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Florida Association of Partners in Education

School Volunteer Coordinator’s
Toolkit—Introduction
Florida’s school volunteer programs started in 1971 in Dade County. Audrey
Jackson, considered the founder of school volunteers in Florida, was hired. In
1972 Orange County established a school volunteer program with the Junior
League of Orlando and Leon County started a program as a result of courtordered integration. Hillsborough County initiated their program as a result of a
teachers’ strike. In 1973, other Central Florida programs began to form in Seminole, Brevard, Osceola, and Volusia Counties. By the 2000-01 school year,
366,888 school volunteers provided 14,028,390 hours of service, or approximately $84 million in student enrichment and remediation that would not have
been provided without school volunteers!
The school volunteer coordinator holds one of the key positions in the school
volunteer program. The duties of a school volunteer coordinator can vary
greatly from one school to another, depending upon the desires and needs of
the district, principal, and teachers. This toolkit is a companion to the “District
Volunteer Coordinator’s Toolkit.” It is not designed as rules and regulations but
rather as guidelines and ideas to help the school-level volunteer coordinator
organize and maintain a successful program. It contains best practices that exemplify the experience of Florida’s most successful volunteer coordinators.
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The Florida Association of Partners in Education (FAPE) provides this toolkit in
an effort to ensure successful school volunteer programs. It was funded
through an Adult Volunteer Learn and Serve Grant. The goal of the grant is to
provide training and materials for district administrators who facilitate adult
school volunteer programs in each of Florida’s 67 school districts. They in turn
will provide training to those who coordinate school level programs in their district and/or region. The end result will be teachers and volunteers who have
the information, knowledge, and skills to provide a sage, substantive volunteer
experience for the students in their school.
Special recognition is due to past FAPE Board Members, FLDOE Partnership Department and District coordinators throughout the state have provided input
and samples. Please feel free to customize the enclosed materials to meet your
needs.

School Volunteer Coordinator's Toolkit

Section 1
Program Organization
In many schools, a volunteer program has already been developed and is in
place. A new volunteer coordinator picks up where the preceding coordinator
left off and follows policies set forth by the state, district and school. A district
level volunteer coordinator provides the school level coordinator information,
training and materials.

The following information provides background for developing a new school
volunteer program or restructuring a weak program. When constructing new
programs, consideration should be given to state legislation and administrative
rules, district policies and procedures, and the district’s and school’s missions
and goals. This chapter provides:
 guidelines on the roles and responsibilities of volunteer program





personnel
Florida legislation and state administrative rules
sample volunteer program goals
sample mission statements
sample budget

Policies and procedures that should be formulated and implemented at district
level are not included (please refer to the District Volunteer Coordinator
Toolkit).
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School Volunteer Coordinator's Toolkit

Section 1
Rules & Responsibilities
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Appointing the volunteer coordinator and staff contact.
The District Volunteer Coordinator provides district-wide support and coordi-  Providing support and motivation
for the volunteer programs.
nation to the school-based volunteer

Providing a friendly, and profesprograms. They are responsible for:
sional atmosphere for volunteers.
 Developing and disseminating volSchool-based Liaison or Staff Conunteer materials.
 Screening volunteers with experi- tact (optional)
ence in the justice system – men- NOTE: Not all programs support a
tors, volunteer coaches.
school-based liaison. Many of these
 Presenting training workshops.
responsibilities would fall under the
 Recruiting volunteers from the
volunteer coordinator.
community at large.
School-based staff liaisons for volun Working with school-based coordi- teers and volunteer coordinators are a
nators to develop and maintain
vital link to successful volunteer proschool programs.
grams. In cooperation with the princi Networking with community inpal, they jointly coordinate and direct
volvement programs.
their school’s program and the many
 Sponsoring district-wide recognioutstanding volunteer activities. Each
tion events.
school models its volunteer program to
 Communicating with volunteers via meet the needs of the students and
newsletters and web page.
teachers at the school. The responsi Reinforcing district volunteer poli- bilities of the staff contact includes:
cies.
 Working with all community proPrincipal
gram coordinators at their school.
The principal designates a school em-  Overseeing and advising the coorployee, often an administrator to coordinator(s) activities.
dinate the school’s volunteer program.  Attending district orientation and
Many administrators also have parent
training.
volunteer assistants who help with the  Assisting the volunteer coordinator
program. The principal’s responsibiliwith orientation and training.
ties include:
 Serving as a resource person for
 Making final decisions for rules,
coordinators.
policies and program implementa-  Documenting information for distion at the school level.
trict awards and reports.
 Helping with transition of former
coordinators to newly appointed
coordinators.

District Volunteer Coordinator

School Volunteer Coordinator's Toolkit

Section 1
Rules & Responsibilities
teer coordinator (i.e., Rock in’ Reader
Coordinator, PTA/PTO President, BusiThe school volunteer coordinator
ness Partner Coordinator, Mentor Coworks under the direction of and in
cooperation with the principal, his/her ordinator)
 Listening to volunteers’ problems
designee, and the assistance of staff
and concerns, and answer questions
and other volunteers. The school volor make appropriate referrals to
unteer coordinator’s responsibilities
staff. Inform District Volunteer Comay include all or some of the followordinator of special problems.
ing tasks:
 Arranging reassignment of volun Participating in establishing goals
teers to provide compatible work
for the volunteer program.
situations or growth opportunity.
 Assessing the needs of the staff and
 Evaluating program.
school for volunteers.
 Recruiting within the community.
 Screening and interviewing volunTeacher
teers.
The teacher’s responsibilities include:
 Assigning (placing) volunteers in
 Planning-preparing the student(s)
coordination with principal, staff
for the volunteer and letting them
contact or community representaknow volunteers are unpaid and
tives.
here because they want to be.
 Planning and conducting orienta Planning for the volunteer’s work
tions for volunteers; preparing and
in advance. A written plan for voldistributing a school volunteer inunteers to follow may be useful,
formation handbook to every volunespecially when a teacher is busy
teer.
when the volunteer arrives.
 Informing volunteers of training
 Remembering volunteers have freopportunities.
quently given up other activities to
 Keeping records for volunteer procome in to help and they do not
gram.
appreciate being greeted with,
 Providing ongoing and formal recog“Oh, I forgot you were coming in
nition (with assistance of staff).
today. Let me see if I can find
 Nominating volunteers for awards
something for you to do.”
(with administration’s assistance).
 Developing a method to communi Supporting and assisting in organicate plans and instruction to the
zational, administrative tasks where
volunteer and for the volunteer to
a special program has its own volunreport back progress, concerns,
questions, etc.

School Volunteer Coordinator
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School Volunteer Coordinator's Toolkit

Section 1
Rules & Responsibilities




Looking at the volunteer’s application so they are aware of his/her
special talents, preferences, and
interests, and taking advantage of
his/her skills and prior experience.



Communicating with the volunteer. Ideally, the teacher should
meet with the volunteer initially
outside classroom hours and: explain classroom procedures, schedule, expectations; show where materials and supplies are stored,
where personal items can be
placed; and train the volunteer.



Giving specific instructions and
providing the volunteer an opportunity to ask questions, being careful to avoid education abbreviations (SLD, EMR, CTBS, etc.) that
might be unfamiliar to a layperson.



Supervising the volunteer’s work
and providing assistance as
needed.
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Identifying students who need assistance and making certain the
students are not embarrassed but
consider the attention a privilege.

Volunteer
Volunteer responsibilities include:
 Registering as a volunteer using
the district application.
 Signing in and out at the site, and
recording hours – including at
home volunteer hours.
 Wearing a volunteer nametag.
 Acknowledging and maintaining
confidentiality on what they see
and hear about students and staff.
 Being reliable.
 Being prompt.
 Acting as a role model – dressing
and acting appropriately.
 Sharing any problems encountered
with the school volunteer coordinator or the teacher.

School Coordinator’s Toolkit—Section 1

Florida State Board of
Education Administrative Rules
6A-1.070 Teacher Aides and Volunteers.

knowledge or skills.

the signature of the professional staff
(2) Restrictions limiting the duties
member supervising the practice certifying which teacher aides or volunteers may
its satisfactory completion. Personnel rec- perform. Teacher aides or volunteers shall
ords are not required for volunteers; how- not perform any of the following:
ever, accurate records of hours of service,
(a) Establish instructional objectives.
duties and training shall be maintained.
(b) Make decisions regarding the rele(f) Knowledge and understandings
vancy of certain activities or procedures to
expected of instructional staff. The school
the attainment of instructional objectives.
board shall adopt procedures to assure
(c) Make decisions regarding the apthat each instructional staff member who
propriateness
of certain teaching materials
is assisted by a teacher aide or volunteer
possesses a clear understanding of all for accomplishing instructional objectives.
rules, policies, and regulations which the
(d) Make judgments regarding the
teacher aide or volunteer is expected to
attainment of instructional objectives ununderstand.
less these judgments are based upon clear
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(g) Knowledge of immediate objectives. When a teacher aide or volunteer is
assigned to work directly with pupils, the
instructional staff member whom he or she
is assisting must ascertain that the teacher
aide or volunteer can state clearly the type
of performance or behavior which the pupils are expected to demonstrate during
the time when the teacher aide or volunteer is working with pupils.

and objective criteria (such as specific
achievement standards on a true-false
test).

(3) Responsibility for the appropriate
use of teacher aides or volunteers. It is the
responsibility of the head of a school and
of each instructional staff member in that
school who is assisted by a teacher aide or
volunteer to see that those duties assigned
to each teacher aide or volunteer are con(h) Maintaining professional responsi- sistent with Florida Statutes, rules of the
bility. On request of the principal or other State Board, and policies of the district
authorized persons, an instructional staff school board.
member who is being assisted by a teacher
aide shall describe in writing the Rulemaking Authority 229.053(1), 231.15 FS.
knowledge and skills which the aide is ex- Law Implemented 228.041(23), (24), 231.141,
pected to possess for any assigned respon- 231.15 FS. History–New 4-11-70,
sibility. Such description shall also include
procedures through which the person Promulgated 12-5-74, Amended 4-27-82, Formaking the request can determine wheth- merly 6A-1.70.
er the aide actually possesses the requisite

School Coordinator’s Toolkit—Section 1

Legislation

FAPE
3938 Bobbin Brook Circle
Tallahassee, FL 32312

2013 Volunteer Background 20StatScreening Laws/Legislation utes&SubMenu=1&App_mode=Display
_Stat1012.465 Background screening reute&Search_String=1012.468&URL=10
quirements for certain non00-1099/1012/Sections/1012.468.html
instructional school district employees
and contractors.—
943.04351 Search of registration information regarding sexual predators
http://www.leg.state.fl.us/statutes/
and sexual offenders required prior to
index.cfm?mode=View%
appointment or employment.—
20Statutes&SubMenu=1&App_mode=Display http://www.leg.state.fl.us/statutes/
_Statindex.cfm?mode=View%
ute&Search_String=1012.465&URL=10 20Stat00-1099/1012/Sections/1012.465.html utes&SubMenu=1&App_mode=Display
_Stat1012.467 Non-instructional contracute&Search_String=943.04351&URL=0
tors who are permitted access to
900-0999/0943/
school grounds when students are preSections/0943.04351.html
sent; background screening requirements.—
943.0542 Access to criminal history
information provided by the departhttp://www.leg.state.fl.us/statutes/
ment to qualified entities.—
index.cfm?mode=View%
20Stathttp://www.leg.state.fl.us/statutes/
utes&SubMenu=1&App_mode=Display index.cfm?mode=View%
_Stat20Statute&Search_String=1012.467&URL=10 utes&SubMenu=1&App_mode=Display
00-1099/1012/Sections/1012.467.html _Statute&Search_String=943.0542&URL=09
1012.468 Exceptions to certain fin00-0999/0943/
gerprinting and criminal history checks.
Sections/0943.0542.html
—
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School Coordinator’s Toolkit—Section 1

Legislation
435.02 Definitions.—for the
00-0799/0768/
purposes of Chapter 435, Employment Sections/0768.1355.html
Screening

1000.03 Function, mission, and goals
of the Florida K-20 education system.
http://www.leg.state.fl.us/statutes/
— http://www.leg.state.fl.us/
index.cfm?mode=View%
statutes/index.cfm?mode=View%
20Statutes&SubMenu=1&App_mode=Display 20Statutes&SubMenu=1&App_mode=Display
_Statute&Search_String=435.02&URL=0400 _Statute&Search_String=1000.03&URL=100
-0499/0435/Sections/0435.02.html
0-1099/1000/Sections/1000.03.html

