
 

As part of the VHCA Family Service Program we ask that you take care of a few important things first: 

 Complete and return the 2017-2018 VHCA Family Service Program Agreement below. 

 An annual FSP Partnering Application and a FSP VHCA Sexual Misconduct Policy must be completed 

before the start of any FSP service. 

 Arrange a FSP schedule with the FSP Coordinator and other identified individuals as needed. 

 If a FSPartner during school time, you must sign in at the office and get your name tag (must be worn at 

all times while in the school). 

 You must sign out in the office when you are finished your FSP for the day and complete a time slip to 

record your hours served. 

 Complete and submit a VHCA Volunteer Driver's Application if transporting students for any school 

event. 

A few more important topics that you must know in order to be a FSPartner are listed below: 

 Children/Family Members 

We ask that you not bring Children/Family Members with you when you are involved during school 

hours or while chaperoning on field trips.  Any exceptions to this requirement must be approved by the 

school administrator or designee prior to the volunteering activity. 
 

 FSPartner Schedule 

Once you have completed the FSP requirements, you must adhere to the schedule agreed to. Teachers 

and staff count on you to be there on your scheduled day/time.  If for some reason you are unable to 

make it on your scheduled day or time, please notify the school office as soon as possible; even if you 

are able to find a replacement to fill in for you, the individual must be approved by the school office 

prior to the event. This is very important when the session or event involves working with students. 
 

 Confidentiality & Impartiality 

It is important to remember that your capacity with the school or in the classroom is that of a FSPartner. 

Please do not speak to anyone but the teacher or administration about what you observe in the 

classroom, student’s grades or student behavior. Please be especially sensitive to this…repeating a 

seemingly harmless comment can lead to misunderstanding and hurt feelings. Do not discuss what you 

hear or observe with other family members or by posting such observations on social networking sites.  
 

 Facility Issues 

If you are partnering in an afterschool situation, please make sure that all doors and windows are locked; 

lights are turned off upon exiting the area or building; project materials are returned to their proper 

location; project areas are cleaned and ready for their regular use. Please report any problems or 

concerns about the project area to the school office during school hours or to the FSP Coordinator.  
 

 Office Machines/Supplies/Equipment 

The office staff is happy to provide training on the different machines available to use in the workroom, 

such as the Copier and Laminator Machine. If you are unsure how to use these machines, please ask any 

office person to help you.  

If you are using materials supplied by the school, it is important that you communicate your needs prior 

to your assignment.  If materials supplied are of short supply or cannot be located, you must let the 

office know as soon as possible. 

If you are using equipment supplied by the school, you must report any unusable equipment, for 

whatever reason, to the school office. If said equipment is missing or not available, you must report that 

information to the school office as soon as possible. 

 

 

 
 

http://www.cmcsweb.com/uploads/file/documents/miscellaneous/elementary-volunteer-driver-application.pdf


 

 Dress Code 

We ask that, while serving as a FSPartner for in-school projects, field trips and related school events, 

your dress be appropriate for the task at hand and that it be neat, clean and modest. Please help us avoid 

any uncomfortable situations by complying with this requirement.  

 Disagreements 

      In the event of a disagreement between parent FSPartners or any staff, you must use the principles of  

      Matthew 18:15-17 and Philippians 2:1-4 as a guideline for settling the disagreement with everyone  

      involved. 

We appreciate your support and look forward to a great school year! 

* * ** * * * * * * * * * * * * * * * * * * * *  

The foundation of VHCA is based upon parents partnering with school staff.  Here are some 

opportunities for partnering which will greatly help our students, staff and the greater school 

family.  Working together is vital to school improvement. Your approved FSPartnering time will be 

credited toward the VHCA FSP requirement of thirty hours per family per school year. 

 Family Service Program Coordinator                                  

Individual will work closely with the school office to coordinate, schedule, contact, follow-up, record 

service hours and work directly with school families. The coordinator will keep a current list of 

opportunities and projects and be able to communicate them to VHCA parents. Majority of the 

coordination could be done from home. 

 Classroom Assistance 

In this assignment one would be changing bulletin boards, preparing projects for classes, and various 

other classroom needs. 

 Lunchroom Monitors 

Individuals are needed Monday through Friday during the scheduled lunch bell.   This job involves 

selling milk and general clean-up of table tops after the students leave the cafeteria.   

 Recess Monitors 

Individuals are needed Monday through Friday to supervise and oversee the elementary recesses. 

Specific times and days may be selected. Will include monitoring of indoor activities and playground 

activities at various times.  

