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Planning For College Success
Tutoring and Mentoring Program

Making a difference, one child at a time

                    pfcsku@gmail.com

PFCS School Coordinator 

PFCS school coordinators are a vital link between the schools and the PFCS program, coordinating the volunteer efforts at 2-4 school sites each. School coordinators maintain records of volunteer hours at each school, set up volunteer times, and keep school employees and volunteers informed about the PFCS program. School coordinators serve as “The Face” of PFCS to the schools, volunteers, and community. These are the primary duties of school coordinators.

Pre-Program 
· Assist the President with matching and training volunteers

· Contact each volunteer to confirm their volunteer positions and provide instructions on sign-in procedures, etc. for each school

· Attend training sessions and assist the President in training volunteers

· Work with school contacts to finalize details such as sign-in procedures, necessary training, dress code, etc.  

· Place PFCS sign-in sheets in a folder at each school at the beginning of the semester before the first volunteer arrives.

Weekly 

· Collect the sign-in sheets from each school

· Total the hours for each volunteer and pass these numbers to the assigned VP of Administration

· E-mail all volunteers who did not attend their shift

· Pass along any messages from volunteers to schools, schools to volunteers (this may be a daily duty, depending on circumstances)

Monthly 

· E-mail volunteers (group by school or individually) with thanks, updates on school procedures, news from schools, etc.

· E-mail each contact at each school (individually) to check on volunteers (Are they doing their job? Any comments/questions? Anything we can improve? and, of course, thank them!)

· Attend PFCS Staff meeting

As-Needed 

· Check personal e-mail DAILY for news from PFCS 

· Check gmail account, respond to e-mail from your schools/volunteers (plan to spend 15-30 minutes a day on e-mails, especially at first.  This will taper off as the semester continues)

· Make personal contact and set up a meeting with school employees, if possible, so that they have a face to put with the program

· Update contact list in the gmail account (create an e-mail contact list for each school with volunteers, one for each school with teacher contacts) and provide a printed copy of this list for PFCS records