2013 Volunteer Legislation/Laws – 1002.23 Family and School PartnerGeneral
ship for Student Achievement Act.—
14.295 Florida Volunteer and Community Service Act of 2001.—
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http://www.leg.state.fl.us/statutes/
index.cfm?mode=View%
http://www.leg.state.fl.us/statutes/
20Statindex.cfm?mode=View%
utes&SubMenu=1&App_mode=Display
20Stat_Statutes&SubMenu=1&App_mode=Display ute&Search_String=1002.23&URL=100
_Stat0-1099/1002/Sections/1002.23.html
ute&Search_String=14.295&URL=0000
1012.01 Definitions.— as used in
-0099/0014/Sections/0014.295.html
Chapter 1012, Personnel
768.1355 Florida Volunteer Protechttp://www.leg.state.fl.us/statutes/
tion Act.—
index.cfm?mode=View%
http://www.leg.state.fl.us/statutes/
20Statindex.cfm?mode=View%
utes&SubMenu=1&App_mode=Display
20Stat_Statutes&SubMenu=1&App_mode=Display ute&Search_String=1012.01&URL=100
_Stat0-1099/1012/Sections/1012.01.html
ute&Search_String=768.1355&URL=07

School Coordinator’s Toolkit—Section 1

Legislation
1012.32 Qualifications of personnel.
— http://www.leg.state.fl.us/
statutes/index.cfm?mode=View%
20Statutes&SubMenu=1&App_mode=Display
_Statute&Search_String=1012.32&URL=100
0-1099/1012/Sections/1012.32.html

Florida Administrative Code
6A-1.0502 Non-certificated Instructional Personnel
https://www.flrules.org/gateway/
ruleno.asp?id=6A-1.0502&Section=0
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School Coordinator’s Toolkit—Section 1

School Volunteer Liability
A school volunteer who has been duly appointed by the school principal and is
rendering services within the scope of that appointment is governed by the provisions of Florida Statute 768.28(9) (a), which provides that:


FAPE Mission Statement
To provide leadership in the formation
and growth of effective partnerships that
ensure the success for all students.

FAPE
3938 Bobbin Brook Circle
Tallahassee, FL 32312
Phone: 352-955-6760
Fax: 352-955-7240
Email: flpie2014@gmail.com

12

No officer, employee, or agent of the State or any of its subdivisions shall be
held personally liable in tort or named as a party defendant in any action for
any injury or damage suffered as a result of any act, event or omission of
action in the scope of his employment or function, unless such officer, employee, or agent acted in bad faith or with malicious purpose or in a manner
exhibiting wanton and willful disregard of human rights, safety, or property.
The exclusive remedy of injury or damages suffered as a result of an act,
event, or omission of an officer, employee, or agent of the State, or any of
its subdivisions or constitutional officers shall be by action against the governmental entity, or head of such entity in his official capacity, or the constitutional officer of which the officer, employee, or agent is an employee, unless such an act was committed in bad faith or with malicious purpose or in
a manner exhibiting wanton and willful disregard of human rights, safety, or
property. The state or its subdivisions shall not be liable in tort for the acts
or omissions of an officer, employee, or agent committed while acting outside the course and scope of his employment or committed in bad faith and
with malicious purpose or in a manner exhibiting wanton and willful disregard for human rights, safety, or property.

School Coordinator’s Toolkit—Section 1

Mission Statement
The School Volunteer/Business Partners Program develops community
resources to respond to the needs of the classroom by enriching and enhancing
curriculum through the diversity of the extensive resources in our community.
The School Volunteer/Business Partners Program promotes citizen/business
partnerships to facilitate the development of the full potential of our students,
teachers, and volunteers.
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School Coordinator’s Toolkit—Section 1

Program Goals
1. To provide individualized educational assistance to students.
2. To enrich the students’ curriculum and in turn broaden their awareness and
experience.
3. To improve students’ self-motivation and learning by providing a positive
attitude toward education.
4. To encourage the development of self-control and independence in students.
5. To provide students with an opportunity to develop social competency.
6. To relieve the teacher of some non-instructional tasks and duties.
7. To reinforce lesson skills.
8. To stimulate community interest, concerns and support for the educational
system.

9. To provide an opportunity for interested community members to become
involved directly with the educational system and process.
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School Coordinator’s Toolkit—Section 1

Budget—Reasons Why You Need
a Budget
Asking for money for a budget forces you to PLAN your community involvement
year.
School-base Budget
1. Volunteer Orientation—You’ll need money for supplies, good and handouts.
2. Volunteer Appreciation— Incentives for volunteers may be sent to you from
the Community Involvement office, but there may be additional things you
would like to do for your volunteers (food, plaques, gifts, etc.). Your budget
should include funds for additional appreciation items.
3. Miscellaneous—Stamps, postcards, thank you cards, supplies for creative
items i.e., bulletin boards.
4. Conferences/Workshops/FAPE Membership —Fall Leadership and FAPE
workshops are typically held each Fall or Spring. FAPE membership is a good
networking and resource for volunteer coordinators and school liaisons.

Refreshments/Appreciations
Volunteer Orientation

$50.00

Volunteer Workshops x3
Volunteer Appreciation Month

$100.00
$75.00

End of Year Appreciation

$100.00

Miscellaneous Items

$100.00

FAPE Mission Statement

Sub-Total

$425.00
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Conference 2 Days

$450.00

One-day Workshop

$250.00

Florida Association of Partners in Education - FAPE
Sub-Total

$25.00
$700.00

Grand Total

$1125.00

School Coordinator’s Toolkit—Section 2

Intro. To Staff Training & Needs
Assessment
A staff training is an opportunity to train or remind school staff of their responsibilities in the volunteer program. It is also an excellent time to survey teachers their needs for volunteers (two sample forms follow). Once all stakeholders
have had opportunity to provide input, the volunteer coordinator and school
administrators can set the program’s priorities for volunteer recruitment. Volunteer job descriptions can be written. Recruitment is more successful when
prospective volunteers have a clear idea of the responsibilities and time commitment of volunteer jobs.

Slides from a Staff Training—NEED LINK TO A GENERIC
TRAINING...
Staff Training Outline

FAPE Mission Statement
To provide leadership in the formation
and growth of effective partnerships that
ensure the success for all students.




Provide “Teacher Handbook” or handouts
Review district application & clearance procedures



Review volunteer guidelines



Volunteer needs assessment?



Ask for their input



Distribute “Request for Volunteer” form



On-the-job training



Supervision of volunteers



Recognition - everyone’s responsibility

Needs Assessment
Survey school for volunteer needs


Administrators



Office personnel



Teachers

FAPE
3938 Bobbin Brook Circle
Tallahassee, FL 32312



Special areas



Extracurricular programs

Phone: 352-955-6760
Fax: 352-955-7240
Email: flpie2014@gmail.com

Use a “Request for Volunteer” form
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Organize a school team to prioritize requests

School Coordinator’s Toolkit—Section 2

Suggested Staff Training Outline


Explain the objectives of the volunteer program:
1. To help provide the best education for students.
2. To assist teachers.
3. To increase student motivation.
4. To enrich and augment the school program.
5. To strengthen school-community relations.



Examine what school volunteers do:
1. Solicit possible jobs from the group.
2. Give teachers handouts.



Discuss recruitment:
1. Stress that a school volunteer can be from various walks of life, they
may be a parent, a retired person, a senior citizen, a business person, a
college student or a student in the school.
2. School volunteers come from many sources including:
Parents
Newspaper Ads
PTA/PTO meetings
Church groups
Open House
Social groups
School Newsletter Ads
College students
Retirees
Personal contacts
Condominiums
“Satisfied Customers”
Businesses
Veteran volunteers
3. Point out that teachers can play a big part in recruiting because of their
direct involvement with parents, children and the community.
4. County level recruitment – media releases, distribution of fliers, speeches to community organizations, school newsletter ads, etc.



Survey School Volunteer Qualifications:
1. Desired to be involved with students.
2. Reliability.
3. Willingness to be trained.
4. Respect for confidentiality.

FAPE Mission Statement
To provide leadership in the formation
and growth of effective partnerships that
ensure the success for all students.

FAPE
3938 Bobbin Brook Circle
Tallahassee, FL 32312
Phone: 352-955-6760
Fax: 352-955-7240
Email: flpie2014@gmail.com

17

School Coordinator’s Toolkit—Section 2

Teachers Working with
Volunteers
Volunteers are only part of an effective volunteer program. Teachers are the
other part. Teachers are trained to teach children. Their effectiveness in utilizing volunteer help can enhance and complement a child’s learning experience.
A school volunteer program works well when there is open and positive communications between volunteer and staff, notification of absences, appropriate
match of student and volunteer, and materials and responsibility assigned to
the volunteer.
Components of an effective volunteer program should include the following:


Purpose of the program



Techniques for preparing the volunteer



Integrating volunteers into classroom management



Communicating with the volunteer



Thanking the volunteer



Evaluation or assessment of the program

What teachers need to know
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Florida statutes are very specific about the legal responsibility of the school and
teachers workings with volunteers - FS 228.041 (24). The statute states that
when a teacher assigns a volunteer to work directly with pupils, the teacher
must be certain that the volunteer understands the type of performance and
behavior expected of the pupils during the work session.

Volunteers serve as a positive role model as they assist students academically,
using curriculum-based materials provided by the teacher. An on-going volunteer/student relationship under the guidance of the teacher offers an excellent
opportunity for student growth. Providing a student with a one on one relationship with a volunteer is one way to enhance the student’s self-concept and
motivation. Volunteers may not establish educational objectives or make decisions regarding instructional objectives.

School Coordinator’s Toolkit—Section 2

Teachers—Do’s & Don’t with
School Volunteers
Do
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Develop awareness about how to use volunteers.



Assess your needs.



Request a volunteer for your classroom.



Orient the volunteer to your classroom procedures.



Take time to know your volunteer.



Match the volunteer’s interest and skill with need.



Make volunteers feel welcome.



Confer often with volunteer.



Plan days and time to work in the classroom.



Be generous in offering encouragement and support.



Supply materials appropriate for lessons.



Be honest and open in talking over small problems.



Give volunteers proper notice of schedule changes.



Prepare student to work with volunteers.



Tour your classroom, if necessary.



Show learning centers, equipment, if necessary.



Allow your volunteer to ask questions freely.



Share student’s progress with the volunteer.

Don’t


Leave



Give volunteers more than they can handle in the allotted time.



Expect volunteers to change their schedules without proper notice.



Waste a volunteer’s time.



Restrict a volunteer’s effectiveness by not providing enough information or instructions.

volunteers in charge of the class.

School Coordinator’s Toolkit—Section 2

Needs Assessment

We appreciate your support of your child’s school and education.
For further information or questions regarding the volunteer program, please
contact NAME, TITLE & PHONE NUMBER. Thanks for caring about our students!

20
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Needs Assessment—Sample
Mentor Need Determination
Date:

Student Name

Referred by:

Reason for Referral:
Teacher or Guidance Counselor:
Please answer the following question about the above student:
Does the student attend class regularly?

_____ YES

_____

Does student complete homework assignments?

_____ YES

_____

Is student willing to work with a mentor?

_____ YES

_____

Prefer male or female mentor?
Circle any which apply:
Motivation Problem
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Behavior Problems

Self Esteem Problems

Additional Comments

Please return to Family & Community Liaison/Manager

School Coordinator’s Toolkit—Section 2

Needs Assessment—Sample
Tutor Need Determination
Date

Student Name:

Referred by:
Subject(s):
Teacher:
Please answer the following questions about the above student:
Has student been in to seek your help?

_____ YES

_____ NO

Does student attend class regularly?

_____ YES

_____ NO

Does student complete homework assignments?

_____ YES

_____ NO

Does students pay attention in class?

_____ YES

_____ NO

Does student need organizational skills?

_____ YES

_____ NO

For this student, would you recommend a volunteer tutor?

