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CHAPERONE GUIDE 
JENKS VOCAL MUSIC BOOSTER CLUB 

______________________________ 
 
There are many tasks a chaperone may do in order to support the vocal 
music program.  The Chaperone Guide is an important document that 
outlines the requirements and expectations to support the students and vocal 
directors, as well as each other during events and performance competitions 
throughout the year.   
 
To be a chaperone, the Jenks Public School Volunteer training, Lobby Guard 
screening and signature confirmation of reading the Chaperone Guide is 
required in order to support the vocal program as a chaperone. 
 
Every effort is made to ensure the accuracy of the information contained 
within this document.  It is not intended in any way to supersede or replace 
the Jenks Vocal Music (JVM) Constitution and By Laws, JPS student 
handbooks and policies or any updates made to aforementioned 
documents present or future. 
 
General 
 
All chaperones are encouraged to wear a Jenks Vocal Music choir shirt or 
Jenks Trojans apparel at all events for vocal directors, transportation 
providers, students and event authorities to recognize as a point of contact 
caring for the safety and support of Jenks Vocal students.  Chaperones will 
direct all questions and concerns to the JVM Trip/Chaperone Coordinator or 
to a JVM Booster Club board member so as not to disrupt and enable the 
vocal directors’ development and constructive feedback of the student’s 
performance talents.  Decisions regarding questions and concerns will be 
communicated through a Booster Club board member or vocal director as 
necessary and will be considered final.  Timeliness of response will vary 
based on the situation. 
 
Communication will be provided through the JVM website, 
www.jenksvocal.com, e-mail, text messaging, and/or Remind from the vocal 



 

 

directors and executive board members.  All parents and specifically 
chaperones should refer to and have access to these communication 
vehicles in order to best serve the needs of vocal music. 
 
The goal is to have experienced chaperones partnered with inexperienced 
chaperones during events to grow the pool of volunteers each year.   
 
The Jenks High School Vocal Music program is part of the school curriculum 
and is also a competition activity.  Stress, fatigue and anxiety are inherent to 
the high performance standards for the students and vocal directors.  The 
JVM Booster Club will do its best to assist with relief associated to these 
symptoms through encouragement, patience, flexibility and positive attitudes 
in all situations.  If any vocal music parent feels they cannot demonstrate 
these guiding principles at all times, then the role of chaperone is not the 
right fit for you. 
 
Chaperone Requirements  
 
1. All prospective chaperones must complete, sign and turn in the JPS 

Volunteer Contract and Criminal Background form. Chaperones are also 
expected to attend or complete online a District Volunteer Orientation.  
All volunteers must complete the District Volunteer Orientation every 
school year.  The website for the orientation, contract and background 
check form is: https://jenks.instructure.com/courses/6640. 

2. A criminal background record check will be performed for any volunteer 
who will be the sole supervisory adult for students. 

3. All chaperones are required to check in through the Lobby Guard 
system.  A valid driver’s license or ID is required for the process.  The 
Lobby Guard systems are available in any Jenks campus main office.  
Retain the printed tag and submit to the JVM Trip/Chaperone 
Coordinator.  (The Lobby Guard system is only available during school 
hours.) 

4. Chaperones will be required to read the JVM Chaperone Guide.  Sign 
and return the last page to the JVM Trip/Chaperone Coordinator. 

5. Chaperones will be required to attend a JVM chaperone orientation 
meeting before each trip. 

6. Jenks Public Schools and JVM maintain the option to perform random 
background checks on any volunteer currently in the school system. 

 



 

 

Trips/Events 
 
JVM Booster Club executive board members attend trips and events but may 
not always function in a chaperone role due to the administrative needs, 
unforeseen expenses and coordination needs for the vocal directors.  Buses 
and vans are reserved based on the total number of performing students, 
vocal directors and chaperones assigned to the trip to control costs.  Other 
volunteers are not allowed to ride along.  (Bus will be used in this guide to 
mean school bus, chartered bus or other school or chartered vehicles used 
to transport vocal students on trips/events.) 
 
Chaperones may be asked to help in a variety of ways at school and the 
event location.  The mom chaperones usually care for primary transportation 
management, refreshment distribution and general administration.  The dad 
chaperones usually care for the physical demands of loading and unloading 
of heavier supplies and equipment.  Chaperones are responsible for sitting 
strategically with vocal music students at the events and on buses to care 
for the safety and needs of the students, as well as, head count and roll calls. 
 
Pre-Departure Meetings at Jenks High School Music Building 
 
Chaperones will attend mandatory pre-departure orientation meetings 
hosted by the Trip/Chaperone Coordinator or the lead chaperone for the trip, 
as assigned by the Coordinator and Vocal director(s).  These meetings 
include distribution of bus seating assignments, trip itineraries as applicable, 
review of chaperone expectations, contact information and general 
questions and answers.  Every effort will be made to ensure each trip is 
planned accordingly, but as with any travel plan, chaperones are expected 
to be flexible and remain positive in unforeseen circumstances.  Chaperones 
will be notified in advance when the orientation meeting will take place. 
 
