Volunteering at Arbor Bay School

The Arbor Bay School seeks to make education a community-wide passion.  To this end, family participation contributes to the success of the education process.  We encourage families to participate in their child’s educational experience a minimum of 10 hours per year. 
As not all children do well with their parent in the classroom, these hours can be spent on operational needs or in the classroom, depending on your interest and availability. 
Arbor Bay School Parent Volunteer Job Descriptions
In-classroom support

Art in Action:  2 volunteers/class
Art in Action is a parent-run/teacher-supported program.  We are looking for two parent volunteers from each class to launch this program for the Fall 2010.  There are two levels of volunteers: docents who lead the curriculum and volunteers who support the docents.  The time requirements for a docent include a half-day training over the summer and about four-eight hours a month, depending on if you decide to implement one or two sessions per month.  The time commitment for a volunteer is as little as two hours a month if you decide to participate in one session, or four hours a month if you would like to participate in two sessions.  

An artistic background is not required to be an Art in Action docent or volunteer. The curriculum is all laid out.

Hours required: Approximately 2 -4 hours/month, depending on availability

Contact person: Pam Joy

Location: Arbor Bay School

Cultural Share: Multiple opportunities available
Share with the class the story of your family history and your cultural practices.

Hours required: Approximately 1-4 hours/year, depending on interest and availability

Contact person: Classroom teacher 

Location: Arbor Bay School

Field trips: 1 volunteer per class
Secure chaperones for field trips, make sure permission slips are collected, and drive/chaperone when you are available

Hours required: Approximately 2 hours/field trip

Contact person: Classroom teacher 

Location: Remote and on-site as necessary

Room Parent: 1 volunteer per class
This position description is general and it will be tailored by each teacher.  Help with classroom parties, communicate information to the class, help organize teacher appreciation days and organize classroom volunteers for special activities.

Hours required: Approximately 8 hours per year

Contact person: Classroom teacher 

Location: Remote and at Arbor Bay School

Administration 
Copier: 1 volunteer
Talk with the office to determine needs weekly and pick up a box of papers that need to be copied as necessary.
Hours required: Approximately 1 hour/week, depending on need and availability
Contact: Susan Rose

Location: Arbor Bay School
e-Scrip Coordinator: 1 volunteer
This person will run the e-Scrip campaign to make the most of this program.  Job includes:

· Promoting e-Scrip to the ABS community

· Assisting community in signing up for e-Scrip

· Receiving e-Scrip promotion e-mails and distribute to community via emails about specials.

· Report earnings to ABS community

Hours required: Approximately 15 hours per year

Contact: Julie Lenden

Location: Remote
Fundraising Committee: No maximum number of volunteers
ABS depends on the generosity of parents, parents of alumni, grandparents, staff and friends to provide scholarships and enhancements to our program.  As a member of the fundraising committee, you will help to identify and recruit class agents to assist you in attaining 100% participation from our parent constituency.  There are many aspects of fundraising that you can get involved in: behind-the-scenes promotion, chairing the annual fund, making follow up calls, coordination and organization of events themselves, etc.
Hours required: Variable

Contact: Julie Lenden

Location: Mostly remote
Intern Liaison: 1 volunteer
Serve as Liaison to local Universities (e.g. Cal State East Bay, SF State) for speech/language and occupational therapy unpaid internships. Graduates in these fields are required to do internships to earn their degree.
Hours required: Approximately 10 hours per year

Contact: Julie Lenden

Location: Mostly remote
Web site Coordinator: 1 volunteer
The web site coordinator will be knowledgeable of HTML and available to make updates.
Hours required: Approximately 1 hour every other month on average
Contact: Julie Lenden

Location: Remote
Yahoo! Group moderator for ArborBayParents: 2 volunteers

· Promote the list to parents

· Maintain the list of member email addresses, group calendar, photos and files

             Hours required: Approximately 24 hours per year


Contact: Susan Rose

Location: Remote
Yearbook Editor: 1 or 2 volunteers
Assist with the design and creation of the yearbook by assembling photos, data and text.

Hours required: Approximately 20 hours

Contact: Susan Rose

Location: Some on-site, mostly remote
Special Events

ABS Teacher/Staff Appreciation Week Tea coordinators
For the past three school years the parent community has hosted a tea or lunch for the ABS teachers, staff and specialists.

· Work with the principal in determining the logistics of the event - e.g. date, time, and location.  

· Send email to all parents asking for help in creating this event 

· food, beverages, supplies

· set up/clean up

Hours required: Approximately 10 hours

Contact: Susan Rose

Location: Mostly remote and attend the event itself
End-of-year party coordinators
Work with the principal in determining the logistics of the event - e.g. date, time, location

· Send direct email to all parents asking for help in creating the event 

· snacks 

· activities

· transportation 

             Hours required: Approximately 10 hours


Contact: Susan Rose

Location: Planning is remote, attending is on-site
Spring Auction Event: No Maximum number of volunteers
Work with development director to secure silent and live auction donations and/or plan and implement an event that will help ABS achieve our fundraising goals

· Help to secure participation from entire school for donations, ticket sales, etc.  

· Help create silent auction baskets

             Hours required: Variable


Contact: Julie Lenden


Location: Mostly remote. Follow up at ABS as needed
Name _____________________________

Date____________________________
I am interested in volunteering with the following project(s) (check all that apply):

In-Classroom support

· Art in Action

· Cultural Share

· Field Trips

· Room Parent

Administration

· Copier
· e-Scrip coordinator
· Fundraising committee

· Intern liason
· Web site coordinator
· Yahoo!Group moderator for ArborBayParents
· Yearbook editor
Special Events
· ABS Teacher/Staff appreciatioon week tea coordinators
· End-of-year party coordinators
· Spring Auction Event


























































































