committee. Please make your nominee’s package as
complete and timely as possible to afford your PTA VIE Volunteer of the Year the
greatest opportunity for recognition.

VIRGINIA BEACH CITY PUBLIC SCHOOLS
PTA CITYWIDE VOLUNTEERS OF THE YEAR

1982-83 Charlene Guiliani

1983-84 Joan Green

1984-85 Ginny Diezel

1985-86 Maureen Olivieri

1986-87 Carmen Hernandez

1988-89 Felix Arnell, Princess Anne Junior High School

1989-90 Dana Foster, Shelton Park Elementary School

1990-91 Jeanie Price-Kagen, Fairfield Elementary School

1991-92 Carole Smith Heeb, Alanton Elementary School

1992-93 Maureen Fowler, Kempsville Meadows Elementary School
Shirley Lapointe, Brandon Middle School

1993-94 Judy Hudson, Linkhorn Park Elementary School

Sandra Madison, Tallwood High School

1994-95 Catherine Richwine, Trantwood Elementary School
Joan Vakos, Virginia Beach Middle School
David Orr, Kellam High School

1995-96 Kathleen Wheeler, Thoroughgood Elementary School
Karen Orr, Independence Middle School
Wendy Young, Cox High School

1996-97 Joseph Mohon, Kempsville Meadows Elementary School
Stephanie Williamson, Larkspur Middle School
Susan Scarlott, Bayside High School

1997-98 Cynthia Norick, Point O’View Elementary School
Angel Bell, Lynnhaven Middle School
Lynda Strickler, First Colonial High School

1998-99 Laura Dormi, Glenwood Elementary School
Kathy Eaton, Corporate Landing Middle School
Ellen Gallup, Cox High School
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7 VOLUNTEER OF THE YEAR INFORMATION

1999-00

2000-01

2001-02

2002-03

2003-04

2004-05

2005-06

2006-07

2007-08

2008-09

2009-10

2010-11

Boyd Layton, Hermitage Elementary School
Denise Bowman-Scott, Great Neck Middle School
Jim Iman, Ocean Lakes High School

Steve Ervin, Linkhorn Park Elementary School
Kim Beach, Princess Anne Middle School

Joanie Throckmorton, First Colonial High School

Debbie Ives, Alanton Elementary School
Marie Douglas, Lynnhaven Middle School (District Winner)
Steve Zahn, First Colonial High School

Lisa Rudiger, Arrowhead Elementary School
Mary Rumble, Kempsville Middle School
Billy Gilpin, Ph.D., First Colonial High School (District Winner)

Kathy O’Hara, Kingston Elementary School
Vi Stevens, Virginia Beach Middle (District Winner)
George Sauer, Princess Anne High School (District Winner)

Melba Ash, Ocean Lakes Elementary School
Shellie Stough, Brandon Middle School
Lynn Francois, Kellam High School

Whitney Biddle, Providence Elementary School
Debbie McCormack, Brandon Middle School
Wayne Andrews, First Colonial High School

Michelle Luchau, Kempsville Elementary School (District Winner)
Lori Rybolt, Corporate Landing Middle School (District Winner)
Dr. William Hunter, First Colonial High School

Mary Richardson, King’s Grant Elementary School
Jeffrey Heller, Landstown Middle School
Jowain Brinkley, Bayside High School

Keith Storm, Tallwood Elementary School (District Winner)
Robert Carrington, Independence Middle School
Cindy Focke, First Colonial High School

Russell “Rusty” Harris, Strawbridge Elementary School
Stephanie Gruning, Kemps Landing Magnet School
George Sauer, Princess Anne High School (District Winner)

Officer Trabelus Whitfield, College Park Elementary School (District Winner)

Lisa von Schlichting, Lynnhaven Middle School
Kyle Stein, Bayside High School
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RGINIA BEACH CITY PUBLIC SCHOOLS

A-HE A D T H E C UR VE

PTA LOCAL UNIT
VOLUNTEER OF THE YEAR
NOMINATION FORM

Dear Administrators, Teachers, Staff and Parents:

It is time to select our school’s Volunteer of the Year. If you know someone who has
made a significant contribution to our school through their volunteer efforts, please fill
out the information below and return to the PTA mailbox or other area as designated by
the PTA or school administration. Please keep in mind that pairs and couples will not
be considered for Volunteer of the Year awards at the district or state level.

