
Thank you for willingness to participate as a parent volunteer with the Office of Undergraduate Admissions and Orientation!  We appreciate your service as we work collaboratively to recruit students.  
At these events, you can expect to arrive at the venue 45 minutes early.  Events usually last between one to two hours. Upon arrival, you will be assisting as needed with setup and registration of students and families in attendance.  You should be introduced by the presenters, and if time permits, you’ll have the opportunity to speak about your experience with NAU.  You will also participate in the question-and-answer session at the end of the presentation.  At most events, there will also be an alumni volunteer.  The dress for the event is business casual.

The majority of recruitment events will be one of the following:
Senior Information Session
This event is for any area high school senior who has expressed an interest in NAU.  A staff member will give a presentation to the prospective students and their parents about Flagstaff and the university, with an emphasis on encouraging these students to apply and visit campus.

Sophomore/Junior (Junior/Senior) Information Session
This event is for any area high school sophomore, junior or senior who has expressed an interest in NAU.  A staff member will present an overview of NAU and Flagstaff to the prospective students and parents, with an emphasis on encouraging the students to learn more about NAU’s programs and to visit campus.

Senior Yield
The Senior Yield Program is open to any area student who has already been admitted to the next class of NAU freshmen.  The main focus is to explain what lies ahead for these students as they decide whether or not they will attend NAU.  A staff member will present information about campus resources, information on financial aid, residence life and other steps to consider prior to starting classes in the fall.

Senior Reception
This event is a new option offered for high school seniors.  This program is held in a more informal setting, and conducted as an open-house for students and parents.  Volunteers are able to talk more informally with guests and answer their questions about university life.  

Ann Shaheen in the Office of Undergraduate Admissions and Orientation will serve as your contact person and will provide you with the contact information of the admissions counselor who will be on site.  Before we can confirm your volunteer participation, we will need you to complete a volunteer registration form and return it via email to Crystal.Nance@nau.edu or fax to 928-523-1425.
Please let us know if you have any questions.

Regards,

[bookmark: _GoBack][image: ]

Crystal Nance
Parent and Family Services Coordinator
Northern Arizona University

[image: ]                VOLUNTEER REGISTRATION FORM 


This portion of the form to be completed by the VOLUNTEER:  (Please Print, Sign and Date)  

VOLUNTEER’S NAME:  _______________________________________________________________________  

Mailing Address:  _____________________________________________________________________________

City:  _________________________  State:  _________  Zip Code:  ___________  Home Phone:  ________________

**If Volunteer is under 18 years of age, list age and follow instructions on the back of form:  ____________________ 

1.  Have you ever been convicted of, plead guilty or no contest to a crime that has or has not been expunged or removed from your
[bookmark: Check15][bookmark: Check16]      record?  Yes |_|   No |_| If yes, please explain (for more information, refer to NAU Human Resources Policy 1.085). 

    ___________________________________________________________________________________________________.

    (The University will consider the nature of the offense, relation to the position for which you are applying, time since conviction, and
    all other relevant facts and circumstances in determining whether or not to disqualify you from consideration.)

[bookmark: Check13][bookmark: Check14]2.  Do you have health insurance?  Yes |_|  No |_|.  If yes, please provide the following information:

     Medical Insurance Carrier:  __________________________  Policy #:  __________________  Expiration Date:  _______________

I have carefully read the above information and understand its contents.  The above information provided by me is accurate.
_________________________________________________________       _____________________________________________
Volunteer’s Signature							Date



This portion of the form is to be completed by the NAU SUPERVISOR:  (Please Print, Sign, and Date)

SUPERVISOR’S NAME: ____________________________________  Title:  _________________________________

Department:  ______________________________  Box #: ________________ Work Phone: _____________________
Date Volunteer will begin volunteer activity: ___________________ Date Volunteer will end volunteer activity: __________________
Description of Volunteer’s Authorized Duties: ______________________________________________________________________
__________________________________________________________________________________________________________
[bookmark: Check1][bookmark: Check2]1.  This Volunteer position is Safety/Security Sensitive:  Yes |_|  No |_| (for more information, refer to NAU Human Resources Policy 1.085).
2.  Will volunteer be authorized to drive a state-owned/rented/leased vehicle on NAU authorized & supervised business? 
[bookmark: Check3][bookmark: Check4]	Yes |_|   No |_|
3.  If the answer to question 2 is yes, the supervisor shall provide the following information:  
[bookmark: Check9][bookmark: Check10]     Does the volunteer have a valid drivers license?  Yes |_|  No |_|.
     Volunteer’s Driver’s License #:  _____________________________ State: _____________ Expiration Date:  _______________
     Volunteer’s Vehicle Insurance Carrier: ________________________________________ Policy #:  ________________________
[bookmark: Check7][bookmark: Check8]     Will the volunteer be driving a state-owned, rented, or leased 9 or 12 passenger van for the university?  Yes |_|   No |_|
     If yes, has the volunteer successfully completed the mandatory 9-12 passenger van training course offered by NAU & is certified?
[bookmark: Check11][bookmark: Check12]          Yes|_|  No |_|.   Expiration Date of Certification Card:  _____________________________________.
[bookmark: Check5][bookmark: Check6]     Does the volunteer have previous experience driving a 9-12 passenger van?  Yes |_|  No |_|.
     Describe: ______________________________________________________________________________________________
_________________________________________________________     _____________________________________________
Supervisor’s Signature								Date