_____ YES

Additional Comments:

Please return to the Family & Community Liaison/Manager
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_____ NO

School Coordinator’s Toolkit—Section 2

Volunteer Job Description
Once all stakeholders have been surveyed and a “needs assessment” for volunteers completed, recruitment priorities can be decided. Job descriptions should
be written for existing and new volunteer jobs. Recruitment is more successful
when a volunteer can be provided clear information of the job responsibilities
and commitment expected. A job description should include the job title, objectives, responsibilities, and training. Time commitment (whether one time,
daily, weekly, morning, afternoon, weekend) will help in the recruitment process.
Example of a Volunteer Job Description:
Job Title: Tutor
Objective: To reinforce students’ learning through one-on-one or small group
assistance in basic academic skills.
Duties: Tutors provide structure to help in order to:

1. Help a student master basic reading or math skills
2. Reinforce course work (language arts, science, social students, etc.)
3. Reinforce student skills
Training: Tutoring Elementary/Secondary students — workshops as well as
school-based training are available.
Commitment: Based on teacher’s needs, minimally one hour/week fro 9
weeks.
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Recruitment
Benefits of a School Volunteer
Program
Benefits for Students:
Recruitment is an ongoing, 12-month
effort. Everyone is a potential volunteer. When speaking in public or
writing press releases, focus on what
each stakeholder gains from volunteering. Most importantly, be enthusiastic!
If you aren’t, why should they be?
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Increased remedial help



Greater enrichment



Improved self-image



Positive adult role models



Individualized instruction



Exposure to careers

Benefits for Schools:



Diversity of experiences



Enriched curriculum



Personal attention



Expanded use of tax dollars



More involved and informed parents and community





Personal satisfaction

Improved school-community relations





Improved self-esteem, sense of
accomplishment

Better staff morale through extra
help



Opportunities to learn



Knowledge/understanding of
school systems



Work experience

Benefits for Teachers:


More individual instruction



Help with non-instructional duties



Lower adult-child ratio



Closer working relationship with
parents



Lightened clerical load



Broader support from community

Benefits for Volunteers:

Benefits for the Community:


Better-educated students



Improved graduation rates



Increased confidence in the education system

School Coordinator’s Toolkit—Section 3

Recruitment—Community
Outreach Ideas
Tips to remember when recruiting
school volunteers:
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Make it easy to serve. Keep the required forms, rules and regulations to
a minimum. Legal aspects of participaHave patience. Be aware of voluntion must be covered, but the imteers and what motivates them.
portant thing is to get people working
Use warmth, friendliness and the
with students. Believe in volunteers
“human touch.” Show a sincere inter- and the contributions they make to
est in the prospective volunteer – eve- education. Communicate this through
ryone needs to feel important and
all your efforts.
needed!
Make your needs known. Be specific
Reach out! Personal testimonies are about your need for volunteers. A
often more powerful than a printed
vague invitation to volunteers for an
promotional piece. Most successful
open-ended project will produce few
school recruitment programs do not
responses; people want to know what
wait for volunteers to come to them
kind of a commitment they are being
but develop plans to actively reach the asked to make.
community and bring them in. Be proAlways, always remind volunteers
active and persistent. View the neighthat they are needed and appreciated.
borhood community as a source of poThank them for everything they do!
tential volunteers.
Put out the welcome mat for volunMaintain momentum throughout the
teers! Create a “volunteer area”
year. Active recruitment is an ongosomewhere in the school to make voling, continuous process. Use real life
unteers feel welcome, comfortable
examples of students who need tutors/
and special.
mentors, and those success stories of
students who benefited from the help
of volunteers.

School Coordinator’s Toolkit—Section 3

Recruitment Methods
Individual Recruiting:

Delegated Recruiting:



Peer recruitment: parents recruit  Contact local chapters of civic, reliparents, teachers recruit teachers,
gious and social organizations and
students recruit students, and senask them to announce the need for
ior citizens recruit senior citizens.
volunteers, distribute information
and even perhaps appoint a re Visits to homes, stores, and offices
cruitment chairman.
to share brochures, flyers or regis Form a recruitment committee in
trations.
your school to develop resources
 Establish contact with key commuand techniques.
nity leaders and business partners.
Use the faculty and administration of
 Face-to-face approach at school
your school. Explore their social and
orientations, Open House, PTA/
civic contacts.
PTO meetings, school fairs, career
days, parent nights, student councils, school assemblies, service
Where and How to Get
clubs, and religious groups.

Volunteers:

Mass or Public Recruiting:

FAPE Mission Statement
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Remember – volunteers come in all
colors, shapes, sizes and ages.



Contact volunteers from last year, get
them re-committed and have them
help secure more volunteers.



Principal should make an appeal in



Letters to: homes, organizations,
and civic groups.



Selected mailing lists.



Posters or brochures in supermarhis/her letter to parents.
kets, libraries, Laundromats, restaurants, beauty shops, civic halls,  Send a volunteer request home with
school packets or give them out at
doctors offices, banks, drug stores,
room mother’s meetings, at preand senior centers.



Telephone committees.

To provide leadership in the formation
and growth of effective partnerships that
ensure the success for all students.
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school round-up, fall open house, preschool PTA/PTO meetings, etc. This
form, stating specific needs at your
school for volunteer services and days
and times desired, should be in the
form of a checklist with “boxes,” so
parent could check capacities in which
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Recruitment Methods
Where and How to Get
Volunteers:
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Remember that in your community,
outside of your school, there is great
volunteer potential. Volunteers do
not have to be parents in your school.
Contact people in your area – senior
citizens, religious groups, service
groups, civic organizations and businesses.



Place posters in local business establishments – grocery store, retail store,
library, etc., or on church bulletin
boards. Make your own posters or
contact the District Volunteer office
for supply. You may wish to put your
school name and your school phone
number at the bottom of each poster.



Remember – volunteers come in all
colors, shapes, sizes and ages.



Contact volunteers from last year, get
them re-committed and have them
help secure more volunteers.



Principal should make an appeal in
his/her letter to parents.



Send a volunteer request home with
school packets or give them out at
room mother’s meetings, at preschool round-up, fall open house, preschool PTA/PTO meetings, etc. This
form, stating specific needs at your

school for volunteer services and days

and times desired, should be in the
form of a checklist with “boxes,” so
parent could check capacities in which 
he/she whishes to serve and could
designate day(s) and time(s) available
to serve.



FAPE Mission Statement



Advertise in your school newsletter
and PTA/PTO newsletter - do this
every month.

Recruit at each PTA/PTO meeting.
Put “catchy ads” in your local weekly
papers.
Recruitment, whether by “ads,” posters, newsletters, or personal contact,
can and should go on from midsummer throughout the school year.
December is not a good time to recruit, unless you can “slyly” do so at
your various holiday parties.

Coordinators agree that one-to-one
contact is necessary and that recruiting by
brochures is not always advisable.

School Coordinator’s Toolkit—Section 3

Recruitment Methods
Getting Parents and Families
Involved
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Advertise volunteer needs on
school marquees.



Use an “each one, reach one” approach. Ask current parent volunteers to contact at least one other
parent and ask him/her to become
involved.

Print “Volunteer Wanted” notices
in school newsletters. To increase
the possibility of a response, you
can include a clip-off response card
that can be returned for immedi Put notices of one-time volunteer
ate follow-up.
or critical needs on bulletin board
outside your office.
Schedule volunteer recruitment/
orientation – best time is when
 Help teachers identify ways parparents are dropping off or picking
ents could help from home (i.e.,
up students.
build a piece of equipment, make a
poster, paint or repair materials).
Send recruitment flyers home with
students early in the school year,
 Have a “Job Jar” with projects that
preferably before Back to School
can be completed in a short time.
Night. These could include volunteer success stories and a recruit-  Send out a flyer indicating the
ment message.
need for volunteers. List some
ways volunteers can be involved.
Recruit new parents as they register their children in school.
 Work with teachers who are interested in involving parents. A letter
Send fliers to parents of incoming
to parents from the teacher can be
articulating students.
a very effective recruiting tool.



Middle and high school volunteer
coordinators should attend feeder
school activities to recruit rising
parents.



Ask teachers to recruit parents at
conferences and at Back to School
Night.

FAPE Mission Statement





Call to follow up on a conversation
and maintain personal contact
when you aren’t recruiting – build
a network of support.

School Coordinator’s Toolkit—Section 3

Recruitment Methods
presentations.

Getting Senior Involved
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Senior adults and retirees are a
tremendous resource of valuable
skills and experiences for working
with students. The following may
be helpful when recruiting senior
adults and retirees:



Place posters and brochures in
places frequented by senior citizens and retirees – community
centers, libraries, shuffleboard
courts, etc.

 Have a “Senior Breakfast” for perSend a letter from your school
sonal recruitment and image buildprincipal to retirement center acing.
tivities directors asking for support.
Follow-up the letter directly with a  Review neighborhood weekly
recruitment packet (posters, bronewspapers for retiree group
chures, ad slicks, press releases,
meetings.
response cards). Follow-up by
 Form a partnership with retirephone to schedule recruitment
ment groups and associations.

School Coordinator’s Toolkit—Section 3

Recruitment Letter Sample
Dear Parent/Citizen:
Our boys and girls are our most important resources. We share a common purpose – educating children. Many children need individualized attention and you
have had varied experiences which can help our children grow. YOU can help
many of our children in school. We need volunteers to help the teacher in ways
which will allow her to provide more personal assistance to our children.
If you are interested in serving as a volunteer, we will be delighted to hear from
you. The XXXXX Volunteer Program is a project sponsored by XXXXX.
We have attached a list of ways volunteers can assist our school. If you have a
special ability or interest, which has not been listed, please insert it at the
bottom of the sheet.
You are invited to a brief meeting to discuss the volunteer program in more detail. Let us know if you can come!
OR

You are invited to meet with the Volunteer Coordinator to discuss your participation as a volunteer.


Date:

FAPE Mission Statement



Time:
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Place:

Sincerely,

Principal
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Volunteer Coordinator

School Coordinator’s Toolkit—Section 3

Recruitment New Release
Tips for Writing a Good News
Release
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The first paragraph of your news release is the most important. It must
NOTE: The volunteer coordinator is a catch the attention and interest of the
representative for the school body.
editor. Put the most important facts in
All publicity should be the opinion of the first paragraph. Editors often
the school, not one individual. Have shorten news releases to fit space limiall public flyers, news releases, and
tations, so this structure ensures that
PSAs proofed and approved by school essential facts will not be deleted.
administrators.
 A news release gives you an oppor- Summarize the event/accomplishment
tunity to share good news about
and be sure to include all the essential
the people and activities at your
details. Try to answer who, what,
school; to spread the word about a when, where, why and how to the edinoteworthy accomplishment by a tor. Put in all the facts needed to tell
student, an employee, a volunteer, the story in the most direct and simple
or an administrator.
language possible. It is important to
be as straight-forward and concise as
 You should prepare a news release possible.
any time you have good news to
share. Good ideas for news releas- Try to use a simple and objective
es include:
writing style. Avoid using educational
or technical terms and acronyms that
 a special school program or activi- may not be understood. If such terms
ty, a new volunteer program new are an essential part of the news reequipment purchased by the PTA, lease, be sure to clearly define or exLSAC, or other school group excep- plain them.
tional volunteer effort
Most news organizations use material
that focuses on people – what they’re
News Release Structure
There is an easy structure you can fol- doing, what they’ve achieved, and
what they have to say. Remember to
low when you write a news release.
use the “people angle” in your news
This structure is called the inverted
pyramid because it organizes facts in a release to improve your chances of
“top heavy” fashion, or in diminishing getting it published or broadcast.
order of importance.
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Recruitment New Release
Notes or calls of appreciation for stoDon’t be discouraged if all of your re- ries/coverage often go far in securing
leases do not appear in the newspaper future coverage.
or get broadcast on the radio/
Provide the media with more releases
television. Be persistent. Keep at it.
than they will use because they are
Some editor may decide to assign a
influential key communicators.
story based on one of your releases, so Whether the story is used or not, medon’t give up!
dia representatives should be informed.

Tips

Holidays are a good time for news releases. The media usually has to work
ahead to take vacation time off – so
plan accordingly.
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Another way to get your programs in
the paper is to write a letter to the editor. If you see an article in the paper
dealing with education, offer your
opinion or perspective. Don’t let the
community assume that facts presented in one story are necessarily true for
all schools. If your program is different
– if it has successfully handled a similar
situation or is excelling in a specific
area – speak up! Note: If you decide
to write a letter to the editor to garner
attention for your program, your
words are more than just your opinion;
they also speak for your school. Have
school administrators proof and approve all forms of publicized material.
If news is slow, you might try a “Did
You Know…?” type of news release.
This may be one that highlights longterm achievement, or brings to light a
current, on-going effort.

Never ask to review a story before it is
printed. Offer plenty of information
stressing successes and/or how we are
addressing our challenges, but don’t
expect to serve as the paper’s editor.

Some Important Things to Remember to “Win Over” the
Editor:


Be sure to give the day and date of the
event, activity, award, etc.



Be sure to provide the name and
phone number of a person the editor can
contact for more information. When mentioning students, it is a good idea to include the parents’ names.