Our selection will be made based on the following criteria:
e Significant contributions (not necessarily the person with the most hours)
e Impact of service to the school
¢ Adherence to Volunteer Code of Ethics (dependability, respect for authority,

confidentiality, impartiality, objectivity, and/or appearance)
Optional: Describe extenuating personal circumstances/obstacles the volunteer overcame in order to
meet their volunteer obligations.

Thank you for your nomination.

Volunteer's Name:

Nominated by:

What significant contribution has this volunteer made?

What impact has this service contribution made to the school?

Please give an example of this volunteer’s ability to adhere to the Code of Ethics:

Additional Comments:
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V/RGINIA BEACH CITY PUBLIC SCHOOLS

A°HE AD O F T H E C URVE

PTA CITYWIDE VOLUNTEER OF THE YEAR

NOMINATION PACKET
(Only one nominee per school)

Due date: March 16, 2012

(school name)
Volunteer of the Year award is:

NAME

PTA’s nominee for the citywide

PRONUNCIATION (if not obvious)

HOME/SCHOOL ADDRESS

HOME PHONE WORK PHONE

Number of children:
Number of children in Virginia Beach City Public Schools:
School(s) child(ren) attend(s):

PTA Member: Yes __ No

** Council PTA will pay for city winners to be PTA members

Type of service/contributions the volunteer provides to the school — please attach

nomination forms or letters to further describe contributions.

Number of days/hours volunteers per week:
Number of years volunteered at this school:

Names of schools where other volunteer hours are given:

Does nominee volunteer elsewhere in the community? Yes No
If so, where?
Is volunteer employed? Yes No If yes, where?

Present positions held in PTA, if any:

Past positions held in PTA, if any:
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Nomination Packet (continued)
Page 2

Please submit documentation for the questions below. Include any additional
information to aid in the evaluation of this candidate, such as skill or expertise of the
service donated, or special services that recognize the "extra steps” the volunteer
contributed. All candidates will be judged equally.

Excerpts from comments received will be used in the script to recognize the volunteer at
the Volunteer of the Year reception, while his/her picture is shown on a screen.

Our Volunteer of the Year is outstanding because:
(name)

1. His/her significant contribution(s)?

2. How did his/her service positively impact the school?

3. How has his/her adherence to the Code of Ethics been best demonstrated?

4. Optional: Describe the extenuating personal circumstances/obstacles the

volunteer overcame in order to meet their volunteer obligations.

5. Letters of recommendation from:
a. teacher(s) for whom the volunteer works;
b. principal and/or assistant principal of the school,
C. PTA President and/or volunteer coordinator.

Please clearly identify the writer’s position and/or relationship to the nominee.

6. Include any additional supporting documentation.
School PTA President Signature
Principal Principal Signature

Thank you for returning the following by Friday, March 16, 2011:

¢ Nomination packet - Pony the original packet and TWO copies of completed packet to:
Shelly Jones, VB Council PTA, Windsor Woods Elementary School AND pony a copy to
Laura J. Smart, Partnership Coordinator or email to lauraj.smart@vbschools.com.

e Digital Photo(s) — Please submit a clear, headshot photo of your Volunteer of the
Year to Jody Blaufus in the Office of Community Relations via email to
jodyl.blaufus@vbschools.com. This photo will be displayed during the event and
posted on vbschools.com. You are also encouraged to submit additional photos of
your volunteer working at the school, which will be used during a photo slideshow.
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WRGINIA BEACH CITY PUBLIC SCHOOLS
A HE A D T H E C UR V E
Request to Volunteer - Volunteers in Education
Thank you for your interest in supporting Virginia Beach City Public Schools as a school volunteer. If you
are a parent, family member or community member and know the school at which you are
interested in volunteering, you may contact the school directly to inquire about volunteer
opportunities. School contact information may be found on www.vbschools.com. If you need assistance
with placement at a school, please complete this form and submit it to the Office of Community Relations.

Name: Date:
Address:

Phone Numbers: (h) (0) (cell)
Email:

Occupation/Employer (if applicable)

Special Interests/Talents/Hobbies

Why are you interested in volunteering with VBCPS?

What day(s) of the week and time(s) of day are you available to volunteer?

Please note that because school volunteers must always be under the direct supervision of school staff, most
volunteer opportunities are limited to regular school hours. Opportunities may be available to volunteer in after-
school programs or evening events. In addition, some opportunities exist to assist at home (i.e. helping with
decorations for bulletin boards or special events).

