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Stevenson’s Volunteer Structure: 

The purpose of volunteering at our school is to help create an atmosphere that focuses on the education of 

children and provide teachers with assistance and support of its education programs.  A volunteer is not meant 

to gain personal recognition or to promote a specific cause.  The primary role and duties of a volunteer are to 

provide assistance and encouragement under the direction and approval of the principal and his/her designee 

as well as and including appointed office personnel. 

There are many special activities that take place during the school year.  Some examples include Junior 

Achievement, Career Day, Field Day, special events set up and even making copies.  All volunteer activities are 

approved by either a teacher, administrator, or Parent Organization.  To assist in communicating volunteer 

opportunities, a designated coordinator has been assigned such responsibility.  Therefore the title of Parent 

Volunteer Coordinator assists the Parent Organization.  Due to the extensive activities and responsibilities that 

have developed over the many years, an assigned assistant to the Parent Volunteer Coordinator may be 

assigned.  This position is approved only by administration and with discussion from the Parent Organization.  

Other officially assigned volunteer positions include the Fundraising Coordinator whose sole purpose is to work 

with the principal and Parent Organization to coordinate approved fundraising efforts throughout the school 

year. At no time is a fundraising effort to take place without prior administrative approval.  Such efforts include 

but not limited to the solicitation of businesses for money/funding, coming to the school as a guest speaker, 

using our name as an affiliated member of their organization without prior approval, or using any services that 

would place the school in an indebted situation.  All community relations must be coordinated with prior 

approval from the principal. 

Parent Liaisons are also an important function of our school.  The Parent Liaison meeting occurs every first Friday 

of the month during the normal school year beginning at 9:05AM and ending at approximately 10:15AM.  They 

are led by the Parent Volunteer Coordinator and or Parent Organization.  The Assistant Principal may also take 

an active role in leading the meeting as designated by the principal.  The purpose and role of the Parent Liaison 

is to inform a set of classroom parents with school-wide information about events, programs, classroom needs 

and directions about a specific topic.  The Liaison may recruit other parents of that classroom in which they are 

held responsible for to help organize an approved event, assist with program development or to assist the 

specific classroom teacher.  The classroom teacher may reach out to their Liaison for support.  The Parent Liaison 

too supports all activities that the school has approved.  They are not responsible for developing any programs.  

Many policies developed by the school board and or school must be adhered to at all times.  If there is a 

question, they may address it with the Parent Volunteer Coordinator, and the Coordinator may address it with 

the parent Organization.  The principal will make the final decision.  

Other official roles from the Parent Organization are Secretary, Community Relations and Correspondence, and 

(Other) Parent Representative(s) to School Advisory Council with specific functions based on the individual 

school year’s needs.  These roles are assigned by the principal based on yearly needs. 

All of the above positions are elected by parents annually through a formal process.  Each of the above 

designated roles are also seated member of School Advisory Council (other than the assigned Parent Liaisons 



 

 

because they have representation from other SAC members).  (Other members of SAC are teachers, business 

partner(s) with are selected by the Stevenson school staff.) 

 

General Guidelines for Volunteers: 

To create an atmosphere at the school by aligning support that focuses on education of our students under the 

direction of educators that aligns with approved school objectives.  All volunteers use their talents while keeping 

within the guidelines in providing service to others (students and staff).  All children and staff should be treated 

with respect, be treated fairly and with equity in mind, as well as with dignity no matter what capacity they are 

employed.  On the other hand, all volunteers should expect the same from all staff where they too are treated 

with respect, be treated fairly and with dignity.   

With the above stated, the final decision regarding all school related activities comes from the principal who the 

district has assigned such responsibility. S/he is the assigned instructional and managerial leader of the school. 

As a volunteer I will know, understand and… 

• Know, understand and follow school rules and regulations 

• Know and understand basic emergency procedures 

• Understand the school discipline policy  

• Follow FERPPA by honoring all student information as confidential. 

• Understand that it is not a volunteer’s decision to conduct an evaluation about the level of educational 

competence a child has 

• Speak positively in the community about your child’s school, teachers and staff 

• Support your school and when in doubt, ask questions to the appropriate personnel by starting with the 

principal or his/her designee 

• Don’t keep promises that you cannot keep. You are depended on as a volunteer so follow through on 

assigned tasks 

• Be warm, friendly and courteous 

• STOP all GOSSIP!  LEAD BY EXAMPLE. 

• Volunteers are often expected to work with other volunteers as a team.  All interactions are expected to 

be professional.  The focus of volunteer work is about providing service to the Stevenson community. 