Even if the release is on school letterhead, it is wise to repeat the school name
and address in the text of the release.



Editors prefer news releases that are
typed and double-spaced.
Editors often need to make publication
notes on the release. Leave an area of
“white space” between the contact infor-
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Recruitment New Release
mation and the body of your copy.

News Release Checklist

If a release continues beyond one
page, it is good to type the word
“more” at the bottom of each page
except the final page. The last page
should read “end.” All pages should be
numbered in case they become separated.



Contact person’s name and phone
number



Date of release



Day, date, time of event



Answers to who, what, when,
where, why and how

The news release should be addressed
to the Editor of a newspaper or the
News Director of a radio or television
station. Exception: address your news
release to a specific news contact person if such a person has requested the
information or if such a person is your
established contact.



If the release is about an individual
– his/her full name, title, school
and phone number



Simple, objective style



Important facts in the opening



Timing. Release is sent out in time
to be published, before event
takes place

It is a good idea to follow up your news
release with a phone call. Occasionally
 Descriptive photo opportunity
you may want to call before the release is published to find out if the media will be sending a representative to
your event, or if they need any additional information.
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Public Service Announcements

School Coordinator’s Toolkit—Section 3

Recruitment—New Release
Example
Leaving No Child Behind
School is opening soon! Our students come back to school each year eager to
learn. Some of our students need special assistance in their quest for school
success. Some of our students need extra challenges to keep them interested.
This is where the school volunteer comes in – you can provide the remediation
that some of our students need and the enrichment that some of them seek.
You can be that extra pair of hands for a teacher and extra caring person for a
student. Last year in Florida, 400,000 school volunteers responded to the
school bell. Will you please be one of the special people who change tomorrow
by volunteering today?
Our schools have a volunteer opportunity to meet the needs of our students
and the interests of the volunteer. You can volunteer in a classroom, media
center, computer lab, or office. You can volunteer with a small group of students, or one on one with a student. You make the contact with the
______________________ Program, we will do the rest.
For more information on school volunteer opportunities in _________________
School District, please call ________________________________.
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Recruitment—Flyer Example

Volunteers in Public Schools
FAPE Mission Statement
To provide leadership in the formation
and growth of effective partnerships that
ensure the success for all students.

Making a BIG Difference!
Call your local school today!
School

Contact/Phone Number
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School Coordinator’s Toolkit—Section 3

Social Media Guidelines Sample
Pinellas County Schools
Communications with Students Via Electronic Media
School Board policy prohibits volunteers from communicating with student
using social media. Policy prohibits volunteers from using , but not limited to,
Facebook, Twitter, Skype, Snap Chat and cell phone messaging.
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Orange County Public Schools, Orlando, Florida
Management Directive B-2 Use of Social Media
To address the fast-changing landscape of the Internet and the way people
communicate and obtain information online, district schools and departments
may consider participating in social media formats to reach a broader audience.
Orange County Public Schools encourages the use of social media to further the
mission and goals of the district where appropriate. The School Board and the
Superintendent have an overriding interest and expectation in deciding who
may "speak" and what is "spoken" on behalf of Orange County Public Schools
on social media sites. This policy establishes guidelines for the use of social media. Orange County Public Schools' Information Technology Governance Committee shall approve what social media outlets may be suitable for use by the
district, its schools and departments. The Public Relations department shall
serve to educate departments on how to best use various Social media outlets
to achieve their goals. (1) All official Orange County Public Schools presences on
social media sites or services are considered an extension of the district's information networks and are governed by school board policy and superintendent
management directives. (2) The superintendent will review department requests to use social media sites and may delegate this review function to the
Chief of Staff office and the Director Public Relations. (3) The Information Technology Governance Committee will advocate using social media to help schools
and departments reach their goals by assisting departments in developing appropriate uses for social media, assisting the selecting of appropriate social media outlets and helping schools and departments define a strategy for engagement using social media. (4) Departments that use social media are responsible
for complying with applicable federal, state, and county laws, regulations, and
policies. This includes adherence to established laws and policies regarding copyright, records retention, Freedom of Information Act (FOIA), First Amendment,
privacy laws and information security policies established by Orange County
Public Schools. (5) Wherever possible, links to more information should direct
users back to the district's official Web site for more information, forms, documents or online services necessary to conduct business with Orange County
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Social Media Guidelines Sample
Public Schools. (6) Employees representing schools or the district via social media outlets must conduct themselves at all times as representatives of Orange
County Public Schools. Employees that fail to conduct themselves in an appropriate manner shall be subject to disciplinary action. (7) The school principal or
department head using social media sites will monitor content on each of the
school or department social media sites to ensure adherence to the social media policy for appropriate use, message and branding consistent with the goals
of Orange County Public Schools. (8) Violation of these standards may result in
the removal of department pages from social media outlets. The school principal or department head retains the authority to remove information. (9) Employees using social media for personal reasons must be mindful of the Code of
Ethics of the Education Profession in Florida (State Board of Education Rule 6B1.001, FAC). Inappropriate behavior outside of the workplace impacts the reputation and status of the school district, and therefore shall result in disciplinary
action. May 21, 2010

SOCIAL MEDIA AWARENESS PROGRAM OCPS PARENTS AND GUARDIANS FREQUENTLY ASKED QUESTIONS Parents and Guardians
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OCPS is committed to the success of nearly 200,000 students. We will use any
means that are legal and appropriate to keep our children safe in a society that
has many dangers. Because social media can be the source of bullying, school
threats or masked cries for help, we believe it is appropriate to monitor public
sites, sites that anyone can view. For security purposes, we will not disclose all
of the details related to monitoring social media. OCPS has adopted a social media awareness program in order to ensure the continued safety and security of
the OCPS community. The district will use software to identify online communications that suggest harm, self-harm, violence, bullying and mischief to property owned or operated by OCPS. If your child witnesses any online posts implying
bullying, harassment or violence on social media, we encourage you to report
those posts immediately. We support the “See Something, Say Something concept” – which means if your student sees or finds something on the Internet or
in their school that does not seem right, it should be reported. The ability to
prevent an incident before it occurs is one of the district’s best approaches to
ensuring the safety of your children.
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Social Media Guidelines Sample
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Faith-Based Guidelines
Using Faith and Fellowship to boost student success!

Alachua County Public Schools needs you—our local faith-based community—to help our students achieve success in and out of the classroom. Please
take a moment to review these four simple ideas for helping the young people in your congregation.
1) Celebrate!
Assign a person (or a few people) to monitor and celebrate student success
when report cards come out and at other times during the school year. Ask
students and parents to bring in report cards and other examples of
achievement. Celebrate not only those students with A’s and B’s but also
those students who are making gains or have achieved some special distinction (Citizen of the Month, National Merit Scholar, etc.). Consider recognizing these students in your church bulletin, e-mails or even by calling them
up during your services. Any amount of recognition and praise goes a long
way!
2) Mentor!
We do have opportunities for community members to mentor our students
at school, but we recognize the value of having other adults in our students’
lives demonstrating the importance of school-- someone they respect who
takes a moment each week to ask about their school assignments, their
spelling test results, or their science fair project. Any time spent with our
students talking about what they’re learning can make a difference!
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3) Read!
Host a book club where students are encouraged to read age-appropriate
books to discuss with their peer group and an adult leader. Or, give trinkets,
prizes and recognition to students for books read outside of school. Any encouragement that our students receive to read for additional time will improve their literacy and help them become life-long readers.
4) Remind!
Remind the members of your congregation of important school-related
dates--in the church bulletin, on bulletin boards and in other ways. This
would include the days that interim reports and report cards are distributed, state testing days, open houses and other critical dates. All parents receive school calendars at the beginning of the school year, but reminders
from their churches would help keep them informed.
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Faith-Based & Community Based
Engagement Opportunities
Pinellas County School Guidelines
Office of Strategic Partnerships Volunteer Program
Faith-based Partnerships Guidelines
Everyone connected with faith-based organizations is expected to follow these simple guidelines to ensure approved and appropriate behavior in school:
Prayer and the encouragement of religious activities with
students, families and/or staff must be avoided during
school volunteer sessions.
Demonstrate strong character traits through examples,
without preaching.
Value the beliefs of all; do not denigrate any other faiths
or non-believers.
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All volunteers in schools must be background check approved to be on a school campus through the Focus Volunteer System and logging their volunteer hours.
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Engagement Opportunities
The Florida Faith-Based and Community-Based Advisory Council is partnering
with state agencies in Florida to provide faith-based and community-based
organizations volunteer opportunities in every community. Volunteers are a
driving force and energy behind faith-based and community-based
organizations that can provide vital services to the community and its citizens.
In order to maximize the effectiveness the state has increasingly been
facilitating collaborations between the government, its agencies, departments
and programs and faith-based and community-based organizations.
Below are state agencies and partners with links to more information and
contact information if you are interested in volunteering with the state
agency.
Agency for Healthcare Administration
Florida KidCare
www.fdhc.state.fl.us/Medicaid/MediKids/index.shtml
Contact: gail.hansen@ahca.myflorida.com
Florida KidCare enrollment is open and families can apply online (https://
www.healthykids.org/apply/) or call 1-888-540-KIDS (5437).
Contact: Rich Robleto at robletor@healthykids.org or (850) 701-6111
Agency for Persons with Disabilities
Contact: Lane Wright at Lane.wright@apdcares.org or (850) 922-9087
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Family Care Council
http://fccflorida.org/
Contact: stephanie_rogers@apd.state.fl.us
Department of Children and Families
Camps for Champions
www.campsforchampions.org
Contact: Johnf_Davis@dcf.state.fl.us or (407) 317-7198
Everybody’s a Teacher
www.dcf.state.fl.us/initiatives/everybodysateacher
Contact: Mary_Cagle@dcf.state.fl.us or (786) 257-5061
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Human Trafficking
Contact: Deborah Polston at deborahpolston@gmail.com or (850) 717-9261
Partners for Promise
www.FLPartnersforPromise.com
Contact: Kriss_Vallese@dcf.state.fl.us
Department of Corrections
http://fldocjobs.com/volunteer/index.html
Contact: Ann Casey at Casey.Ann@mail.dc.state.fl.us or (850) 717 3157
Department of Education
21st Century Community Learning Centers
http://fldoe.org/schools/family-community/activities-programs/21st-centurycommunity-learning-center/
Contact: Ive Vintimilla at Ive.Vintimilla@fldoe.org or (850) 245-0852
Dropout Prevention
http://fldoe.org/schools/family-community/activities-programs/dropoutprevention/
Contact: Lynn Turner at Lynn.Turner@fldoe.org or (850) 245-9954

FAPE Mission Statement
To provide leadership in the formation
and growth of effective partnerships that
ensure the success for all students.