Areas of interest for volunteering? __Cafeteria Assistant __Clinic Assistant __Computer Lab
Assistant __ Library Assistant __ Office Assistant __Career Education __ Classroom Speaker __ Field Trip
Chaperone __ Greeter __ Special Events __At-home projects __Mentor ___English-as-a-Second
Language__ Tutor: subject(s) __Other (specify):

Are you interested in information about our Golden Circle Program? _ Yes _ No
This program is for applicants 55 years of age or older. More information may be found on www.vbschools.com.

Preferences (mark all that apply) Elementary School (K-5) Middle School (6-8) High School (9-12)
Preferred Schools:

Please list three references:

Name Address Phone Relationship to you

Please return this form to:
Laura J. Smart, PIE Coordinator
Office of Community Relations - Virginia Beach City Public Schools
2512 George Mason Drive - Virginia Beach, Virginia 23456

MY
VOLUNTEERS in EDUCATION  Phone: 263-1337 - Fax: 263-1009 - Email: lauraj.smart@vbschools.com

Virginia Beach City Public Schools
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4
VOLUNTEERS IN EDUCATION

Interested in becoming a Golden Circle Volunteer?

_he Golden Circle P_rogram encourages the _increa_sed Volunteers in
mvolve_ment of seniors 'qnd retlrec_i citizens in public intergenerational
: education. All senior citizens, retl_re_d citizens, and programs find personal
retired school employees are invited to join. This program satisfaction in:

offers individuals an opportunity to be involved in their
community and school. Participation means a contribution
to schools and support for the continued commitment to the
academic excellence of our students.

¢ working with
young people

+ sharing their life
experiences and
personal
expertise with
today’s youth

¢ motivating

Applicants should be 55 years of age or older and be willing
to commit at least 40 hours of volunteer service annually in
a Virginia Beach public school.

Golden Circle members who complete forty (40) hours of

volunteer service per school year in a Virginia Beach City Public students
school are rewarded with: ¢ becoming an
» one tuition-free Community Education course per school year advocate for
(excluding materials and books) from the VBCPS Adult today’s
Learning Center, and educational
» a Golden Circle Pass, offering complimentary admission to process

school activities (including athletic events) at no charge. Pass .

. o meeting new
is not transferable (limit one per year).

people

Becoming a Golden Circle Volunteer is Easy!

Interested individuals may contact the school of their choice or the Office of Community Relations at
263-1337 to obtain a membership application. Applications may also be found online at
www.vbschools.com — “Volunteers and Partners”. Once you return your application to the Office of
Community Relations, you will receive assistance with placement as a volunteer at your preferred
school. Applications should be returned to:

Laura J. Smart

Partnership Coordinator

Virginia Beach City Public Schools
Office of Community Relations
2512 George Mason Drive

Virginia Beach, VA 23456

Phone 757.263.1337

Fax 757.263.1009
lauraj.smart@vbschools.com

A
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Golden Circle Application

Thank you for your interest in supporting Virginia Beach City
Public Schools through the Golden Circle program. The
program is designed to encourage and recognize the
involvement of seniors and retired citizens (55 years of age or
older) in public education.

\,VOLUNTEERS IN EDUCATION

Golden Circle members who complete forty (40) hours of volunteer service per school year in a

Virginia Beach City Public school are rewarded with:

e one tuition-free Community Education course per school year (excluding materials and
books) from the VBCPS Adult Learning Center, and

¢ a Golden Circle Pass, offering complimentary admission to school activities (including
athletic events) at no charge. Pass is not transferable (limit one per year).

A Golden Circle nametag and volunteer hour log will be mailed to you upon receipt of this

application.

If you are currently volunteering at a school, please provide your contact information, a
response to question #1, and your signature in the space provided on page two. Because
you do not need assistance with placement at a school, no further information is needed
to process your application.

Name: Telephone
Address:
Email:
1. Please (x):__ | am currently volunteering at School.

___ |l am interested in volunteering in my neighborhood school.
Name of School:

___lam interested in volunteering in any Virginia Beach public school.
___Elementary (K-5) __ Middle (6-8) __High (9-12)

2. Availability (List days and times you are available).

3. Work/Experience/Previous Employment:

4. Previous Volunteer Experience/Community Organizations/Clubs:
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5. Hobbies/Skills:

6. Area(s) of interest for volunteering (please x):

__Mentor ___Library Assistant

___Tutor ___ Clinic Assistant

__Classroom Speaker __ Office Assistant

___Special Events ___ Classroom Assistant

___ Career Education ___ Cafeteria Assistant

__ Greeter __English-As-A-Second Language
__Field Trip Chaperone _ Computer Lab

__ Other (specify):

7. Listthree (3) personal references:

a. Name: Telephone No.:
Address:

b. Name: Telephone No.:
Address:

c. Name: Telephone No.:
Address:

