Volunteer in Education
General Information

Signing in:
Upon arrival, volunteers must sign in at the front lobby VIE podium.  After signing in, obtain a volunteer badge.  Signing in is MANDATORY for participation in any activity in the school.  This is for the protection of our students and helps the staff know at all times where the volunteers are located and who is in the building in case of an emergency.  Please remember to sign out at the end of your work period and tally your hours.  Volunteer hours are compiled monthly for the VIE records.  Anytime you are donating your time and effort to benefit our students, staff, and /or school you will need to sign in.  These hours are then passed along to the city, state, and national PTA’s.  Our volunteer hours are an important tool used to demonstrate the dedication of the families at King’s Grant.  Please help King’s Grant get the proper recognition for our volunteers!
VIE at home form:
Any work that is done outside the school, but that benefits the school, should be recorded for VIE records.  This includes room representative planning, telephoning, or preparation time.  PTA committee time, or class assistant time that may be spent at home.   Anyone needing this form can obtain one from the PTA sign in podium.  Please turn this form in at the end of each month to the VIE box.  You can also email your hours to Lynn Wiles at vabeachwiles@verizon.net.
Workrooms and Equipment use:
Please use workroom 501.  Workroom 210 should be left for faculty use only.  The paper cutter, Ellison machine, and bookbinder are located in workroom 210 and you are welcome to use these.  PLEASE only use the Risograph for 50 or more copies and only make one master copy.  Always remember teachers and assistants have priority on the machines, they are usually on a brief break and cannot wait.  If you are unfamiliar with any equipment, please have someone train you on how to use it.  When the machines require master rolls, ink bottles, or toner, please contact the office for assistance.
Restrooms:
Faculty unisex restrooms are located in the office hallway (room 104) between the boys and girls restroom and in the third grade hallway between the boys and girls restrooms.
Fire Drills:
There are times while volunteering that a fire drill may occur.  Please proceed outside with the rest of the traffic flow while the drill is underway.  Please remain quiet during the drill so that you will be able to hear the “all clear” directions.
Internal/External Lockdown Procedures:
If you are in the building during one of these drills or emergencies, please stay in the classroom you are in or go directly to the front office.  More information can be found on the VBSCHOOLS.COM website.
Call the VBCPS Emergency Hotline at 757.263.1000
(Monday – Friday, 8:00 a.m. – 4:00 p.m., answered by school staff)
Visit vbschools.com (homepage)
Tune in to the local television and radio stations for news alerts.

Lunch:
The PTA has a small budget to provide a complimentary lunch to any volunteer who may be working through their lunch hour.  We respectfully ask that you only have a lunch if you are working at the school for a couple of hours or more.  Before going through the line, please fill out the Volunteer Lunch Charge slip that will be located on a clip board so that we may be able to track when the budget is gone.
Snacks:
Snacks and soda machines are located in the area of the teacher’s lounge and by the gym and are available for your use.  A telephone is also available in the teacher’s lounge.  Remember there is NO SMOKING allowed on the school grounds in the City of Virginia Beach.
Paw Power:
In recognition of your volunteer time, the VIE has created the “Paw Power Program”. Recognitions are as follows:
25 volunteer hours = a personalized volunteer name tag
50+ volunteer hours=thank you pins
The VIE committee also honors the Volunteer of the Month every month and awards them with recognition in the PTA Newsletter.  The Volunteer of the Year is awarded with parking privileges for the year among other honors.
Areas for improvement:
As always, the two Ethics listed below are areas we must always strive to be vigilant at:
“Confidentiality”

This is addressed in the Volunteer Code of Ethics.  Please be discreet and treat all information as confidential.  Many times you will see or hear information regarding a student.  If it is information that affects the welfare of the student or other students, it must be shared with the teacher of principal.  Never discuss information regarding a student outside the school or with malicious intent.  We need to remember why we are here, to help build a child’s future by making the teachers job a little easier.



“Dependability”

This too, is addressed in the Volunteer Code of Ethics.  When you volunteer, teachers, students, staff, and event chair people will be depending on you.  It is very important to be present and on time on your assigned day.  Otherwise schedules will get scrambled or valuable instruction time may be lost.

If you are unable to work for any reason, PLEASE let someone know.  You may:
*Contact another volunteer.
*Call the school 648-2800 and leave a message for the teacher or appropriate individual.
*Contact Michele Brunn at home 498-0316/ cell 748-3695 or email: mbrunn3@aol.com
Just let someone know, and we will try to arrange for a “substitute”.