 

 

 

 



 

 

 

 

 

 

Stevenson’s Volunteer Code of Ethics: 

“As a volunteer at Stevenson Elementary School of the Arts, I realize that I am subject to a code of ethics, similar 

to that which binds professionals.  I, like them, in assuming certain roles and responsibilities, expect to be 

accountable for these responsibilities.  I will keep confidential matters private by not speaking to others about 

what I may have heard. As a volunteer, I agree to serve without pay but I will hold the same high standards as a 

paid staff member who is focused on the work, the tasks and in support of student learning and the expectations 

of the educators.  

As a volunteer, I take my work and attitude of open-mindedness by willingly receive training as needed, to bring 

interest, support, and attention to the school’s objectives. 

I believe that my attitude toward volunteer work should be professional at all times.  I believe that I have an 

obligation to my volunteerism, to those directly responsible in directing the instructional objectives and 

managerial aspects of operating a school, and to those that it is done for (students), and to be civic minded to 

this community.  

It is my responsibility to be eager to contribute to the idea of “human betterment,” I accept this code as a 

volunteer to be followed carefully and cheerfully.  

 

Signed by: _______________________________________ Date:_________________________ 

(Submit to Administrative Assistant) 

 

 

 

 

 

 

 



 

 

Sign In Procedures: 

A computer in the main office is designated for all visitor sign in which includes volunteers.  Administration must 

know who is on campus at all times to the very best of our ability.  We need this information in order to find 

you in case of an emergency.  A yellow badge is required to be worn at all times while on school campus and 

made very visible and in clear eyesight well above the waist.  Badges will be printed upon your officially signing 

in. The computer will log your hours worked as a volunteer.  Wear your badge at all times! 

 

Tabulating Your Hours… 

Please understand that accurate and timely reporting of your hours throughout the school year is your 

responsibility.  It is at the discretion of the volunteer and school administration to approve or disapprove of your 

volunteer work submitted.  This is why all work should be coordinated through and by the appropriate people, 

(Principal, Parent Organization Co-Chair, Volunteer Coordinator, District-to-School Parent Liaison).  It is 

necessary to make sure that outside hours are prior approved in order to avoid any misunderstanding of these 

work related tasks.   We expect all of our families to volunteer a minimum of 20 hours per school year.  Please 

do not wait until April to ask how to complete your volunteer hours. As the school year comes to an end, tasks 

will be limited.  It is our hope that you will adopt our philosophy, that when parents take an active role and 

interest in their child’s school, greater achievement will be made in supportting all educational opportunities 

for all students.  

 

Apple Corps Program: 

Brevard Public School (PBS) Volunteer Program was written in 1975 as required by Florida State Public Education 

Act.  The charge of the committee then was assigned to develop a program guide which was named Apple Corps.   

Apple is an acronym for: Assistance 

    Providing 

    Programs (for) 

    Learning  

    Enrichment 

The program’s primary goal is to provide individual opportunity or for a small group of people to assist in the 

classroom at the discretion of the teacher, and administration to assist students who need a “helping hand.” 

o To increase students’ understanding in basic curriculum areas by providing a wider range of 

learning experiences 

o To increase students’ positive self-concept through one-on-one contact with a caring adult 

o To increase positive community awareness of the school through active involvement, and 

support for education 



 

 

Apple Corps is a comprehensive program that includes more than 50 different jobs at varied locations from 

schools, libraries, clinics, and computer labs for example.  As a school volunteer, the work is serious and it is 

because all efforts are recognized by state and federal agencies as an Apple Corps Volunteer.  The Stevenson 

Volunteer Program has similar objectives to the Apple Corps Program.  

• Volunteers can strengthen school-community relations through positive participation from all segments 

• Enrich a child’s motivation to learn 

• Assist teachers in providing more individual attention for other children other than your own by 

supporting classroom objectives 

• Be a positive role model 

• Bring community business to the school in support of school-wide initiatives 

 

Volunteering can become personally gratifying when… 

• One has the opportunity to work with others 

• One has an opportunity to contribute to a community 

• One has a chance to use personal skills and abilities 

• One has chance to develop new skills and abilities 

 

Volunteers cannot… 

• Provide students with medication 

• Discipline students 

• Divulge personal information about a student, teacher, staff, or other parents 

• Circumvent the communication and responsibilities of the classroom teacher – the teacher must 

understand and agree to the work to be completed by the volunteer 

• The volunteer may not enter the school without clearly communicating to the front office their 

whereabouts in the building  

• The volunteer may not interrupt teaching time of students and other educators 

• The volunteer does not have immediate access to the building.  They will make sure that office personnel 

know and understand the purpose of your having access to the building – where and why and what the 

approximate time of your visit and duration of it 

 

 



 

 

Non-Discrimination Notice: 

It is the policy of the school board of BPS to offer opportunities to students to participate in appropriate 

programs and activities without regard to color, race, religion, national origin, sex, sexual orientation, handicap, 

marital status, and age except as otherwise by Florida State Law. 