8. How did you hear about the Golden Circle Program?

Signature Date

Please return this application to:
Laura J. Smart
Partnership Coordinator
Office of Community Relations
Department of Media and Communications Development
Virginia Beach City Public Schools
2512 George Mason Drive - Virginia Beach, Virginia 23456

Phone: 263-1337 < Fax: 263-1009
Email: lauraj.smart@vbschools.com
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@IRGINIA BEACH CITY PUBLIC SCHOOLS

A HEAD O F T H E C UR V E

Job Description for Volunteer Mentors

TITLE: VBCPS Volunteer Mentor

Andrew Taylor

eadez  PURPOSE: To develop a supportive relationship with a student that
assists the student in achieving school success and preparing for life
as a productive citizen

RESPONSIBILITIES: To provide support, guidance, and encouragement to a student. For
example, provide a listening ear for the student, discuss school or career goals, assist in
problem solving, or academic support.

QUALIFICATIONS:

Mentors should have:
= Genuine concern for young people;
An ability to empathize with another person;
An ability to accept different points of view;
An ability to see solutions and opportunities;
Flexibility and openness;
Patience;
Good listening skills;
An encouraging and supportive attitude; and
Respect for individuals and their right to make their own choices.

Mentors should be: positive role models, dependable and consistent in meeting the time
commitment, and responsible individuals and citizens.

TIME REQUIRED: A commitment of 30 minutes to one hour per week for at least three months

BENEFITS:

Satisfaction of helping someone else

Improved listening and communication skills

Feeling of pride in observing the student set and reach goals
Better understanding of young people

Greater appreciation for public education

SUPPORT SERVICES:
= Orientation/Training will be provided before the mentoring relationship
begins
= On-going support from the mentorship site coordinator
= Support from the Office of Community Relations
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A HEAD O F T HE C URVE

| am interested in serving as a mentor to a
Virginia Beach City Public School student.

Phone #: (h) (0) (cell)

Occupation: Employer:

Preferred school or area:

Preferred grade level: (please circle)  Elementary Middle High

Preferred gender: (please circle) Male Female

Special interests/talents/hobbies:

Preferred days of the week:

Times you are available:

In what ways do you feel you could enhance a student’s life?

Knowing your preferences will assist us in matching you with a student. . .

1. Are there some types of students you would prefer to mentor — or for whom you feel you
would be a particularly successful mentor? (For example, someone who is shy, someone
who has trouble managing his or her anger, someone who loves to draw, someone who love
sports, someone who is experiencing academic difficulties, etc.)

2. Are there some types of students who you would prefer not to mentor?

3. What kinds of support and assistance can the program offer that will be most helpful to you?

Additional Information:

Please return this form to Melissa T. McQuarrie, Director, Office of Community Relations, Virginia Beach
City Public Schools, 2512 George Mason Drive Virginia Beach, VA 23456 (757) 263-1936
melissa.mcquarrie@vbschools.com
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VOLUNTEER JOB DESCRIPTION

Job Title
Volunteer Library Assistant

Purpose/Function
Keep library area neat and current

Specific Duties
Shelve books, repair books, inventory books, and occasional check out/check in

Qualifications and Desired Skills
Some computer skills preferred, but not necessary

Supervisor/Staff Member
(Defines Role, Serves as Point of Contact, Answers Questions, Checks on Progress)

PTA Volunteer Coordinator, Principal, School Partnership Site Coordinator

Time Commitment
Anytime between 8:00 a.m. — 2:15 p.m.

Training/Orientation provided
Yes

Location where service is to be performed
Library

@IRGINIA BEACH CITY PUBLIC SCHOOLS

A HE ATD O F T HE C URVE
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samnle VOLUNTEER JOB DESCRIPTION

Job Title
Volunteer Tutor

Purpose/Function
To improve academic performance of students and improve SOLs

Specific Duties
Read with students, help with math skills, content area skills, assist with writing skills

Qualifications and Desired Skills
A desire to work with students who have difficulty with all above skills, a love of children,

a firm commitment to be present each week, educated in procedures for assisting

students

Supervisor/Staff Member
(Defines Role, Serves as Point of Contact, Answers Questions, Checks on Progress)

Teacher

Time Commitment
Should help for one to two hours per week on a regular basis

Training/Orientation provided
Volunteers will be trained by video or personal training

Location where service is to be performed
Classroom
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saml'le EVALUATION OF THE PTA
VOLUNTEERS IN EDUCATION PROGRAM

VOLUNTEER QUESTIONNAIRE

Name and telephone number (optional):

We would like your feedback on the PTA Volunteers In Education program at our
school. In order to help us determine what needs to be extended, improved, or
eliminated, please answer the following questions and return this form to the PTA VIE
Coordinator.