FAPE
3938 Bobbin Brook Circle
Tallahassee, FL 32312
Phone: 352-955-6760
Fax: 352-955-7240
Email: flpie2014@gmail.com

45

Faith & Community-Based Outreach
http://fldoe.org/schools/family-community/activities-programs/faithcommunity-outreach.stml
Contact: Dianne Van der Meer at Dianne.VanderMeer@fldoe.org
or (850) 245-9977
Family and Community Engagement/Awards & Recognition Programs
http://fldoe.org/schools/family-community/activities-programs/parentalinvolvement.stml
Contact: Hope Williams at Hope.Williams@fldoe.org or (850) 245-0842 &
Sade Collins at Sade.Collins@fldoe.org or (850) 245– 9882
Safe Schools
http://www.fldoe.org/schools/safe-healthy-schools/safe-schools/index.stml
Contact: Brooks Rumenik at Brooks.Rumenik@fldoe.org or (850) 245-0749
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The Family & School Partnership for Student Achievement Act
http://www.fldoe.org/family/fspsa.asp
Contact: Hope Williams at Hope.Williams@fldoe.org or (850) 245-0842
Florida After-School Network
http://www.myfan.org/
Contact: Joe Davis at Jdavis@floridacsc.org or (850) 222-4025
Department of Elder Affairs
Contact: Janine Rogers at rogersj@elderaffairs.org or (850) 414-2373
Americorps
http://elderaffairs.state.fl.us/doea/americorps.php
Contact: FDEA AmeriCorps Program Director 850-414-2000
Communities for a Lifetime
http://www.communitiesforalifetime.org
Contact: information@elderaffairs.org or 1-800-96-ELDER (1-800-963-5337)
Long-Term Care Ombudsman Program
http://ombudsman.myflorida.com/Volunteer.php
Contact: LTCOPInformer@elderaffairs.org or 1-888-831-0404
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Respite for Elders Living in Everyday Families – RELIEF
http://elderaffairs.state.fl.us/doea/relief.php
Contact: Christine Kucera or Mary Hodges (850) 414-2000
Senior Companion Program
http://elderaffairs.state.fl.us/doea/senior_companion.php
Contact: (850) 414-2000
Serving Health Insurance Needs of Elders – SHINE
http://www.floridashine.org/
Contact: information@elderaffairs.org or 1-800-96-ELDER (1-800-963-5337)
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ground screening and renewal of applications. It is the responsibility of the
school volunteer coordinator to obtain,
Once a volunteer has been recruited,
understand and implement their disthe screening process is used to ensure
trict’s most current policies and proceappropriate placement, to assess the
dures regarding the application and
volunteer’s skills and to eliminate unscreening process of school volunteers.
desirable applicants. Screening will
provide information to both the organA volunteer application is usually comization/agency and the volunteer. The
pleted prior to the interview. It is posvolunteer learns more about job exsible, however, to have a person fill out
pectations, training requirements and
an application as part of the interview.
the supervisory style of the volunteer
Decisions about timing for taking appliadministrator. The volunteer adminiscations and interviewing depend on
trator assesses the volunteer’s personagency or organization policy, the job
al history as it applies to the requiredescription and the volunteer. Neverments of the job. This assessment can
theless, there should be consistency in
protect the agency from inappropriate
the application process.
placements. There are three essential
steps or elements to the screening of a
The application asks for basic inforvolunteer: application, interview and
mation such as name, address, home
match-making/contract. Each step
and work phone, and availability to
provides different types of information
work. It may ask for the volunteer’s
and commitment from the volunteer
talents and skills, previous volunteer
and the organization.
experience, employment and education, health limitations and references
The Application
from individuals who know the appliThe District Volunteer Coordinator
cant (but who are not friends or relaworks with district personnel, human tives). This information provides clues
resource, and/or legal departments to as to the most suitable placement for
develop a volunteer application. They the volunteer. An individual with
may develop an application applicable many years of executive clerical work,
for all volunteers or separate applica- for example, might enjoy taking a leadtions for mentors, tutors, volunteer
ership role in organizing the recordcoaches, and/or field trip chaperones. keeping system for a volunteer proSome districts support an on-line appli- gram. The application gives inforcation process. The district will also
mation that allows the volunteer adhave developed a policy for backministrator to check with others to

Successful Screening of
Volunteers

FAPE Mission Statement
To provide leadership in the formation
and growth of effective partnerships that
ensure the success for all students.

FAPE
3938 Bobbin Brook Circle
Tallahassee, FL 32312
Phone: 352-955-6760
Fax: 352-955-7240
Email: flpie2014@gmail.com

47

School Coordinator’s Toolkit—Section 4

Volunteer Screening
make certain that the volunteer has
the capability to carry out the position’s responsibilities.

The interviewer is learning about the
volunteer’s background, interests,
training needs and limitations. He/she
is determining how this volunteer will
The volunteer’s references should be
fit in with other volunteers already on
checked. Volunteer organizations and the job. These meeting of the minds
agencies with volunteer programs have between the coordinator and the volbeen facing increased liability insurunteer helps both sides make the right
ance costs. To protect clients/
choices. Having a volunteer decide
members and the organization, it is
against the position at this point is not
essential to check references listed by necessarily bad. A disgruntled volunthe applicant and to do a criminal rec- teer can be a time-drain on a busy volords check when appropriate. In
unteer administrator.
checking references, the volunteer adThe person conducting the interview
ministrator should ask a set of standneeds to know everything possible
ardized questions, which should be the
about the job, including the type of
same from one check to another.
skills required to do the job successfully. The process cannot be rushed. It
should be designed so the volunteer
The Interview
Interviews are an extension of the ap- does the talking. The interviewer must
guard against preset judgments, e.g.,
plication. The interview gives both
parties the opportunity to discuss the elderly people are too frail for this
work.
new volunteer position and to deter-
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mine how the volunteer’s experience
can apply in the new situation. Here,
the volunteer and the interviewer
(usually the volunteer coordinator) are
sharing information. The volunteer
learns about the agency and/or program, how it functions and how he or
she would fit in. The volunteer also
begins to determine how volunteers
are treated in the program.

Since the interview is yet another place
where the volunteer is judging whether he/she wishes to be affiliated with
this organization or agency, an organized, professionally conducted interview sends a message to the volunteer
about the quality of the organization
and its program.
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Know Your Volunteers

At the conclusion of an interview, the
applicant needs to know what to expect next. The interviewer
Achievement-oriented: These are peo- (coordinator) probably has job placeple who simply like to get tasks done. ments in mind, but will need to followThey want to feel they have helped
up with the teacher or supervisor to
make something better. They don’t
finalize assignment. In a school volunseek glory or recognition, but they
teer program, this is the “matchmaking
must have meaningful responsibilities “ process. Matching a volunteer posior they’ll drop out.
tion with a skilled and talented volunteer that can meet the needs of the job
Affiliation-oriented: These people
is a vital piece to successful placement.
have a need to be part of a group.
If effort is put into interviewing and
They enjoy the social aspect of being
matchmaking, retention is promising.
around people. They are dependable,
but should work where there is activi- Once a job placement has been agreed
ty, variety and visibility. They also en- upon, a formal contract is ideal. The
joy recognition.
contract could include the job description, volunteer’s name and phone
Power-oriented: These are good vol- number, name of supervisor/teacher,
unteers who like to accomplish tasks, and time commitments. Make copies
but tend to want to speak out and do of the contract for the volunteer, sutasks their way. This is not necessarily pervisor/teacher, and volunteer coora negative, but they should work in
dinator.
settings where they have some responsibility. They enjoy leadership roles
and need recognition for their accomplishments.
There are three types of people who
volunteer:
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Matchmaking/Contract

Understanding the motivation of
people assures proper placement and
retention of volunteers.
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job (regular schedule or flexible
hours).
 Stress commitment and confidentiOnce you have recruited a potential
ality.
volunteer, or had a volunteer refereed
 Complete the registration form
to your school from the area office,
during the interview.
schedule adequate time for an inter Review the school profile and the
view to discuss specific placement
school system as a whole.
options. The volunteer handbook is
designed for use during the interNecessary supplies for the volunteer:
view. Returning volunteers do not
 Volunteer registration form.
have to be interviewed.
 Volunteer Handbook (with map
locator).
The interview from the manager:
 Log Sheet or instructions to log
 Explore the volunteer’s motivahours in the volunteer system.
tions with and unique talents.
 Training Calendar
 Match the volunteer’s qualifications with an appropriate placeScreening Assessment
ment.
 Determine if the volunteer would Checklist
work well on your school team.
 Does your application form include
a request for references who are
The interview from the volunteer:
not relatives or friends?
 Explore the variety of jobs
available.
 Is there a statement on the appli Inquire about the skills needed for
cation form that requires a signaspecific jobs.
ture, giving permission for a crimi Determine if the work will be ennal records check? This is especialjoyable and fulfilling.
ly important for volunteer positions that require working with
Important information for the volunchildren and vulnerable adults.
teer:
 Explain the job requirements and
 Are references routinely checked?
the supervision.
 Specify the work environment
 Are mentors, tutors, and volunteer
(working with children, adults, or
coaches fingerprinted or screened
working alone).
on a more stringent level?
 Discuss the hours needed to do the

Interviewing A Potential
Volunteer
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Are criminal records checks made
when volunteer discloses past arrests?
Is this done on all volunteers?



Include them in planning and decision-making.



Allow volunteers to talk with staff
they’ll be working with.



Have a job description for each
routine volunteer opportunity.



Are volunteers who work with children or vulnerable adults always
 Provide meaningful assignments,
personally interviewed?
increase responsibility and keep it
exciting.
 Are there written policies and procedures that govern the behavior  Use a checklist for activities so volunteers are clear on what’s exof adults in relationship to children
pected of them.
or vulnerable adults?
 Are training opportunities/
 Listen to volunteer feedback and
requirements explained to volunremember to stress to volunteers
teers during the interview?
their importance.
During training does staff have the  Be prepared for a volunteer’s arrival. Don’t wait until your volunopportunity to assess volunteers in
teers arrive to decide what they
situations that simulate what they
will do that day.
will experience when working in
their volunteer jobs?
 Cross-train volunteers for various
positions.
 Do interviewers use non-directive
 Make sure each volunteer assignquestioning techniques?
ment will take up its allotted time.
 the screening process regularly
 Let your volunteers know they’ll
reviewed?
have professional back-up and support when needed.
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Remember awards and recognition.



A good interview upon application.  Watch for individuals who show
initiative, who offer suggestions, who
 Match their skills to the job you
work well both alone and with others.
need them to do.


Be open to creating new positions
if a volunteer requests it.



If the volunteer numbers start to decline, study the reasons why they are
leaving.
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at YOUR school.
Ask the district facilitator if they
You should hold a volunteer orientaare available to thank volunteers
tion at the beginning of the school
for their service and/or provide the
year. This is the easiest way to welorientation information.
come new and experienced volunteers
 Offer refreshments (ask a business
to your school and provide/remind
partner to sponsor the food).
them of county and school policies re
Have fun!
garding the volunteer program. A
“Welcome Back Volunteer OrientaIndividual Orientation
tion” can be as simple as a ½ hour
meeting one morning or as elaborate It will probably be necessary to also
as a breakfast with speakers. Be sure provide impromptu orientations to
to:
ensure that volunteers who are re Provide at least a two-week notice cruited throughout the year are familby invitation or flyer. (Request an iar with the policies and procedures of
RSVP if this is a first-time event or your school. This can be done after
you are providing refreshments.)
interviewing, but prior to job place Ask a school administrator to be
ment.
present to greet and thank volunTraining
teers.
 Ask the administrator for their in- Volunteer training is used to instruct
put on what they would like revolunteers about a specific volunteer
viewed during the orientation.
job. The purpose is to provide volun Review volunteer guidelines and
teer support that will readily meet the
any additional policies or proceneeds of school staff and students.
dures set by your school.
Training also renders volunteers more
 Have a sign-in sheet to record the comfortable and knowledgeable in the
volunteers’ names, phone numtasks they are asked to accomplish.
bers, e-mail addresses (optional), Trainings and increased job responsiand child’s teacher.
bility is a major key in volunteer
 Have a sign-up sheet to recruit vol- productivity and retention.
unteers for specific jobs or activiA district administrator, a teacher,
ties.
the media specialist, the volunteer
 Hand out the School Volunteer
Handbook and a recruitment flyer coordinator, or anyone who superthat describes the volunteer needs vises the volunteer(s) may provide

Group Orientation
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volunteer training. Trainings might be  Helps school personnel locate the
provided in tutoring, mentoring, health
volunteer in case of an emergency.
screening, library work, etc. They may  Used for school and volunteer
be offered one-on-one during the volrecognition. Schools can earn a
unteer’s normal work hours or with
Golden School Award based on the
groups at specially scheduled times. It
number of volunteer hours recordis important that thought is given to
ed.
the training objectives, content, and
outcome.
Volunteer Opportunities
 Describe the volunteer positions
available – needs assessment and
Before a new volunteer begins to
teacher requests should be comwork directly with a teacher or other
pleted prior to the orientation.
staff member, the school-based vol Provide training schedule for volunteer coordinator and/or district
unteer positions requiring training.
coordinator needs to orient the volunteer to the school and the school
and district volunteer program poli- Role of Volunteer
 Complete the registration/
cies. This can be done in a group
setting or individually. A volunteer
application form.
handbook is the guide for volunteer  Work under the direction and suorientation.
pervision of teacher or other staff
member.
Topics to be covered in the orienta Maintain strict confidentiality.
tion should include:
 Notify teacher or school if they
Policies and Procedures
must be absent.
 The importance of a volunteer ap-  Sign-in and out in the Volunteer
plication.
Log Book when volunteering.

Signing In and Out – Recording Hours
 Used to tabulate the hours of service at the school.
 Protects the volunteer in case of
an accident by proving it was work
related. Each volunteer is protected by the School Board’s Workman’s Compensation policy.

Volunteer Guidelines
 Maintain consistent and regular
attendance; call school when absent.
 Follow regulations and procedures
of school.
 Wear a school volunteer pin or
name tag.
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Discuss school problems with staff
members, at appropriate times.
Observe discretion in commenting
on school matters.
School attire should be neat, clean
and appropriate for school.
It is recommended that school volunteers do not assist in their own
child’s classroom unless requested
by that teacher.
School volunteers work only with
teachers that request assistance.
Volunteers may want to observe
their first time.