Distribution List:  Send ORIGINAL FORM to Insurance Officer, NAU Property and Liability Insurance Services, Box 4067, Flagstaff   AZ 86011     
   Make COPIES for Supervisor and Volunteer                                                                                                   (revised 7/1/09)



LIABILITY COVERAGE:  Volunteers are those persons doing work for the State of Arizona, NAU under the direction and control of University officials & are not being paid by anyone for these activities.  Liability coverage is extended to volunteers acting at the direction of University officials & within the course and scope of their State authorized activities.  Volunteers of the University are provided the same liability protection afforded employees.  Thus, volunteers acting within the course and scope of their State authorized activities would be covered for their liability exposure as authorized volunteers of the State and University.

**Volunteers must be 18 years of age or older, unless prior written approval is obtained from NAU Human Resources.  If a volunteer is under 18 years of age, written approval from Human Resources must be attached to the Volunteer Registration Form submitted to the Insurance  Officer, Property and Liability Insurance Services, Box 4067.  Also, a Consent Form must be signed by the Parent or Legal Guardian and submitted to the NAU Property and Liability Insurance Services prior to commencement of activity.  Contact the Insurance Officer (928-523-2009) at Property and Liability Insurance Services for more information or a copy of the Consent Form. 

WORKERS COMPENSATION COVERAGE:  Volunteers are NOT covered by the State’s workers’ compensation plan if injured while participating in this program.  Volunteers are strongly encouraged to obtain their own medical insurance before participating in this program.			

ACCIDENT, MEDICAL, AND ACCIDENTAL DEATH & DISMEMBERMENT PLAN:  Arizona Department of Administration, Risk Management Division has purchased an accident, medical, and accidental death and dismemberment plan for NAU volunteers.  This plan is designed to cover registered volunteers while they participate in NAU authorized volunteer activities.  The plan will reimburse for eligible expenses, which are not payable by the volunteer’s health care plan or any other insurance plan providing reimbursement for medical expenses.  Claim forms can be obtained from NAU Property and Liability Insurance Services (928-523-2009) or on Risk Management Division’s web site at:  

Summary of Insurance (Student/Volunteer Accident & Medical Insurance)

Policy (United States Fire Insurance Company – Accident Only Insurance)

Accident Claims Form

SAFETY-SECURITY SENSITIVE POSITIONS:  Per NAU Human Resources Personnel Policy #1.085, NAU positions, including volunteer positions, which are considered safety/security sensitive under the defined criteria are subject to certain background/fingerprinting requirements.  The following links will assist you in determining whether the position is Safety/Security Sensitive.

Safety/Security Sensitive Position Identification Tool

Policy 1.085 Background Investigation

VOLUNTEERS DRIVING UNIVERSITY OWNED, RENTED, OR LEASED VEHICLES:  All NAU volunteer drivers and their NAU supervisor shall complete and return the Volunteer Registration Form prior to driving a university owned, rented, or leased vehicle on NAU approved business.  The signed Volunteer Registration Form must be on file with Property and Liability Insurance Services prior to the day of the trip.

VAN TRAINING:  Passenger Van training is a requirement for all drivers of 9-12 person state owned, rented, or leased vehicles by Arizona Administrative Code Title 2, Chapter 10, R2-10-207.12.e.  NAU Transportation Service Center (TSC) offers a behind the wheel skills course to all potential drivers of university owned, rented, or leased vans.  Please contact TSC 523-2469 for more information.