1. Have you enjoyed your work as a volunteer?

2. What did you like about the PTA VIE program?

3. What would you change to improve the PTA VIE program?

4. Do you feel you could benefit from additional training?

If yes, please indicate in what areas you would like to receive additional training.

5. List any additional suggestions for improving the PTA VIE program?

Thank You!
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EVALUATION OF THE PTA
VOLUNTEERS IN EDUCATION PROGRAM

TEACHER QUESTIONNAIRE

Name and grade (optional):

1. Do you feel that the PTA VIE program has been beneficial? Please explain.

2. What did you like about the PTA VIE program?

3. What challenges, if any, have you encountered by using a volunteer?

4. What topics should be included in a training workshop for volunteers?

5. Please list suggestions for improving the PTA VIE program:

Thank You!
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V@WIRGINIA BEACH CITY PUBLIC SCHOOLS

A HE AD O F T H E C UR V E

School Board of the City of Virginia Beach
Policy 7-18
Community Relations

Community Involvement/Volunteers

The School Board of the City of Virginia Beach recognizes that volunteers and businesses
make a valuable contribution to the educational program and that their involvement in the
schools increases the support of the schools by the community.

Businesses, through partnerships with the schools, enhance and support educational
opportunities for students. Cooperative programs which meet the goals and objectives of the
instructional program of Virginia Beach City Public Schools are permitted.

Parents shall be encouraged to become involved as volunteers in the educational program.
The principal or designee may appoint parents as volunteers to assist in the schools. The
principal or designee will provide orientation, job descriptions, and specific assignments for
the volunteers. Parent volunteers may be permitted to ride the school bus to and from school
under regulations of the superintendent.

Adopted by School Board: August 21, 1990
Amended by School Board: July 16, 1991
Amended by School Board: October 20, 1992
Amended by School Board: May 25, 2004
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A HEAD O F T H E C UR V E

School Board of the City of Virginia Beach
Regulation 7-18.1
Community Relations

Community Involvement/Volunteers

A. Generally

The Superintendent in conjunction with parents and community representatives will review
annually and revise as necessary the Guidelines for School Volunteers. The publication will
contain guidelines for implementing the program.

Each school in Virginia Beach City Public Schools will maintain a Volunteers in Education
program coordinated by the Parent Teacher Association.

Parents and community members will be invited to participate in this program for the purpose
of assisting and enhancing the educational experience for all public school students.

Prior to service as a school volunteer, all candidates for this program will be provided training
to familiarize them with the procedures governing their service.

All volunteers will be provided a copy of the Guidelines for School Volunteers, and the Code of
Ethics Requirements for Volunteers will be explained.

B. Responsibilities

The administration of the schools and the instructional program are the responsibility of School
Board employees and the responsibility cannot be delegated. Volunteers work under the
direction of the administration and school staff who retain the responsibility for the instruction
and supervision of students in their charge.

Approved by Superintendent: July 16, 1991
Revised by Superintendent: August 14, 1993
Revised by Superintendent: September 23, 1998
Revised by Superintendent: May 26, 2004
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Virginia Beach City Public Schools

2011-12 VOLUNTEERS IN EDUCATION COORDINATOR

The Office of Community Relations works in collaboration with the Virginia Beach Council of
PTAs to facilitate the Volunteers in Education program. The contact information for your
school’s Volunteers in Education coordinator(s) helps our office staff to distribute resources
and information about training opportunities, and it allows us to forward “Request to Volunteer”
forms that our office receives to the correct contact person at your school in a timely manner.
We certainly know there is great need for volunteers in our schools and we want community
volunteers to feel appreciated and valued.

Thank you for submitting this form to Laura Smart, Partnership Coordinator, in the Office of
Community Relations (see contact information below) on or BEFORE September 30, 2011.

School:

PTA VIE Coordinator:

E-Mail:

Telephone:

PTA VIE Co-Coordinator (if applicable):

E-Mail:

Telephone:

Q Our school does not have anyone serving as a VIE Coordinator. Please forward any
“‘Request to Volunteer” forms from community members interested in volunteering at our
school to:

Name:

Email:

Please return to Laura J. Smart
Pony Mail: Office of Community Relations
Email: lauraj.smart@vbschools.com Fax: 757.263.1009
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