Volunteers DO NOT:
 Diagnose student weaknesses and
strengths.
 Prescribe activities for students.
 Evaluate student progress.
 Discipline students.
 Bring children with them while volunteering.

FAPE Mission Statement
To provide leadership in the formation
and growth of effective partnerships that
ensure the success for all students.

FAPE
3938 Bobbin Brook Circle
Tallahassee, FL 32312
Phone: 352-955-6760
Fax: 352-955-7240
Email: flpie2014@gmail.com

56

Teacher Expectations
 Promptness
 Love of children
 Enthusiasm
 Flexibility
 Dependability
 Patience
 Loyalty
 Business like attitude
 Imagination and creativity
 No-disruptive influence
 Tact





Sense of humor
Initiative
Interest in helping for the benefit
of the community

Volunteers must:
 Be willing to help, ask for directions, follow instructions, take
training, and try a variety of approaches and techniques with students.


Be pleasant, friendly, have a warm,
positive attitude.



Dress appropriately for the activity.



Be sensitive to children’s needs.



Know that the teacher is the
authority.



Be sensitive to teacher’s time
needs.



Be capable of maintaining firm but
kind discipline when working with
small groups of children.



Be discreet and trustworthy with
confidential matters relating to
students.

Important School Information



Parking
Sing in forms, nametags and location
 Restroom
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School Map
Media Center
School Clinic
Lounge (are there restrictions on
its use)
 School Calendar
 Cafeteria
 Absence procedures for volunteers
Volunteer Problems or Issues
Sometimes it becomes necessary to
remove a volunteer from a school or
from the district-wide program. It is
recommended that the school notify
the district coordinator as soon as possible since most of these volunteers
will later contact the district coordinator. The school has every right to remove a volunteer if they are acting
inappropriately or violating school and
district volunteer policies.
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*This information must be provided to
the district volunteer coordinator,
since it will be necessary to document
the incidents and possibly red flag the
volunteer from other school sites.

Volunteer Tasks at the
Secondary Level
Volunteers are not utilized in secondary schools to the extent that they are
in elementary schools. However, there
are many ways in which they can help
in middle and high schools. Below is a
list of ways that secondary level
schools can utilize volunteers.

1. Special speakers about careers,
experiences, travel, etc.
2. Help students in the guidance
office find answers to questions
about careers and universities.
3. Help students on special projects.
Some volunteer issues that arise:
4. Help students with resource mate Using district computers inapprorials in the library.
priately. *
5. Assist in the school clinic.
 Consistently entering areas that
6. Read textbooks to students with
are off limits to volunteers.
reading programs.
 Parents consistently wishing to
7. Assist students with handicaps.
discuss their child’s or another
8. Assist in science labs.
child’s school performance with a
9. Assist in vocational classes.
teacher during class time.
10. Accompany students on choral,
 Violating confidentiality.
band, club or athletic trips.
 Being advised that a volunteer was
11. Assist talented students in art,
dishonest in disclosing justice sysmusic, acting, etc.
tem experience or did not make a
12. Help arrange field trips.
complete disclosure. *
13. Help arrange field trips.
 Harming a child. *
14. Assist in developing school publications.
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15. Assist in putting on student performances.
16. Help students who were absent
make up assignments.
17. Help non-English speaking students with vocabulary and conversational skills.
18. Assist in organizing a college fair.
19. Assist teachers in gathering resources for units of study.
20. Serve as math tutors.
21. Serve on a “homework hotline”
team.
22. Assist athletic coaches.
23. Serve as a listener for students.
24. Perform clerical duties.
25. Assist in arranging and supervising
special school events.
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14. Play games at recess.
15. Assist with visual tests.
16. Prepare visual materials.
17. Develop programmed materials.
18. Grade papers.
19. Prepare bulletin boards.
20. Help with book fairs.
21. Help under-achievers.
22. Reinforce spelling words.
23. Help select library books.
24. Assist with field trips.
25. Make props for plays.
26. Set up or run bookstore or book

exchange.
27. Gather resource materials.
28. Help children learn to type.
29. Help children with arts and crafts.
30. Help with cooking projects.
75 Ways Volunteers Can Help 31. Check out books from the library.
at the Elementary Level
32. Set up experiments.
These suggestions are only a begin33. Take attendance.
ning! Think of other ways that volun- 34. Collect lunch money.
teers can help!
35. Escort children to bathroom, media center, cafeteria, etc.
1. Tell stories to children.
36. Work on perceptual activities.
2. Listen to children read.
37. Make list of library resources.
3. Conduct flash card drills.
38. Prepare teaching materials.
4. Provide individual help.
39. Work with handicapped child.
5. Assist in learning centers.
40. Record grades.
6. Set up learning centers.
41. Supervise groups taking tests.
7. Help contact parents.
42. Discuss careers or hobbies.
8. Reproduce materials.
43. Show a filmstrip to a group.
9. Work in clinic or media center.
10. Check out audio-visual equipment. 44. Help young children with walking a
balance beam, jumping rope or skip11. Practice vocabulary with nonping.
12. Make instructional games.
45. Reinforce learning alphabet.
13. Play instructional games.
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46. Reinforce recognition of numerals.
47. Drill recognition of color words.
48. Talk to children – be a friend.
49. Help children with motor skill
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problems.
50. Help children learn a foreign language.
51. Play a musical instrument.
52. Help students play instruments.
53. Make puppets.
54. Dramatize a story.
55. Help with handwriting practice.
56. Set up “grocery store” to practice
math skills.
57. Drill spelling words.
58. Make reading carrels from boxes.
59. Tell stories- with puppets.- with
flannel board.
60. Assist with sing-a-longs.
61. Show slides- life in other countries.
- parts of the United States.
62. Discuss care and training of pets.
63. Demonstrate different artistic abilities.
64. Discuss life from the point of view
of a person with a handicap and the
importance of understanding others.
65. Discuss different handicaps.
66. Discuss attitudes, feelings and
emotions.
67. Share ethnic backgrounds and experiences.
68. Discuss farm life and farm animals.
69. Demonstrate gardening skills.
70. Help prepare assembly programs.
71. Discuss holidays and special occa-

sions.
72. Discuss aspects of safety.
73. Share information about local
history.
74. Demonstrate pioneer craftsweaving.- candle making.- soap
making. musical instruments toys and
dolls.
75. Assist in preparing courses inphotography-creative dramaticsknitting.- square dancing.

Questions and Answers
You have recruited successfully, now
your prospective school volunteer has
some questions. Here are answers to
some commonly asked questions:
How do I become a volunteer?
Any person interested in volunteering
may do so by contacting the volunteer
coordinator at the desired school or by
calling the District Volunteer Program
Office.
What are the qualifications to become
a school volunteer?
The qualifications to be a school volunteer are a personal desire to help, a
sincere interest in students, an ability
to follow school procedures and policies, and a willingness to make a definite time commitment. Any training
that is needed will be provided by the
teacher or the School District Volunteer Coordinator. A teaching back-
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ground is not required as volunteers
work under the direction of the
school’s professional staff.
May I bring my pre-school child with
me?
No, bringing pre-school children with
you to school presents a liability problem for the school. In addition, having
a very young child in a classroom interrupts class procedures, disrupts the
students, and prevents the volunteer
from giving full attention to the work
the teacher has prepared. Many
school volunteers with pre-school children have formed a cooperative
babysitting service among themselves
and take turns with babysitting. This
can be worked out among volunteers
at individual schools. You can, however, still help the school by making arrangements to do work at home.
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school personnel and practices is not
acceptable. Your job in school is as a
professional working with other professionals.
May I choose the teacher with whom I
wish to work?
Volunteers are only placed in classrooms where teachers have specifically
requested their assistance. The School
Volunteer Coordinator and school administrators make the decisions about
placement of volunteers.

May I bring my pre-school child with
me?
No, bringing pre-school children with
you to school presents a liability problem for the school. In addition, having
a very young child in a classroom interrupts class procedures, disrupts the
students, and prevents the volunteer
from giving full attention to the work
When friends and neighbors ask me
the teacher has prepared. Many
about school, what may I tell them?
school volunteers with pre-school chilVolunteers can be a big help in repre- dren have formed a cooperative
senting the school to the community. babysitting service among themselves
We want you to talk about your school and take turns with babysitting. This
and your involvement. You may have can be worked out among volunteers
access to “privileged information”
at individual schools. You can, howevwhich, naturally, should be treated as er, still help the school by making arsuch. “Privileged information” is derangements to do work at home.
fined as personal records, grades, test
scores, behavior and attitude of stuWhen friends and neighbors ask me
dents. This is important school busiabout school, what may I tell them?
ness and should never be discussed
Volunteers can be a big help in repreoutside of the school. Criticizing
senting the school to the community.
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We want you to talk about your school
and your involvement. You may have
access to “privileged information”
which, naturally, should be treated as
such. “Privileged information” is defined as personal records, grades, test
scores, behavior and attitude of students. This is important school business and should never be discussed
outside of the school. Criticizing
school personnel and practices is not
acceptable. Your job in school is as a
professional working with other professionals.
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What do I do about discipline?
Disciplinary action is the legal responsibility of teachers. Volunteers should
never be put in a position of having to
enforce discipline. If you are having a
problem, immediately inform the
teacher.

What should I do if I am unable to be
at the school at my assigned time?
As soon as you are aware that you will
be unable to be at the school at your
assigned time, call school personnel to
let them know. The teacher has
planned his/her schedule according to
May I choose the teacher with whom I the time that you have agreed to help.
wish to work?
If possible, please keep your assigned
Volunteers are only placed in classschedule.
rooms where teachers have specifically
Why is it important for me to sign-in
requested their assistance. The School
and out each time I volunteer at a
Volunteer Coordinator and school adschool?
ministrators make the decisions about
There are many reasons this requireplacement of volunteers.
ment is necessary: maintaining school
What if I am not happy with the job
security, verification of volunteer serassigned to me?
vice for future employment, liability
Feel free to say so. Communicate with purposes, location of volunteer in case
the School Volunteer Coordinator.
of emergency, and recognition of volEvery effort is made to place volununteer for awards. The recording of
teers in a situation which matches the hours is also documentation for Goldneeds of both the volunteer and the
en School Award and Five Star School
job. There are enough different jobs
Award, presented each year by the
for everyone to feel comfortable.
Florida Department of Education for
Teachers also have the opportunity to outstanding volunteer programs.
ask for a different assignment for a
volunteer.
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I’d like to volunteer, but I can’t offer
my services on a regular basis. Can I
still volunteer?
Yes! You may be a special activity volunteer who is involved with special
school projects. You might volunteer
during a weekend PTA event. You may
also take volunteer work home to execute at a more convenient time.
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Introduction—Record Keeping
Volunteer Application
The District Volunteer Coordinator works with district personnel, human resource, and/or legal departments to develop a volunteer application. They may
develop an application applicable for all volunteers or separate applications for
mentors, tutors, volunteer coaches, and/or field trip chaperones. Some districts
support an on-line application process. The district will also have developed a
policy for background screening and renewal of applications. It is the responsibility of the school volunteer coordinator to obtain, understand and implement
their district’s most current policies and procedures regarding the application
and screening process of school volunteers.

Signing In/Out & Wearing Name badges
The school site is responsible for tracking guests/volunteers on campus. This
can easily be accomplished with Volunteer Sign In/Out forms in a sign-in book
(or a Computer Sign In/Out program) and providing name badge identification.
The district might provide this method of record keeping, or the school might
implement their own method. Position sign-in book (or computer program),
name badges, and applications in an easily accessible location (often in the front
office). Keeping track of volunteers on campus is necessary for the safety of
students and volunteers.

FAPE Mission Statement
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The I/O form also serves as the method for recording volunteer service hours.
Samples of Sign In/Out forms are included. The individual volunteer sign-in
form is a record for one volunteer and is usually kept in the Volunteer Sign-In
Book. How elaborate this form is will depend on the information a district or
school would like obtained. The Special Activity Sign-In can be used when volunteers do not have access to their individual sign-in forms during weekend and
evening activities. It is important to remind volunteers to record field trip
chaperone hours and at-home volunteer hours.