It is the policy of the School Board not to discriminate against employees or applicants for employment on such 

basis of color, race, religion, national origin, sex, sexual orientation, handicap, marital status, and age except as 

otherwise by Florida State Law. 

         Florida Equity Education Act 

         Title IX/Section 504 Civil Rights Compliance 

 

Role of the Parent Organization: 

The responsibility of the Parent Organization Co-Chair is to assist the principal in communicating the agenda to 

all Parent Organization meetings.  S/he will oversee the responsibilities of other related Parent Organization 

members for example, the Volunteer Coordinator, Assistant Volunteer Coordinator (when applicable), the 

Volunteer Fundraising Coordinator, the Parent Organization Secretary, Community Relations and 

Correspondence, and other related Parent Organization representatives.  The Parent Organization chair will also 

oversee the Parent Liaison meetings that approves the agenda items that are presented to the Liaisons by the 

Volunteer Coordinator.  All of this will have prior approval of the principal. 

Major Duties and Responsibilities: 

• Serve on School Advisory Council 

• Assist with Orientation Meetings 

• Work to help organize major events 

• Maintain attendance records of volunteer helpers 

• Help with event coordination outside the school (ex: music performances) 

• Make sure summaries and agenda items are kept from meetings, SAC, Parent Liaison Meetings,          

adhoc committees meetings… etc. 

• Follow all school/district policies 

• Recognize teachers and support staff equally (Staff Appreciation week for example) 

• Support and communicate positive school-wide initiatives 

• Support and communicate the School Improvement plan and process 

• Understand and help acquire and allocate funds that support learning programs  

• Work directly with the principal, assistant principal, and administrative assistant. 



 

 

• Oversee fundraising efforts 

• Attend all SAC Meetings 

• Sign checks from fundraising bank account with the knowledge of the bookkeeper 

• Assist with following and filing the 501C3 with IRS 

 

Role of the Volunteer Coordinator: 

The responsibility of the Volunteer Coordinator is to assist the principal in organizing the support necessary to 

carry out the detail of school events.  The coordinator does not have the responsibility of selecting which events 

to support but rather all events delegated by the principal.  To recruit and assign volunteers with clear direction 

about what will make the event successful is essential in meeting the needs of a successful event.  To organize 

clear expectations about the jobs assigned and the time allotted is essential.  To follow up with the individual’s 

assigned to the job is about accountability in making sure the event is successful.   

Major Duties and Responsibilities: 

• Serve on School Advisory Council 

• Coordinate and prepare for a successful event 

• Assign appropriate volunteers to support the representative of the event 

• Provide period details to the Parent Organization Co-Chair & Principal regarding progress made toward 

the event launch date 

• Work directly with the principal, assistant principal, and administrative assistant. 

• Work with Parent Liaisons about work to be done and help to recruit parent volunteer support 

• Follow up on all volunteer work to see that it is managed/completed in a timely manner 

• Prepare summaries as a SAC member 

• As the Volunteer Coordinator, you represent the entire school 

• Attend all SAC Meetings 

• Sign checks from the fundraising bank account as second back up when Parent Organization Co-Chair is 

unavailable and always with the knowledge of the Bookkeeper 

• Assist with following and filing the 501C3 with IRS 

 

 

 

 



 

 

Volunteer Fundraising Coordinator: 

The responsibilities of the Fundraising Coordinator is accountable to the principal and in accordance with School 

Board Policy 3210 (no unauthorized fundraising may occur without permission of school-based administration), 

School Bookkeeper, Parent Organization Co-Chair, and Volunteer Coordinator to help understand how the 

fundraising efforts will work based on the community sponsor(s), and to make sure that it has been prior 

approved so that all efforts are coordinated.  Coordinated efforts mean that we are considerate of the 

community relations and how many times they are approached in sponsoring our school efforts.  We do not 

believe in misusing our community partners or overusing them for the school personal gain despite it to improve 

student learning.  