 Elementary Gym                                                                                                                                
Parents are needed to assist with the PE classes in grades Pk-6th. 

 Music/Art Assistance            

Individuals are needed to teach basic art/craft or basic music classes for K5 through 6
th

 Grade. 

Individual must work closely with the classroom teacher to coordinate schedule and special projects. 

Introductory programs may also be provided for Jr./Sr. students interested in Choral/Choir or Art 

Classes. As a FSPartner you may be willing to offer free piano or other instrument lessons to students. 

 Computer Lab/Information Technology Assistant Individual needed to provide supervision of 

various classes using the computer lab for special projects or for online classes such as Keyboarding and 

Intro. Microsoft Office. Should have basic computer skills and be familiar with Microsoft Office. Direct 

teaching is not required. 

 Friday Lunch Helpers 

Individuals to help Senior Class in planning, preparing and distributing lunch orders. 

 Office Helpers 

Help is needed periodically with mailings, paperwork, special projects, etc. 

 Room Moms  

 As a room mom, there will be various responsibilities that each teacher will delegate to you. 

 Public Relations          
 Gathers information for press releases. May involve interviewing individuals and/or possibly obtaining   

 photos and other details. (This is on an as-needed basis and can be done from home.) 

 Marketing/Promotion                                                                                                                            

 Individuals will assist administration and staff in the marketing of VHCA, Special Programs, and 



 

 Special Events through powerpoint presentations, advertising, video, websites, and Digital Design     

 Projects. 

 Church Liaison                                                                                                                                        
This individual would serve as a communication link and help create awareness of and promote VHCA 

in their home church. Permission must be given to do so from the pastor of their church.  This individual 

might distribute school brochures; provide information on different school activities throughout the 

school year; seek permission for a school representative to make a presentation at the church; request the 

church to add the VHCA website link to their church website. 

 Fall Auction/Spring Fling Silent Auction/Walk-A-Thon                                                                                              

These events take place every year and are considered as major fund raisers for VHCA. Many 

FSPartners are needed for a wide variety of activities including soliciting donations for both auctions; 

transporting donations to each auction; assisting at food and bake sale tables; and clean-up activities.  

 Fund/Friend Raisers                                                                                                                    

Throughout the year a number of additional fund/friend raising activities may require the help of 

individuals beyond the sponsoring group. Information relating to the need for assistance will come from 

the sponsoring group and become available through the FSP Coordinator. 

 Box Tops for Education                                                                                                                  

Coordinator and FSPartners needed for the collection, counting, and submission of Box Tops. There is 

also the need for others to identify other on-going activities through similar programs that will create 

additional funds for VHCA.  Once opportunities are identified, the individual should plan on taking a 

leadership role in coordinating the effort.  Many of these leadership roles can be accomplished from 

home. 

 Library                                                                                                                                                       
FSPartners are needed to provide supervision in the Library during scheduled use by K5-Elementary 

Classes. Responsibilities include checking in and out of books, reshelfing books, and sharing new 

materials with the classes.  

 Athletic Boosters                                                                                                                                   

Serve on the VHCA Booster Club Board; be active in Booster Club fundraisers; work the food 

concessions during athletic events. 

 General Maintenance                                                                                                                  
Individuals are needed at different times throughout the year who may have the necessary skill sets to 

help in the areas of Cleaners/Custodial Duties; Small electrical repairs; Painters; Carpentry projects; 

Snow Removal; Grounds and Landscaping; and Playground Repairs.  

 Extra-Curricular Activities/Clubs          

Individuals are needed to provide guidance and knowledge to students interested in after school or 

weekend activities or clubs. Possibilities include Chess Club, Outing Club, Computer Club, Reading 

Club, Art Club, Music Club, Intramural Sports Club, Woodworking, Sewing, etc. 

 Tutors/Mentors            

Individuals are needed to provide in-school informal learning sessions with students at all grade levels. 

Must have an interest in assisting students acquire basic skills in a number of different academic areas 

including Math, Spelling, and Reading. Must work closely with the classroom teacher. 

 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
 

2017-2018 VHCA Family Service Program Agreement 
(Complete and Return this section) 

 

I/We understand the VHCA Family Service Program requirements and agree to fulfill this commitment 

by donating our time or paying the FSP fee if unable to complete the required thirty hours as a family. 

I/We understand that we are responsible for properly reporting completed Service Hours on the Service 

Hours Forms so that they can be recorded by the FSP Coordinator. 
 

________________________________________        ________________________________________  

  Parent/Guardian Signature         Date                                 Parent/Guardian Signature         Date  
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