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May 

· Submit April volunteer hours to Data Management Chairman.

· New (for the coming school year) VIPS General Board members attend May meeting.

· Coordinate printing of forms with principal and parent organization president.  All printing requisitions for the coming school year must be submitted to the Katy ISD Print Shop by the end of May.

June

· Confirm printing requisitions with Print Shop.

· Begin planning your campus VIPS Kick-Offs.

July

· Assemble volunteer registration and needs assessment forms (also called volunteer applications, enrollment forms, volunteer opportunities, etc.).  This form should include name, address, zip code, phone number and emergency contact of volunteers.

· New student registration planning.

· Contact Executive Board Training Chairman to schedule a district representative to speak at your VIPS Kick-Off.

August

· Attend General Board meeting at the administration building.

· Check with principal and VIPS Campus Liaison for priority VIPS assignments.

· Locate sign-in sheets, VIPS registration forms, volunteer record forms, needs assessments, name badges and plastic holders.

· Consult with PTA/PTO/PSG to identify committee chairmen and begin contacts.

· Send home volunteer forms (applications, volunteer opportunities, campus-specific forms) with students on the first day of school.

· From returned forms, begin strategic placement of volunteers (individually or through committee chairs).

· Begin planning campus volunteer Kick-Off (refreshments, forms, speakers, content, dates, etc.).

· Meet with booster clubs to instruct on capturing all volunteer hours.

· Submit total number of May, June and July volunteer hours to Data Management Chairman.

· Contact Executive Board Training Chairman to schedule or confirm a district representative to speak at your VIPS Kick-Off.

September

· Attend General Board meeting at the administration building.

· Submit total of August volunteer hours to Data Management Chairman.

· Consider school publications as sources for VIPS publicity.  Continue this activity as necessary.

· Hold VIPS Kick-Offs.

· Publicize VIPS recruitment, volunteer opportunities and recognition through school newsletters.  Collaborate with newsletter chairman.

· Help spread the word about VIPS University!!!

October

· Attend General Board meeting at the administration building.

· Send total of September volunteer hours to Data Management Chairman.

· Attend VIPS University…..and encourage your volunteers to do the same!

· Continue placement of volunteers.

· Evaluate volunteer placements through teachers and volunteers.

· Check to see that every volunteer has been contacted.

· Brief PTA/PTO/PSG board of volunteer initiatives.

· Hold additional volunteer Kick-Offs, if necessary.  Consult with your principal to determine need.

November

· Attend General Board meeting at the administration building.

· Send total of October volunteer hours to Data Management Chairman.

· Consider possible volunteer recognition activities for holidays.  Consult with your principal and PTA/PTO/PSG board.

December

· Attend district General Board holiday luncheon.

· Send total of November volunteer hours to Data Management Chairman.

· Along with November volunteer hours, send district Data Management Chairman a total number of registered volunteers.  This number should include everyone who has volunteered at your campus this first semester, even if they’ve not completed a VIPS registration form.

· Implement volunteer recognition activities.

January

· Attend General Board meeting at the administration building.

· Send total of December volunteer hours to Data Management Chairman.

· Recruit new volunteers and retain all existing volunteers.

· Consider Valentine VIPS recognition activities.

· Re-evaluate placement of volunteers.

· Hold mid-year Kick-Off for newcomers.

· Begin selection process of campus Volunteer of the Year.  Consult your principal for procedure information.

· Begin process for selecting new VIPS Coordinator.

February

· Attend General Board meeting at the administration building.

· Send total of January volunteer hours to Data Management Chairman.

March

· Attend General Board meeting at the administration building – Coordinators only!  Pick up invitations for VIPS Breakfast.

· Send total of February volunteer hours to Data Management Chairman.

· Stamp invitations with RSVP name and phone number.  

· Secondary schools: address envelopes and put campus initials by return address.  Bring addressed invitations to the PIE office for mailing by the end of the month.  Return unused invitations and envelopes to the PIE office.

· Elementary schools:  please invitations in take-home folders.

· Receive and tally RSVPs for VIPS Recognition Breakfast

April

· Attend General Board meeting at the administration building.

· Send total of March volunteer hours to Data Management Chairman.

· Along with your March volunteer hours, send district Data Management Chairman a final number of registered volunteers.  This number should include everyone who has volunteered on your campus this year, even if they’ve not completed a VIPS registration form.

· Send name of Volunteer of the Year to the PIE office.

· Report number of volunteers attending Recognition Breakfast.

· Begin training new VIPS Coordinator.
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