Reporting Hours to District
FAPE
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The school volunteer coordinator is responsible for reporting volunteer hours to
the district. The district will provide a method for reporting total volunteer
hours. The information required will be based on state and district requirements. The school’s Sign In/Out forms should reflect the information the
school is required to report to the district.
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Hours may be reported by individual volunteer totals, or by monthly school totals. A school might be required to report service hour totals in volunteer categories such as mentor hours, tutor hours, etc. The school’s total volunteer
hours determines the school’s eligibility for the Golden School Award. Secondary schools are required to keep track of their own students’ service hours to
other schools for the Silver School Award. The volunteer hours may also be
used to record and recognize an individual volunteer’s service.

End-of-Year Report (Annual Survey) to District
Each district prepares and distributes an annual survey. It is the school volunteer coordinator’s responsibility to obtain, complete, and submit this report to
the district. The survey will include total volunteer hours for the school year
and total active volunteers in the three age categories (under 21, 21-61, 62+).
The annual survey information is gathered from the monthly volunteer hour
reports and the volunteer applications (or volunteer database). Additional information may be requested, such as number of mentors and hours served by
college students, state government, military business, Take Stock in Children,
Boys & Girls Clubs, HOSTS, AmeriCorps, Big Brothers/Sisters, and other mentoring/tutoring groups. The District Volunteer Coordinator provides the accumulated report for all schools, district-wide, to Florida Department of Education.
The end-of-year report may also include forms to complete for district and/or
Florida Dept. of Education Awards (see Section 8 - Awards).
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Volunteer Hours – Why Bother Counting Them?
Tracking volunteer hours can be a somewhat tedious task for the Volunteer Coordinator, but it is an important one for several reasons:
 Provides accountability to your community for their involvement
 Helps to qualify your school for the Golden and/or Silver School Award
 Satisfies one of the criteria for the Five Star School Award
 Serves as a strong indicator that your school’s administration values community involvement at your school
 Provides statistical information that could prove beneficial if your school is
looking to apply for grants.
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Example
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Introduction—Record Keeping—
Example
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Recognition
Recognition should be an ongoing process, a smile or word of thanks from the
volunteer coordinator, the teacher, students, etc. Official recognition can take
place:
 Florida School Volunteer Month – February
 National Volunteer Week – April (usually third week in April)
 End-of the year school recognition event
 District volunteer recognition event
 Certificates/awards/plaques
 Publicity in newsletters, newspaper
 Bulletin boards saluting volunteers
 Nominate volunteers for awards

Ideas for School Volunteer Month (February)
& National Volunteer Week (in April)
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Use school marquee to thank volunteers.
Mention volunteer contributions and expressions of appreciation in any
memo, newsletter, etc., sent home to parents.
Standard “Dear Volunteer” letter from principal expressing appreciation and
providing coupon good for free cup of coffee in school cafeteria (if you
come on cinnamon bun day, you may have a bun, too!) or inviting volunteers to enjoy refreshments provided in the office during School Volunteer
Week.
Letter from principal with red heart coupon enclosed that could be redeemed for free lunch during School Volunteer Month. May limit this offer
to volunteers with certain number of hours, such as 20. Might phrase invitation to join students and/or teacher for lunch.
Bulletin board in school office or prominent location in hallway, media center or cafeteria. Suggest Valentine theme. Might also include student
thank you notes, poems or pictures. Examples of bulletin board ideas are:
“We are Volunteers!” With photos of volunteers working throughout the
school or hearts with volunteers’ names in them surrounding board: “name
of school Volunteers are Real Sweethearts;” “name of school Volunteers
Give from Their Hearts;” happy Snoopy picture with saying “Love is Volunteers” with volunteer names in hearts.
Faculty wears buttons “We Love Our Volunteers” during School Volunteer
Month. These can be made at minimal cost and can be used again in the
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fall for recruitment.
Provide flowers for your regular volunteers near the volunteer sign-in location.
Suggestions: flowers from someone’s yard, paper flowers made by students, floral
arrangement for their enjoyment donated by florist, or vase of red carnations.
Might use the slogan “For all you do, this bud’s for you.”



Provide heart-shaped box of candy at volunteer sign-in locations with note to help
themselves.



Large valentine signed by all school faculty and staff on bulletin board near sign-in
location.



Make a large valentine from the whole class and have everyone sign it. (Laminate
it; your volunteer will treasure it forever!)



Make a huge valentine for a class bulletin board with the words, “Our heart is not
as big as your love” and have all the kids in the class sign it.



Class bulletin board using any theme expressing appreciation for volunteers: picture of strawberries and message “We’d be in a jam without your help!” Large valentine tree (leaves are hearts with names or pictures).



Providing news releases on: volunteer program and opportunities; exceptional volunteers and their services.

School Level Recognition
Many district level coordinators will supply schools with volunteer certificates
for those volunteers not being recognized at the district level.
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Many schools designate their school’s volunteer of the year and use this event
to honor them. Most volunteers do not expect gifts. A special time to meet
and greet other volunteers is always appreciated.
Volunteer’s Survival Kit
Put this in a baggie or small gift bag for each volunteer.
1. A Tootsie Roll – to help you roll with the punches.
2. Toothpick – To help you pick out the good qualities in others.
3. Penny – so that you have enough “cents” (sense) to realize what a valuable
asset you are.
4. Lifesaver – to remind you of the many times others need your help and you
need their help.
5. Rubber Band – reminder to stay flexible.
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6. Paper Clip – to help hold it all together.
7. Candle – a reminder to share your light.
8. Marble – to help keep you rolling (or in case you lose yours).
9. Puzzle Piece – without you, things wouldn’t be complete.
10. Nuts – to be a little nutty sometimes and have a good laugh.
11. Candy Kisses – you are appreciated, even when people forget to say so.
12. Envelopes – working together we envelop children with the help they need.
13. Mint – keep a cool head in all situations.
14. A Sucker – if we work as a team, we can lick anything.

Bookmarks using volunteer quotes


Some get and forget. Some give and forgive. – unknown



Service to others is the rent you pay for your room here on Earth. – Mohammed Ali



You make a living by what you get…..You make a life by what you give. –
unknown



If you don’t ask…..they don’t have an opportunity to say YES. – unknown



You can change tomorrow by volunteering today. – unknown

FAPE Mission Statement
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The best and most beautiful things in the world cannot be seen nor
touched…..but felt in the heart. – Helen Keller



If you want to change the world, be that change. – Gandhi



It is not how much you do, but how much love you put in the doing. – Mother Theresa



We are paid best for the things we do for nothing. – unknown



If you ever need a helping hand, it is at the end of your arm. As you get older you must remember you have a second hand. The first one is to help
yourself. The second hand is to help others. – Audrey Hepburn
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Remember, we all stumble, every one of us. That’s why it’s a comfort to go
hand in hand. – Emily Kimbrough



A candle loses nothing of its light when lighting another. – Kahlil Gibran



Volunteers don’t necessarily have the time, but they have the heart. – unknown



Refusing to ask for help when you need it is refusing someone the chance to
be helpful. – unknown



We can’t do much about the length of our lives, but we can do plenty about
its width and depth. – Evan Esar



The measure of a life is not its duration, but its donation. – Peter Marshall



I slept and I dreamed that life is all joy, I woke and I saw that life is all service. I served and I saw that service is joy. – Mother Theresa



Life is no brief candle to me. It is a sort of splendid torch which I have got
hold of for a moment and I want to make it burn as brightly as possible before handing it on to future generations. – George Bernard Shaw



There is no better exercise for your heart than reaching down and helping to
lift someone up. – Bernard Metzler



If you want to lift yourself up, lift up someone else. – Booker T. Washington



No act of kindness, no matter how small, is ever wasted. – Aesop



Kindness is more important than wisdom and the recognition of this is the
beginning of wisdom. – Theodore Isaac Rubin



When you are kind to someone in trouble, you hope they’ll remember and
be kind to someone else, and it’ll become like wildfire. – Whoopi Goldberg



I don’t know what your destiny will be…..but one thing I know…..the only
ones among you who will be really happy are those who will have sought
and found how to serve. – Dr. Albert Schweitzer
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If there be any truer measure of a man than what he does, it must be what
he gives. – unknown



He who criticizes is seldom forgiven. He who encourages is seldom forgotten. – unknown



If you don’t have time to do it right, when will you have time to do it over? –
unknown



Stress is what happens when your gut says “No” but your mouth says “Of
course, I’d be glad to do it.” – unknown

23 Ways to Show Appreciation to Your Volunteers
1. Greet the volunteer by name; encourage students to use volunteer’s name.
2. Thank the volunteer personally each day, noting special contributions.
3. Set a time to talk with the volunteer when children are not present; speak
with the volunteer each day before departure.
4. Celebrate the volunteer’s birthday, and encourage students to write occasional thank you notes.
5. Use the volunteer’s special talents, knowledge and interests in assigning
tasks.
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6. Give the volunteer increasing responsibilities and more challenging tasks.
7. Share articles and books of mutual interests – on child development, learning styles or content area in which the volunteer works.

8. Include the volunteer when planning class activities.
9. Include the volunteer in staff meetings and in-service training when appropriate.
10. Send a letter of appreciation.
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11. Call or write when the volunteer is absent or ill.
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13. Seek training opportunities for the volunteer, at school or district level.
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12. Invite experienced volunteers to train new volunteers.

14. Write an article on the volunteer’s contributions for your school newsletter
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or community paper.
15. Ask the volunteer coordinator or school community relations staff person
about a feature story on volunteers for the newspaper, radio or TV station.
16. Nominate your volunteer for a volunteer award.
17. Celebrate outstanding contributions or achievements.
18. Commend the volunteer to supervisory staff.
19. Ask volunteers to help evaluate program and suggest improvements.
20. Ask the children to evaluate the performance of volunteers; share their
comments with the volunteers.
21. Accommodate the volunteer’s personal needs and challenges.
22. Empower the volunteer to grow on the job.

23. Write a letter of recommendation when the volunteer requests it.
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Florida Department of Education Awards & Recognition
Programs
http://www.fldoe.org/schools/family-community/activities-programs/volunteer
-community-involvement/
Volunteer and Community Involvement programs develop community resources in response to the differing needs of classrooms. By accessing the many
diverse resources found in communities, these programs enrich and enhance
school curriculum. A wide array of community partners enables these programs
to maximize their impact. Volunteers may tutor, mentor, assist in the classroom, help with fundraising, participate in developing school plans, as well as
many other opportunities. Recognition awards promote community involvement as well as highlight outstanding volunteer practices and showcase exemplary projects which are then shared statewide. The following are the district
Volunteer Program Contacts who manage the volunteer program and the award
process for each school district:

The Five Star School Award was created by the Commissioner's Commu-
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nity Involvement Council and is presented annually to those schools that have
shown evidence of exemplary community involvement. In order to earn Five
Star School recognition, a school must show documentation that it has achieved
100 percent of the established criteria in the following categories.
 Business partnerships
 Family Involvement
 Volunteerism
 Student Community Service
 School Advisory Councils
Instructions and Application Form Five Star Application (Word) Guidelines are
available
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The Golden And Silver Schools Awards
The Florida Department of Education presents the Golden and Silver School
Awards to recognize exemplary programs, which promote parent and community involvement in education.
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The Golden School Award recognizes elementary, secondary and adult schools
that meet the following criteria:

1. A minimum of 80 percent of the school staff participated in training related
2.
3.

4.
5.

to school volunteerism.
A school volunteer coordinator is designated for recruitment, placement,
training and supervision of school volunteers.
The total number of hours of volunteer service equals twice the number of
students enrolled in the school. Any volunteer activity that contributes to
student improvement may be counted. (Example: fundraising)
The composite student volunteer hours must equal at least one half the
total number of students (FTE count) in the sending school (i.e., 2,000 students - 1,000 volunteer hours.)
Elementary schools are not eligible for this award.

Instructions and Application Form Golden and Silver School Awards Nomination Form (PDF)
The Outstanding School Volunteer Award
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The Outstanding School Volunteer Award is presented annually to school volunteers who have shown outstanding dedication and commitment to quality
education in Florida. The Outstanding School Volunteer award recognizes a student, adult, and a senior volunteer in each of Florida’s Five Reporting Regions.
Application Form Outstanding School Volunteer Award Application Form (PDF)
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Family & Community Involvement Award
The Family and Community Involvement Award is sponsored with the Florida
PTA and State Farm Insurance and supported through business partnerships.
School-level family and community involvement programs are evaluated on
their:
 impact on family involvement,
 ability to be replicated,
 relationship to the goals and objectives of the school,
 participation of parents/families in the planning and implementation,
 uniqueness and innovation,
 impact on school improvement,
 method of funding, and
 partnerships.

