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Dear Volunteers, 

 

 

Thank you for your willingness to share your time and talent with the St. Vincent de Paul School community.   

 

The faculty and staff look forward to working with you to promote the value of service as you join us in promoting 

the mission of SVS and Catholic education. I encourage you to ask for help, direction, or advice as you participate 

in the numerous opportunities to volunteer. 

 

Research indicates that parent volunteerism in schools enhances student self-esteem, increases academic 

achievement and improves student behavior and attendance. We appreciate the priceless service that you provide to 

St. Vincent School. This Volunteer Handbook is designed to assist you and make sure that volunteers are well 

informed on life at SVS.  

 

 

 

Respectfully, 

 

Teresa Underwood, Principal 
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Procedures and Policies 

 

Application Process 

All volunteers are required to complete the volunteer application. This includes completion of Safe Parish, and a 

signed Code of Conduct and Volunteer Pledge agreement on file. Please keep the Archdiocesan Code of Conduct for 

your records. 
 

Gratuitous Service 

Volunteers to St. Vincent School choose to volunteer without an expectation of anything in return. Serving in the 

ministry of Catholic education is a privilege and not a right. The principal reserves the right to discontinue the services 

of any volunteer. 
 

School Hours 

PK: 8:15 a.m. - 2:30 p.m. 

K: 8:00 a.m. - 2:45 p.m. 

1-8 8:00 a.m. - 3:00 p.m.  
 

The School doors are opened for students and supervised at 7:45 a.m. Students arriving for breakfast may enter the 

building at 7:30 using Entry 3.  

 

School Office Hours 

The school office is open on all school days from 7:30 a.m. – 4:00 p.m. 
 

Sign-In Procedure 

School visitors (volunteers, parents, etc.) must come to the main office.  For safety and security reasons, each person 

is required to sign in at the office when he/she enters the building for any reason. All visitors and/or volunteers are 

required to wear a designated badge or sticker that may be picked up in the office. Visitors and/or volunteers are to 

return the badge and sign out at the time of departure.   
 

Dependability 

The school relies on your support. We ask that you follow through on tasks by attending to scheduled times; please 

give notice of absence whenever possible.  
 

Confidentiality 

A volunteer operates in a position of trust.  Personal information pertaining to students must be kept confidential.  

Children’s actions, responses, progress, or problems at school are not for sharing in the community.  Conversations 

between parents, teachers and students in the school are confidential. Volunteers should not discuss these 

conversations outside of school. Refer any concerns to the Administration. All volunteers will be required to sign the 

Volunteer Pledge. 
 

Technology 

Any photographs or statements made on a volunteer’s Social Networking Site may be cause for dismissal of services 

and separation of the volunteer’s family from the school. This includes defamatory comments made about the school 

administration, other teachers, students, or the parish. Volunteers should never take photographs of students during 

school sponsored activities. This includes, but is not limited to, field trips and class parties. 
 

Health and Safety 

A First-Aid kit will be available on every field trip. Chaperones should at no time administer any medication to a 

student. These medications include, but are not limited to, over-the-counter medications. 
 

Volunteer Dress 

St. Vincent School has very detailed expectations for student dress.  Although volunteers do not have a dress code 

requirement, it is expected that volunteers reflect the image of St. Vincent School and wear modest clothing while 

working in the school or during school activities. This includes a moderate length for skirts and shorts, conservative 

blouses and tops, no workout apparel, and no leggings, jeggings, or flannel pajama pants. 
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Responsibility 

The Administration of St. Vincent School is accountable for facilitating, monitoring, evaluating, and providing 

continuity for the success of the volunteer program. The staff is committed to welcoming volunteers, informing them 

about their tasks, encouraging their initiatives and celebrating their efforts. Volunteers are expected to adhere to 

school rules and procedures, perform assigned tasks to the best of their ability, work cooperatively with all staff and 

seek clarification when necessary.  
 

Inclement Weather  
If it should be necessary to close the school because of weather conditions, an announcement will be made through 

PowerSchool and posted on the school and local radio stations websites.  
 

Emergency Drills 

Volunteers are expected to participate in 

all drills and adhere to the guidelines of 

silence.  State law requires that  

Fire drills are held monthly. During fire drills, students and volunteers should follow these regulations: 
 

1. Rise in silence when the alarm sounds. 

2. Close windows and doors. 

3. Walk to the assigned place briskly, in single file, and in silence. 

4. Stand in a column of twos, facing away from the building. 

5. Return to building when signal is given. 
 

Tornado drills are held periodically.  The procedures are: 
 

1. Rise in silence when the alarm sounds; 

2. Walk briskly to the assigned place in single file; 

3. Sit, face wall, and put hands over head; 

4. Return to classroom when signal is given. 
 

Field Trips 

1. Parents who chaperone a field trip may not bring pre-school or school-age siblings on the field trip, unless 

specifically communicated by the classroom teacher. 

2. All chaperones must be 25 years of age or older. 

3. Chaperones should not smoke while on a field trip. This includes the use of electronic cigarettes and 

vaping products. 

4. Chaperones should dress modestly and appropriately on the field trip. Teachers will notify all chaperones 

of the appropriate dress code for the trip. 

5. Chaperones should refrain from cell phone use while on the field trip. 

6. Chaperones should not allow students to use their cell phones on field trips. 

7. Chaperones should be involved in active supervision while on the field trip and not engage in social 

conversation with other chaperones. 