Major Duties and Responsibilities: 

• Serve on School Advisory Council  

• Assist with orienting appropriate level volunteer leaders regarding the fundraising effort 

• Maintain detailed bookkeeping records regarding all fundraising activities 

• Communicate with Community Relations and Correspondence about the effort so that sponsors may 

receive a personal thank you from the school 

• Communicate all fundraising ideas first with the principal and or designee 

• Work directly with the principal, assistant principal, and administrative assistant for additional 

support 

• Prepare summaries of all activities to be presented at Parent Organization meetings 

• Attend all SAC Meetings 

• Follow and adhere to all school policy and rules especially when taking money 

• Work with Parent Liaisons about work to be done and help to recruit parent volunteer support and with 

support to the Volunteer Coordinator 

• Assist with following and filing the 501C3 with IRS 

Recruiting Volunteers: 

Recruiting volunteers is a unique challenge in a time when more and more working parents of school-aged 

children have full-time employment outside of the home.  It is the belief of this school that every community 

member has talent, energy and time to contribute in some fashion that fosters and adds to the “life of our 

school.” Recruitment means “to reach out!” 

Major Duties and Responsibilities: 

• Serve as a resource within the school 

• Serve according to school needs 

• Provide constructive feedback to leaders.  New ideas matter. 



 

 

Study Trips/ Field Trips and Chaperones: 

Individuals who wish to be considered as a chaperone for a study trip must be registered as a volunteer.  Our 

school district has strict policy about what a registered volunteer is. 

Major Duties and Responsibilities: 

• Any parent acting as a chaperone agrees to monitor and be responsible for a specific number of 

identified students 

• The chaperone is to care for those select students under their charge under the specific direction (Study 

Trip Orientation Meeting) of the classroom teacher or staff member. Being able to work cooperatively 

with others is essential. 

• The Office of Public Safety conducts FDLE/FBI checks on all registered volunteers.  Law enforcement 

routinely checks with Law Enforcement and the Sheriff’s Department so see any pending charges or 

convictions conducted on all individuals.  Therefore, screenings and monitoring of all school volunteers 

are essential 

Campus Guidelines for School Access: 

• All volunteers must sign in at the front office and must wait to be allowed entrance in  

• The expectation is that all volunteers as well as visitors are visibly seen by office personnel 

• All individuals must present a photo ID to enter the school 

• All after school activities require a volunteer/visitor to officially sign in and to be visibly seen by office 

personnel through one point of access in  

• No parent is to discipline a child, however they may report a concern to appropriate school-based 

personnel 

• All volunteers must serve as a positive role model.  No profanity, use of drugs, tobacco, or alcohol may 

be used or discussed, or other inappropriate topics, making “advances” to a student, selling merchandise 

or actively promoting a business without prior permission from the principal.  There will be no 

proselytizing personal beliefs or persuading individuals to think or act that is not within the set goals of 

the school and learning.  

• Volunteers may not dispense any medication 

• Volunteers must comply with a school dress code, dress conservatively and with appropriate safety 

measures in mind 

• Any and all school related incidents, student information, student academic progress, behavioral matters 

on students are to be held confidential.  HIPPA and FERPA laws apply 

• Acceptable vehicles may only be used to transport students.  The school determines the means in which 

to transport students to and from a school related event. 

 



 

 

 

Online Communication and All Forms of Communication: 

Stevenson uses a variety of means to communicate with our school community.  From newsletters, 

memorandums, blackboards, text messaging, Peachjar, Twitter, Facebook and verbal, all means help to send a 

unified message from the school.  The school name is representative of its mission and vision. If the Stevenson 

name is to be used in any form of communication, it is for the sole purpose of and with the knowledge of the 

principal.  Stevenson’s name is a product of Brevard Public Schools.  Therefore, all communication needs to be 

passed through the principal first.  So much information is misused or misinterpreted.  By sending a unified 

message helps to create consistency rather than confusion. 

 

 

Mission Statement: 

To have a pedagogical understanding in how to learn about how we learn so that every student will experience academic, 
emotional, and social success requires working “enthusiastically and in concert” with each other as a learner, teacher, and a 
leader.    

 

 

 Vision Statement:  
 

Students at Robert Louis Stevenson Elementary School of the Arts have every opportunity to live and lead quality and 
rewarding lives in the 21st Century by preparing them “to explore matters of mind and also of the heart.” 

 

 

 

 

 

 

 

 

 

 

 



 

 

2019-2020 

ROBERT LOUIS STEVENSON ELEMENTARY SCHOOL OF THE ARTS 

Parent Volunteer Log Sheet 
Vol. Name:_______________________Student Name:_______________________Grade_____ 

2nd Student Name & Grade_________________ 3rd Student Name & Grade_________________ 

Parents are required to turn in 20 hrs by end of year, due by May 1, 2020.  All volunteer 

hours must benefit Stevenson.  Please turn in to Dorothy Sloan-Gripp only. 

 
 

DATE Event/Activity Hours Staff/Supervisor Signature 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    



 

  