The Florida PTA recognizes the winning programs at a luncheon during their
summer leadership conference. Over 1000 PTA members honor the ten regional
program winners and attend workshops featuring the exemplary programs. The
booklet, SPARKPLUGS, (PDF) is produced annually with a summary of model
family involvement programs from participating districts.
Family and Community Involvement Award Form (PDF)
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2015-2016 Programs List (Wprd)



2014-2015 Programs List (Word)



2013-2014 Programs List (Word)



2012-2013 Programs List (Word)



2011-2012 Programs List (Word)



2010-2011 Programs List (Word)
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School Based Awards
FAPE Community Engagement Volunteer Award
 Five Star Award
 Volunteer of the Month
 Teacher/Volunteer Team
 Awards based on hours served: 100, 500, 1000 etc. hours
 Awards based on years served: 1, 5, 10, 20 etc...years
 Outstanding School Volunteer Award category
Youth
Tutor
Business Partners of the year
Motivator
Volunteer of the Month
Florida Department of Education link: http://www.fldoe.org/
schools/family-community/activities-programs/volunteercommunity-involvement
Commissioner’s Business Recognition Award (CBRA)
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The Commissioner's Business Recognition Awards (CBRA) program was
established in 1987 by the Florida Commissioner of Education. This program recognizes businesses from around the state of Florida that have
shown the most commitment, creativity and innovation in bringing about
positive change to schools and school districts.
The honorees are selected by each school district, based on the significant impact the business partnership had on the students in a particular K
-12 public school or district wide. The recognition by the district and the
Commissioner instills a sense of pride and accomplishment that makes
businesses more likely to continue partnering with the schools in their area.
In 2015, the Commissioner's Business Recognition event was held in
conjunction with the Florida Chamber Foundation's Education Summit.
This year the 2016 Commissioner's Business Recognition honorees will
be recognized during the
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Retention of Volunteers
Retention begins very early in the relationship with volunteers. From the first
contact to the registration, interview, and final placement of the volunteer, follow-up is extremely important. Response to news items and radio spots as well
as word-of-mouth referrals are sometimes received in the district volunteer
office and referred to the school-based coordinators. The follow-up continues
in a timely manner until the volunteer has been interviewed and satisfactorily
placed.
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What are the keys to retaining volunteers?
 Provide benefits, incentives, perks, rewards, and recognition. Examples:
letters from students and the principal, certificates, bulletin board and
sweet treats. Let them know how valued they are.
 Don’t overload them with multiple jobs.
 Offer ongoing education.
 Promote deserving volunteers to roles of greater responsibility.
 Conduct exit interviews to determine what can be changed to make the
next volunteer’s experience better.
 Provide volunteers with personal workspace.
 Provide them with ongoing supervision.
 Have clear job descriptions.
 Get a volunteer’s commitment.
 Offer meaningful work. If it’s “grunt work,” let the volunteer know why it’s
necessary.
 Say “thank you” often.
 Do frequent evaluations.
 Let volunteers know the impact of what they’re doing.
 Provide starting and ending times for jobs.
 Provide an “open door” for discussion of any problems as they arise.
 Train your staff in ways to work with and support volunteers.
 Plan and prepare for the volunteer’s visit.
 Some are motivated by new challenges, others by relationships. Find out
what is motivating to each volunteer and provide it as appropriate.

School Coordinator’s Toolkit—Section 8

Retention & Evaluation—
Example
Exit Interview Questionnaire
Please express yourself freely. It is hopeful that his exit interview will help us
part friends, as well as provide insight into possible improvements. All information will be kept strictly confidential.
Why did your end your current volunteering?
 Personal
 Scheduling conflict
 Dissatisfied with Experience
Comments:
What went well during your experience?
What are some concerns that you had?
What are some suggestions you have for improvements?
Would you recommend to others that they become school volunteers?
Rate your overall volunteering experience.
1 low2 3 4 5 6 7 8 9 10 High
Named (optional)
Location of volunteering
Additional comments:
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Retention & Evaluation—School
Volunteer Survey
Parent, Corporate and Community Volunteers: Please take a few minutes of
your time to respond to this survey in reference to our school's volunteer program. It is very important to us to receive feedback from our volunteers on our
program's efficiency and your present volunteer experience.
(1) What is your volunteer position? (Check as many as applicable)
____Tutor
____Mentor
____Clerical ____Classroom Assistant
Other ______________________________________________
2) What is the main satisfaction you receive as a school volunteer?
3) Do you feel you received adequate orientation to the school and the volunteer program? ____Yes ____No
(4) Did you feel welcomed by the faculty and staff? ____ Yes ____ No

(5) Were supplies, materials, equipment and space adequate? ____ Yes ____
No If not, please explain:
(6) Were you able to discuss questions or problems with (check applicable)
____ Teacher
____ Community Involvement Program Manager ____ Community Involvement Assistant If not, please explain:
(7) Did you attend any training workshops this year? ____Yes ____No
If so, which one(s)?
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(8) Did you receive adequate recognition for your volunteer work? ____ Yes
____ No
(9) Would you recommend the school volunteer program to others? ____ Yes
____ No
(10) How would you describe your relationship with your teacher?
____ Very good ____ Average ____Poor
(11) Do you feel your time spent volunteering has been rewarding, effective and
needed? ____Yes ____No
(12) What ideas or suggestions do you have to improve the volunteer program
at (NAME OF SCHOOL)?
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Volunteer Resources
Go to the Florida Association of Partners in Education
Resources Page.
Florida Association of Partners in Education (FAPE) is a non-profit professional
organization dedicated to enhancing student learning by building and maintaining effective community and school partnerships. The goals of FAPE are to:


Network available resources for the formation and support of effective partnerships



Emphasize the importance of partnerships for increasing student success



Promote the importance of effective partnerships to policymakers.

FAPE is Florida’s premier professional organization for school and community
involvement for coordinators, business partners, educational institutions, and
mentoring organizations. FAPE’s direct link to local school districts and community leaders throughout the state is its greatest strength.

FAPE members connect children and classroom teachers with corporate, education, volunteer, government and civic leaders. These partners play significant
roles in changing the content and delivery of educational service to children in
Florida
FAPE’s Mission: To provide leadership in the formation and growth of effective
partnerships that ensure the success for all students
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Business and Education
Partners in Education
Partners in Education is a broad-based program which promotes business involvement
in the schools. It is an exchange of human resources between a business and a school
which could include internships, tutoring, classroom presentations, job shadowing, student and/or teacher recognition, field trips, student work displays, apprenticeships,
mentoring, or a unique program designed by the organization and the partner school.

CRITERIA




Ongoing relationship for at least one school year.
Exchange of talents and time.
A joint agreement to guide and monitor activities/projects.

PROCESS
1. School has completed a needs assessment for business resources.
2. Partners determines the educational level: elementary, middle or high
school.
a. School chosen on location close to work site.
b. Employees’ children attend a particular school.
c. Special courses or program at a particular school that is a good match
with business’s resources.
d. School in need of business’s resources
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3. Business and school liaisons meet to discuss partnership possibilities.
4. Complete school/business commitment form. Return copy to District Volunteer Office.
5. Partner and business communicate on a regular basis.
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Mentoring Program
The term “Mentor” is an old one derived from ancient Greece. Mentor was the
name of a loyal friend of Odysseus. When Odysseus left his homeland to fight
in the Trojan War, he entrusted his son to his friend, Mentor. Since that time
the term has come to mean a wise and loyal advisor, teacher or coach.
Mentors are special types of volunteers committed to helping students experience greater success academically, socially, mentally and physically.
A mentor is…
 A trusted guide, friend, advisor, confident, or teacher.
 A caring and responsible adult who provides access to people and places
outside their mentee’s routine environment.
 A positive role model.
 Someone who reinforces self-esteem and foster personal empowerment.
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Mentoring Program
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Mentoring
Guidelines
Each school sets its own guidelines and determines how and where the program is used at that school.
Considerations are:
 Identification of students (teachers/guidance counselor or recommendations, parental requests)
 Contact persons (teacher, counselor, volunteer coordinator)
 Scheduling
 Only on-campus program
 Parental involvement
The one stipulation is that each mentor must be prescreened and trained.

Recruitment
The main recruiting is done by the district facilitator. It involves communicating
with civic groups, business, media, chambers, and other civic clubs. Schools
have been successful in recruiting parents and business partners. The district
facilitator also publicizes the training sessions for potential mentors.

Training
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Every potential mentor must attend an initial training session. The background
of all potential mentors is checked through the District Office by the established
procedures. All mentors must be fingerprinted and have FDLE and FBI background checks.* If you choose to train mentors at your school, please forward
their applications in order to complete the background checks.

* A school-based or district-based (not state) policy
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Mentoring—Special Volunteers
Sample Recruitment
Our schools are asking for your help in keeping our young people in school by
offering a helping hand, a listening ear, and a caring attitude!
Mentors enrich children’s lives, help meet their need for positive adult contact,
and provide one-on-one support and advocacy. Most notably, positive mentoring experiences have proven to be an effective tool to help youth overcome the
risk factors that can lead to problems such as educational failure, dropping out
of school, and involvement in delinquent activities, including gang crime and
drug abuse.
We are looking for caring people committed to working one-on-one with an
elementary, middle, or high school student for one hour per week in order to:








Help student establish short-term goals
Provide support
Encourage attendance
Serve as a role model Listen
Help student find solutions to problems
Tutor
Expose student to work opportunities and career possibilities

All mentors must attend an initial two-hour training session. Dates and times
will be provided upon request. There is a required background check.
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Arrangements can also be made to present training at work sites, organizations,
or club meetings. All of the information you need to mentor will be available
throughout the year.
If you are interested in being a mentor, please fill in the following information
and return it to the address below, or e-mail ___. You may also fill out a volunteer application on line at www.____.
Preferred School:
Name:
Address:
City, State, Zip Code:
Work Phone Number:
E-mail Address:

Home Phone Number:

You will be contacted about specific training dates.
School Volunteer Program
School System Name, Address
Coordinator Name, phone, fax numbers, e-mail
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Mentoring—Checklist for
Placement
 After the student is referred for help, ask the teacher(s) and guidance coun-

selor for additional information to assess the needs of the student. Ask the
teacher(s) to complete the Mentor Need Determination Form.
 Meet with the student to discuss the program by reviewing the Message to

Students and make sure the student is receptive to working with a mentor.
Students should complete a Student Contract.
 Meet with the selected volunteer and review the role of a mentor.
 Discuss mentor training opportunities (training for new mentors is manda-

tory prior to placement). Be sure mentor has a copy of Message to Mentors.
Be sure to mention ongoing training and discussion group sessions.
 Parent Notification: send home a letter signed by the principal informing

them of the potential match.
 Review with the mentor expectations of the match, student information

and why student was referred (limited by county policy) and the date, time
and location of the meetings with the student.
 Arrange a meeting with the volunteer and the student's teacher(s) (if possi-
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es when necessary.
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Mentoring—Peer Tutor/Mentor
Program
Peer volunteers have been around for
a long time. The one-room schoolhouse depended on older pupils tutoring children in lower grades. Today,
peer programs are very popular in
schools. Research has confirmed that
both students benefit.
Tutoring
This is the most common type of program. Peer tutors may be older,
younger or the same age as their
charges, but they aren’t necessarily the
class brains. In one program, a fifthgrade girl who was barely able to do
third-grade math was trained to tutor
second-graders in a before-school program. She used to hate math; now she
likes it and is doing much better.
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Mentoring
Many times kids will seek help from
each other before they turn to adults.
Trained peer mentors can break
through in times of personal difficulty
and build a trust relationship often
faster than adults. Children faced with
feelings of stress and hopelessness can
be helped through a positive experience with a peer mentor.

the more likely is its success. A good
place to start is taking a look at your
school improvement plan.
Line up support.
Talk to school administrators, counselors, teachers, students, parents and
the School Advisory Council. Be prepared to talk about specific needs and
give illustrations of other successful
programs.
Get the word out.
Enlist the aid of school administrators,
teachers, parent and student organizations to spread the word about the
program
Select a coordinator.
A good peer volunteer program requires a strong leader, someone who is
respected and enthusiastic

Use qualified trainers.
Students who are going to become
mentors or tutors should receive an
initial overview of mentoring and tutoring tips and on-site training/support
from the teachers who are referring
the students for assistance. The dis(To be effective, peer mentors must
trict volunteer office might also assist
receive training in specific interpersonin the delivery of the training.
al skills.)

Peer Program Within a School
Define the need.
The more specific the program’s goal,

Provide on-going support.
Peer volunteers should have someone
to approach with questions and problems. They should be rewarded for
their service by being included in ongo-
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