Arrival to Location 
 
Upon arrival to the event location, all chaperones and students will remain 
on the bus until instruction is provided by the Trip/Chaperone Coordinator, 
lead chaperone or director about where to go.  One group of chaperones 
should remain on the bus after students have departed the bus to ensure 
that all students, luggage, equipment and trash are off the bus.  The other 
group of chaperones should exit the bus immediately to assist with the 



 

 

students.  Chaperones and students should assist with unloading of the 
equipment and/or sets as well, as instructed by the vocal director. 
 
Bus Management 
 
Chaperones are responsible for taking roll call.  In most cases, students have 
signed up to sit on a specific bus and may sit where they choose unless 
assigned seating arrangements have been made by the vocal director(s) 
prior to departure.  A student bus roster, clip board and pen and bus number 
signage with tape is provided for each vehicle by the Trip/Chaperone 
Coordinator at the pre-departure meeting.  The buses are typically numbered 
Bus 1, Bus 2, Bus 3, etc.  Chaperones should tape the number signage to 
the passenger side lower right front window of the vehicle upon receipt of the 
Coordinator.  When the students get on the bus, chaperones will notify 
students to take their seats for roll call.  Students are not allowed to leave 
the bus after roll call.  If there are extenuating circumstances as to why a 
student needs to leave after roll call, they should explain to the chaperone 
the need and if approved, must check back in with that chaperone. 
 
Chaperones should conduct a final head count before the transportation 
leaves each location. 
1. If a student is missing, ask the other students about the missing student.  

They usually know where they can be found. 
2. If a student is not aware of the missing student, check with the vocal 

director(s).  A student may have extenuating circumstances and not able 
to attend an event. 

 
Chaperones should choose seats so they are located throughout the bus.  
Space may be limited and may require a student and other adult member of 
the trip to sit in the same seat section.  The front two seat sections of each 
bus are reserved for the use of the vocal directors.  When space allows, 
adults will have a full seat section to themselves.  The back seats are 
reserved for supplies and/or equipment. 
 
Safety of the students is extremely important and it is the chaperone’s role 
to ensure students comply with the JPS Student Handbook policies and JVM 
policies and rules.  Chaperones should monitor student behavior and correct 
obvious infractions.  Sitting or standing in aisles, inappropriate contact 
between students, PDA (public display of affection), inappropriate clothing 



 

 

(or lack of), inappropriate language, excessive noise and anything else 
covered by the above policies and rules is not allowed.  Chaperones should 
use judgment on what is acceptable behavior.   
 
If a student is asked to make an adjustment in his/her behavior and he/she 
refuses, contact the director on your bus.  The vocal directors are responsible 
for discipline on the trip.  Discipline may include a permanent seating 
arrangement and/or movement to another bus.  If a student is asked to move 
to another bus, chaperones are responsible for updating the roster for roll 
call purposes. 
 
Our ultimate goal as chaperones is to encourage effective teamwork among 
all of our JVM students and boosters in order to be stellar representatives of 
Jenks Public Schools and the greater Jenks community. 
 
Bus Supplies and Housekeeping 
 
Bus #1 (bus or other vehicle) will carry a comprehensive medical kit on all 
trips with medical consent forms signed by the student’s parent or guardian.  
A plastic container of supplies, aka Bus Box, is provided for trips with the 
corresponding bus number on it.  Chaperones should become familiar with 
the contents of their bus box.  It will include paper towels, trash bags, wet 
wipes, antibacterial hand wash, toilet paper and a limited supply of band aids, 
Tylenol, Ibuprofen and small bags in case someone becomes ill.  An 
inventory sheet is located inside each bus box and an items used or missed 
should be submitted after the trip to the Trip/Chaperone Coordinator for 
replacement.  The bus box should be placed in the back row of seats by the 
rest room, if applicable. 
 
Students are responsible for cleaning their own area of the bus.  Chaperones 
will pass through the bus with trash bags for clean up.  When buses reach a 
destination, the students should not exit until told to by a director.  An adult 
must be on the bus while any vocal student is on the bus.  One group of 
chaperones should be the last ones off the bus and should check all storage 
bins, restroom if applicable, and under seating areas to make sure that all 
students and items have left the bus.  Direct any questions to the 
Trip/Chaperone Coordinator or lead chaperone. 
 



 

 

Movies show on the bus to everyone or on personal DVD players and other 
portable devices are to be PG-13 or less.  The director on each bus will 
decide if a movie is appropriate to be shown or not. 
 