	Event Type
	Event Date
	Event Time
	Location
	ST
	Hotel / Venue
	Address
	Zip Code
	Hotel guest phone #
	Staffing

	Senior Information Session
	Sunday, September 18, 2011
	2:00 PM
	Tucson
	AZ
	Marriott University Park
	880 E. 2nd Street, Tucson, AZ
	85719
	520-792-4100
	Carolyn Christianer & David Dollins

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Senior Information Session
	Tuesday, September 20, 2011
	7:00 PM
	W Phoenix
	AZ
	Renaissance Glendale Hotel & Spa
	9495 W. Coyotes Blvd., Glendale, AZ
	85305
	623-937-3700
	Danielle Donaldson, David Dollins, Anika Olsen

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Junior Information Session
	Sunday, September 25, 2011
	2:00 PM
	NE Phoenix
	AZ
	JW Marriott Phoenix Desert Ridge Resort & Spa
	5350 East Marriott Drive, Phoenix, AZ
	85054
	480-293-5000
	Chris Phillips & David Dollins

	Senior Information Session
	Sunday, September 25, 2011
	6:30 PM
	NE Phoenix
	AZ
	JW Marriott Phoenix Desert Ridge Resort & Spa
	5350 East Marriott Drive, Phoenix, AZ
	85054
	480-293-5000
	Chris Phillips, David Dollins, Anika Olsen

	Junior/Senior Information Session
	Sunday, September 25, 2011
	2:00 PM
	San Diego
	CA
	Courtyard by Marriott San Diego Central
	8651 Spectrum Center Blvd., San Diego, CA
	92123
	858-573-0700
	Sara Jean Gilbert & Brant Brown

	Junior/Senior Information Session
	Sunday, September 25, 2011
	2:00 PM
	San Jose
	CA
	San Jose Marriott
	301 S. Market St., San Jose, CA
	95113
	408-280-1300
	Lara Mowery

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Senior Information Session
	Tuesday, September 27, 2011
	7:00 PM
	Pinetop/ Show Low
	AZ
	Hon-Dah Resort Casino & Conference Center
	777 Highway 260, Pinetop, AZ
	85935
	928-369-0299
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Junior/Senior Information Session
	Sunday, October 2, 2011
	2:00 PM
	Pasadena
	CA
	Courtyard by Marriott Los Angeles Pasadena/ Monrovia
	700 West Huntington Dr., Monrovia, CA
	91016
	626-357-5211
	Kendra Marum

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Senior Information Session
	Monday, October 3, 2011
	7:00 PM
	Prescott
	AZ
	Residence Inn by Marriott
	3599 Lee Circle, Prescott, AZ
	86301
	928-775-2232
	Carmen Hetzel

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Senior Information Session
	Tuesday, October 4, 2011
	7:00 PM
	SE Phoenix
	AZ
	Marriott Phoenix Mesa
	200 N. Centennial Way, Mesa, AZ
	85201
	480-898-8300
	Chris Phillips & David Dollins

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Junior/Senior Information Session
	Sunday, October 16, 2011
	2:00 PM
	Denver
	CO
	Denver Marriott West
	1717 Denver West Boulevard, Golden, CO
	80401
	303-279-9100
	 

	Junior/Senior Information Session
	Sunday, October 16, 2011
	2:00 PM
	Seattle
	WA
	Seattle Airport Marriott
	3201 South 176th St., Seattle, WA
	98188
	206-241-2000
	Eva Johnson

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Junior/Senior Information Session
	Monday, October 17, 2011
	7:00 PM
	Portland
	OR
	Portland Marriott City Center
	520 SW Broadway, Portland, OR
	97205
	503-226-6300
	Eva Johnson

	Junior/Senior Information Session
	Monday, October 17, 2011
	7:00 PM
	Albuquerque
	NM
	Courtyard Albuquerque
	5151 Journal Center Boulevard, Albuquerque, NM
	87109
	505-823-1919
	Kimberly Cawthon

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Senior Information Session
	Tuesday October 18, 2011
	7:00 PM
	Kingman
	AZ
	Hampton Inn and Suites
	1791 Sycamore Avenue, Kingman, AZ
	86409
	928-692-0200
	Carmen Hetzel

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Junior/Senior Information Session
	Sunday, October 23rd, 2011
	2:00 PM
	Anchorage
	AK
	Anchorage Marriott Downtown 
	820 West 7th Ave., Anchorage, AK
	99501
	907-279-8000
	Brant Brown

	Junior/Senior Information Session
	Sunday, October 23rd, 2011
	2:00 PM
	Las Vegas
	NV
	Hampton Inn Tropicana
	4975 Dean Martin Dr., Las Vegas, NV
	89118
	702-948-8100
	 

	Junior/Senior Information Session
	Sunday, October 23rd, 2011
	2:00 PM
	San Diego
	CA
	Courtyard by Marriott San Diego Central
	8651 Spectrum Center Blvd., San Diego, CA
	92123
	858-573-0700
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Junior/Senior Information Session
	Monday, October 24th, 2011
	7:00 PM
	Irvine
	CA
	Irvine Marriott
	18000 Von Karman Ave., Irvine, CA
	92612
	949-553-0100
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