8. Chaperones may be held responsible for accidents or injuries that happen due to their negligence. 

9. Chaperones should not distribute snacks to students while on field trips. 

10. Chaperones should not provide money to students while on field trips. 

11. Chaperones should not photograph students during the field trip and then share or post the photos on the 

chaperone’s social media site. 
 

Right to Amend 
St. Vincent School reserves the right to amend this Handbook.  Notice of amendments will be sent to volunteers. 

 

*The following sections (Child Safety & Legal Issues) derived from the United 

States Conference of Catholic Bishops guidelines regarding the Protection of All God’s Children 

encompasses both school and church. 
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CHILD SAFETY & LEGAL ISSUES 

 

Guidelines for the Supervision of Minors 

     Guidelines include, but are not limited to, the following: 

1. Church personnel are responsible for releasing minors in their care at the close of activities only to parents, 

legal guardians or other people designated by parents or legal guardians in writing. 

2. Programs for minors should not be administered by only one adult without additional adult supervision. 

3. Church personnel should report uncontrollable or unusual behavior of minors to parents as soon as possible. 

4. Facilities should be monitored during church services, and all school and other activities. 

5. Parents should be encouraged to be part of all services and programs in which their children and young 

people are involved. 

6. Parental permission should be obtained, including a signed medical treatment authorization form before 

taking minors on trips.  Have minors use a “buddy system” whenever they go on trips away from church 

property. 

7. Always obtain parental approval before permitting any minor to participate in athletic or other activities that 

involve potential risk. 

  

SAFE ENVIRONMENT VISION STATEMENT 

Archdiocese of Indianapolis 
  

By virtue of baptism, each of us is called by name to participate in the ministry of Christ who is priest, prophet, and 

king.  In accord with that ministry, we are called as priest to share the presence of God with those around us, as 

prophet we speak the truth even in difficult times and call each other to fidelity to God’s ways, and as king we 

exemplify the servant leader who generously and conscientiously looks after the welfare of those entrusted to us.   

  

Because all human life is a precious gift from God, we must assure that all persons, especially the young and the 

vulnerable, are to be treated with dignity, respect, and offered an environment, which promotes safety.  A safe 

environment is one that provides for the protection of the physical, emotional, and spiritual health and well-being of 

each person.  More than simply offering protection from danger, a safe environment within our context also reflects 

the reality that the Church sees itself as a sanctuary, that is, a “sacred space” where one finds protection, security, 

support, guidance, and the presence of God. Thus, the entire church community must live in a way that is consistent 

with that covenant by fostering environments that not only are safe but also are healthy.   

  

The Safe Environment Program of the Archdiocese of Indianapolis strives to empower parishes, schools, families, 

and individuals to create and foster safe and healthy environments for children and youth in all aspects of their lives.  

We strive to achieve this through preventive measures, as well as educational strategies.  Prevention of abuse and 

neglect of our children and youth is foundational to the Safe Environment Program and constitutes its initial focus.  

As the program develops, safe and healthy environment training also will include but not be limited to such strategies 

as education and training in effective parenting, conflict resolution, internet and computer safety, the prevention of 

harassment, bullying, or violence in any form, healthy and best practices for injury prevention, and attention to safety 

in the event of emergency or disaster.  

  

 

Training, support, and resources will be directed to: 

  

All church personnel, including lay and religious employees and volunteers, priests, and deacons, by supporting 

them in ministering to their people through implementing and participating in comprehensive safe environment 

programs. 

 

Children and youth themselves, by supporting them in their effort to navigate their way through the confusing and 

often harmful aspects of the world by developing the necessary knowledge, integrity, and self-mastery they need to 

live a mature and active faith. 



5 

   

 

 

Parents, as the leaders of the “domestic church,” are called to provide the primary safe and formative environment 

for their children, by supporting the vocation of parenthood and the marital bond, to improve the nurturing and 

formation of their children, who are a gift and who call their parents together in love. 

  

All Persons, who out of generosity and care seek to better their own local environments for the safety and health of 

children and youth. Everything we do as church must reflect our commitment to respect life in all situations by 

providing a secure sacred space that safeguards and promotes human dignity, by fostering the development of each 

person, and by creating and maintaining a safe and healthy environment for all who come to us seeking an experience 

of the holy presence of God. 

 

CHILD ABUSE LAWS 

St. Vincent School abides by the Child Abuse laws of the State of Indiana. This law mandates that all cases of 

suspected abuse and/or neglect be reported to Child Protective Services. 
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VOLUNTEER PLEDGE 
 

I pledge to volunteer my time and talents in service  

to the children of St. Vincent de Paul Catholic School. 

 

I will uphold the expectations of the role of volunteer by observing guidelines outlined in the Volunteer Handbook 

and by being committed to my duties. 

 

I promise to respect the confidentiality of the students, faculty and staff. 

 

I have read and understand St. Vincent’s mission statement and will follow the rules, policies and procedures 

outlined in the Volunteer Handbook to the best of my ability. 

 

 

 

Volunteer Name (printed): ________________________________ 

 

Volunteer Signature: _____________________________________   

 

Date: ___________ 

 

 

 

 

Please sign, date, and return to the office. 
 

 
 