Hotel Management 
 
The Trip/Chaperone Coordinator, with vocal director approval, will appoint a 
hotel coordinator(s) for overnight trips.  The hotel coordinator(s) will typically 
arrive ahead of the vocal students to schedule student/room assignments.  
Chaperones are assigned specific groups of students and rooms upon arrival 
to a hotel and are provided a packet containing an itinerary and student/room 
assignments with keys.  The chaperone is responsible for their group of 
students’ safety and compliance with time management needs.  The general 
outline for hotel management is as follows: 
  
1. The itinerary will have a time for lights out.  This means the students’ 
rooms lights are out.  Students are not to be on the phone (personal or hotel 
owned) and the room should be quiet.  Please check the rooms assigned to 
you in person.  Chaperones should conduct a room roll call at this time. 
2.  Students are to keep the hotel phone on the hook for wake up calls. 
3.  Remind the students of breakfast and bus loading times.  If students are 
to bring a change of clothes with them in the morning, remind them of that 
also. 
4.  Make sure the students in your assigned rooms have your room number 
and contact information in case there is a problem and they need to contact 
you. 
5.  The next morning, make sure your students are awake for breakfast.  Give 
them a wakeup call, then a second call in 15 minutes later to ensure they are 
up.  Remind them that school dress code and shoes apply when walking 
through the hotel.  Encourage all students to eat breakfast. 
6.  No incidental charges should be charged to the room.  Movies, games, 
etc. will be turned off in the students’ rooms. 
7. Follow the itinerary.  If there are questions, please contact the 
Trip/Chaperone coordinator or lead chaperone. 
 
ABSOLUTELY NO STUDENTS OF THE OPPOSITE SEX ARE TO BE IN 
THE SAME HOTEL ROOM!  THIS INCLUDES BROTHERS/SISTERS.  
THERE SHOULD NOT BE AN ADJOINING DOOR BETWEEN ROOMS OF 
OPPOSITE SEXES. 



 

 

 
Medical Needs 
 
The JVM Medical Kit and the medical consent forms will be on Bus #1 with 
the appointed chaperone(s) and will be in their hotel room.  If a chaperone 
or one of the students requires medical attention, contact the appointed 
medical kit chaperone(s) at any time of the day.  Contact information will be 
provided in the trip itinerary. 
 
Recreational Activities 
 
When vocal music travels for overnight stays, recreational activities are 
usually scheduled to provided students time to unwind from long trips and 
performances.  These activities are planned in advance and will have 
predefined costs and guidelines.  The Trip/Chaperone Coordinator or lead 
chaperone and/or the director(s) will provide additional information upon 
arrival to the activity.  Chaperones attend the recreational activities and 
should allow the students their independence provided the students 
establish small groups and comply with the trip rules and regulations at the 
recreation site.  Chaperones should mix and mingle periodically with the 
students during the activity to ensure needs and safety are met.  Additional 
spending money is at the discretion of the student and parent/guardian, but 
is recommended as a precaution due to unforeseen circumstances.  The 
chaperones will take headcount and roll call upon return to the bus from the 
activity when leaving the site.  This is also expected when the bus stops for 
fuel, driver change or meal stops. 
 
Bottom Line: If the bus stops and students depart the bus, head count 
checks are always taken before the bus leaves and communicated to the 
bus driver and vocal director assigned to that bus. 
 
Return to Campus Housekeeping 
 
Chaperones are responsible for student departure from the bus.  Students 
should pick up all personal items and remove trash from the bus.  
Chaperones will exit the bus last in order to walk through the bus to ensure 
that everyone has removed personal items and trash.   
 



 

 

Chaperones will not be dismissed to leave until all unloading of equipment 
and returning items to the choir room is completed.  Thank you for your help 
in this matter. 
 
Performance Feedback 
 
If a chaperone or volunteer has an observation to make regarding musical 
performances, they should direct it to a JVM board member in private or at 
a Booster Club meeting with a director in attendance.  Morale and positive 
role modeling is of utmost importance for our amazing students!   
 
Miscellaneous 
 
The Jenks Vocal Music Booster Club is here to support the vocal directors 
and follow their instructions to enable the vocal students have a positive 
learning environment.  It would not be possible to have this environment 
without Vocal Music parent support.  We lead by example, teamwork, 
positive attitudes, patience and sense of humor!  If you are a smoker, please 
be discreet.  No alcoholic beverages are permitted during any performance 
event and trip. 
 
This is one of the life milestones you will always remember and treasure.  
Thank you for volunteering to be a chaperone in this life event for you and 
our great students.  Enjoy this rewarding experience! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Please return this signed acknowledgement form to the Jenks Vocal Music 
Booster Club Trip/Chaperone Coordinator, Heather McGregor.  You may 
also turn it in to Mrs. Hester or Mr. Shimp.  Thank you for your time to protect 
your treasures! 
 
 
 
CHAPERONE GUIDE ACKNOWLEDGEMENT FORM 
 
I certify by my signature that I have read, understand and 
agree to comply with the guidelines and expectations set 
forth in the Jenks Vocal Music Chaperone Guide.  I also 
agree to comply with the requirements set forth in the Jenks 
Public School Volunteer program, complete an orientation, 
submit a completed Volunteer Contract Form and a 
Criminal Background form in order to qualify as a 
chaperone for the Jenks Vocal Music program for the 2019-
2020 school year. 
 
 
Name:______________________________________________ 
    (Please Print) 
 
 
Signature:___________________________________________ Date:____________________ 
 
 
( 


