ANFB- PEF- L

SUBJECT: Standing Operating Procedure (SOP) - Fort Belvoir
Partners in Education Program

1. References:
a. PL 104-201, Section 1044, 23 Septenber 1996.

b. AR 608-1, 30 July 1997, Arny Community Services
Program pages 1-48.

c. DoD nmenorandum 17 March 1998, Comrunity Shari ng
of DoD Facilities.

d. DA nmenorandum 1 Sept 1998, America Goes Back to
School .

2. Purpose. This SOP establishes guidelines for the
operation of the Fort Belvoir Partners in Education (PlE)
pr ogram

3. Applicability. This SOP is applicable to active duty
mlitary personnel and Departnent of the Arny civilians
participating in the Fort Belvoir PIE program

4. Responsibilities. Overall responsibility for the PIE
programrests with the Chief, Soldier and Fam |y Support
Di vi si on ( S&SFD) .

a. The School Liaison Oficer (SLO wll do the
fol | ow ng:

(1) InformPIE Unit Comranders and Supervisors
of their responsibilities as PIE participants.

(2) Organize and conduct annual training to PIE
coor di nat ors.

(3) Chair the nonthly General Steering Conmittee
nmeeti ngs consisting of representatives for each of the
par t ner shi ps.

(4) Publicize the PIE programto recruit new
partici pants through special events and new commanders
bri efings.
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(5) Organize the annual Teacher
Appr eci at i on/ Menor andum of Under st andi ng si gni ng cer enony
in Cctober.

(6) Supply the following fornms to the unit PIE

coordinators: Information for Updating Address Li st
(encl. 1); PIE Monthly Report (encl. 2); PIE Yearly Report
(encl. 3); Fairfax County Public Schools PIE Eval uation
Form (encl. 4); generic job descriptions for tutors and
mentors (encls. 6 & 7); and the Partners in Education
Vol unteer Sign-up Form (encl. 8).

b. Unit commanders/supervisors will do the foll ow ng:

(1) Sign Menorandum of Understanding with their
partner school (encl. 5).

(2) Assign a unit PIE coordinator.
(3) Pronote and encourage unit vol unteers.
c. PIE coordinators will do the follow ng:

(1) Informunit commander/supervisor of events
and activities.

(2) Meet with school points of contact to
coordi nate objectives and activities based on school's
strategic plan.

(3) Attend nonthly General Steering Committee
nmeet i ngs.

(4) Attend annual PIE coordinators' training.
(5 Recruit volunteers fromtheir unit.

(6) Publicize events through garrison public
affairs venues.
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(7) Submt the following reports to the SLO
I nformation for Updating Address List (encl. 1); PIE
Mont hly Report (encl. 2); PIE Yearly Report (encl. 3);
Fai rfax County Public Schools PIE Eval uati on Form
(encl. 4); and the Partners in Education Vol unteer Sign-up
Form (encl. 8).

d. Ensure PIE volunteers conplete the Partners in
Educati on Vol unteer Sign-up Form (encl. 8), sign in and out
of the school, and submt volunteer hours worked to the PIE
coordinator. PIE nentor and tutors will sign the generic
j ob descriptions (encls. 6 & 7) unless another job
description is provided by the school, and conpl ete school
district requirenents for background checks.

5. Procedures.
a. Adnministrative.
(1) SLOw Il conplete the foll ow ng:

(a) Maintain a database of partnerships
i ncl udi ng coordi nators, supervisors, and school points of
cont act .

(b) Collect data fromthe PIE coordi nators on
t he nunber of volunteers and hours worked on a nonthly
basi s.

(c) Annually review and update PIE SOP.

(2) The unit PIE coordinator wll submt the
following reports to the SLO Information for Updating
Address List (encl. 1); PIE Monthly Report (encl. 2); PIE
Yearly Report (encl. 3); Fairfax County Public Schools PIE
Eval uation Form (encl. 4).
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(3) The PIE volunteer will conplete the and the
Partners in Education Vol unteer Sign-up Form (encl. 8),
sign in and out of the school, and submt vol unteer hours
worked to the PIE coordinator. PIE nmentors and tutors wll
sign the generic job descriptions (encls. 6 & 7) unless
anot her job description is provided by the school. PIE
mentors and tutors nust conply with the |ocal school tutor
and nmentor requirements as inplenented at their partner
school. One tinme or occasional |ogistic volunteers are not
required to conplete the PIE volunteer sign-up form

6. Proponent. The proponent of this SOP is the SLO
Comrent s and suggestions can be sent to S&SFS, ATTN. SLQO
9655 Bel voir Road, Fort Belvoir, VA 22060-5561

Coordi nator, CYS



Title Tutor

Supervisor:

Partnersin Education
VOLUNTEER JOB DESCRIPTION

1st Line: Class Room Teacher
2nd Line: Unit PIE Coordinator

Objective: Tutor a student identified by his'her teacher in reading, writing, and/or math.

Major Duties:

Qualifications:

Tutor the student once aweek in subjects that may include reading,
writing, math, and/or computer skills.

Maintain a positive, warm attitude that encourages the student to
learn.

Notify teacher about changes in meeting times.

Discuss the student's progress with the teacher.

Sign in and out of schooal.

Keep arecord of volunteer hours with the PIE Coordinator.

Desire to work with students.
Good communication skills.
Basic skillsin reading, writing and/or basic math.

Training: Asdetermined by the school and teacher.

Time Required: One hour per week for duration of school term.

Teacher

Date PIE Coordinator Date

Volunteer

Date



Partnersin Education
VOLUNTEER JOB DESCRIPTION
Title Mentor
Supervisor:

1st Line: Class Room Teacher
2nd Line: Unit PIE Coordinator

Objective: Mentor a student identified by his’her school as at risk of failure or dropping

out of school.

Major Duties:

»  Work with the student to develop long-range goals for hissher academic

and personal life.

» Assist with homework or missed class work and encourage attendance.
* Listen to the student, understand the obstacles the youth perceives, and

help him/her find solutions.
» Actasrole model for the student.
» Discussthe student's progress with the teacher.
» Signinand out of school.

» Keep arecord of volunteer hours with the PIE Coordinator.

Qualifications:

» Desretowork with students.
e Good communication skills.
» Basic skillsin reading, writing and or math.

Training: Asdetermined by the school and teacher.

Time Required: One hour per week for duration of school term.

Teacher Date PIE Coordinator

Volunteer Date

Date






