
 
 

AGREEMENT TO BE GOVERNED BY HANDBOOK POLICIES 
 
 
After reading the St. John the Baptist Catholic School Volunteer Handbook please sign below and 

return this form to the principal by ___________________________________.   Thank you. 
 
 
 
 
 
 
 
 
 
 
 
I have received and read the St. John the Baptist Catholic School Volunteer Handbook and agree to be 
governed by the policies contained therein. 
 
 
 
 
 
___________________________________________ __________________________ 
Volunteer Signature  Date  
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INTRODUCTION 
 
 
PURPOSE OF THE HANDBOOK 
 

This Handbook has been produced to welcome you to St. John the Baptist Catholic School and to help 
you become the best Volunteer you can be.  This book will share with you our mission and philosophy, 
and a few practices and policies. 
 
No Volunteer Handbook can answer all the questions you might have about our school.  St. John the 
Baptist Catholic School depends on you – your success is our success.  Please do not hesitate to ask 
questions of the administration, teachers, and other staff members for further clarification as needed. 
We will gladly answer them. 
 
We ask that you read this Handbook carefully, and refer to it whenever questions arise.  We also 
suggest that you take it home to serve as a reference tool for you regarding our Volunteer Policies. 
 
MISSION STATEMENT 
 

Our mission is to inspire and empower all learners to become the best Christ-centered version of 
themselves by integrating Christian virtues, 21st century learning and service. 

 
PHILOSOPHY 
 

The St. John the Baptist Catholic School community is a collection of learners who are dedicated to 
enhance the unique gifts God gave us, so we may do His will. We fulfill this purpose through the 
following means: 

Praise and Understanding. Prayer and religious instruction is integrated into our programs to give 
praise to the Lord, pursue an understanding of His will, seek His intercession in our lives, and 
encourage us to live by Christ’s example of loving service. 
Personalization. We recognize and celebrate that each learner is unique. We strive to optimize 
learning programs to embrace and enhance each learner’s personal gifts. 
Focus on Learner Outcomes. Our efforts focus on enabling each learner to grow towards excellence 
in their abilities and confidence in: 

● Their love of the Lord, themselves, and others 
● Their core skills 
● Their desire and ability to learn 
● Their ability to think critically 
● Their ability to collaborate 
● Their ability to create 
● Their desire and ability to serve 

Service. We undertake impactful service activities to do God’s will and inspire all learners to live a life 
of service. 
Collaboration. We pursue this journey collectively via the communication and collaboration of our 
religious leaders, faculty, staff, students, parents, parishioners, 
and our broader school community. 
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VOLUNTEER PROGRAM PHILOSOPHY 
 

St. John the Baptist Catholic School sponsors a volunteer program for all community supporters to 
become more actively involved in the life of the school.  It provides an opportunity for volunteers to 
give their time and talent to assist with programs, activities, and special events at the school.  Being 
involved is a great role model for students, as well as an opportunity for the volunteer to share a part of 
him/herself with our school. 
 
VOLUNTEER COMMITMENT 
 

Volunteers are invited each year to become a part of the school’s volunteer program.  Volunteers are a 
large part of our success at St. John the Baptist Catholic School.  There are many opportunities for 
people to be involved. 
 
As part of the Church’s commitment to the safety of children, all volunteers who have contact with 
minors at parishes and schools within the Archdiocese must meet the following requirements: 
 

● Undergo a criminal background check through the McDowell agency which yields 
satisfactory results; 

● Read and sign the Volunteer’s Code of Conduct;  
● Sign a 123B; and 
● Attend an in-person VIRTUS safe environment training session. 

 
Background check: In order to ensure a safe environment for our children, all volunteers will be 
required to submit to a criminal history background check prior to acceptance as a volunteer. 
Individuals who refuse to comply with this request will not be accepted as a volunteer.  
 
Virtus Training:   You can register online. To register you may go to www.virtus.org . 
 
To begin the process to become a qualified volunteer at St. John the Baptist Catholic School, please 
contact the Safe Environment Coordinator or Principal.  All qualified volunteers will be required to 
comply with the requirement to update needed information, including but not limited to, background 
check, code of conduct, and online training modules at regular intervals. 
 
 
TRANSPORTATION OF STUDENTS BY VOLUNTEERS 
 

Commercial carrier or contracted transportation is the most desirable method to be used for field trips 
and, whenever possible, this mode of transportation should be provided. 
 

If a private passenger vehicle must be used, then the following information must be supplied, and the 
driver of the vehicle must certify this information: 

1. The driver must be 21 years of age or older. 
2. The driver must have a valid, non-probationary driver’s license and no physical disability that 

could in any way impair his/her ability to drive the vehicle safely. 
3. The driver must have a valid and current registration and valid and current license plates. 
4. The vehicle must be insured for the following minimum limits: $100,000 per person/$300,000 

per occurrence. 
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5. The use of 10-15 passenger vans is not allowed, under any circumstances for the 
transportation of school-aged children.  Both federal and state laws prohibit the transportation 
of school-aged children in these vehicles for school activities.  The Archdiocese of St. 
Paul/Minneapolis has extended that ruling to include all children for any activity, in the interest 
of the safety of the children. 

6. There must be two qualified adult volunteers riding in each vehicle. 
 
A signed Driver Information Sheet on each vehicle used must be obtained prior to the field trip or 
activity. 
 

Each driver and/or chaperone should be given a copy of the approved itinerary including the route to 
be followed and a summary of his/her responsibilities. 
 
VISITORS TO THE SCHOOL 
 

Authorized 
All visitors must report to the office.  Visitors must sign in and out on the official Visitor Log in the 
school office.  All visitors must also wear a Visitor Badge while volunteering at school. 
 

Unauthorized 
Inside the building 
If an individual is in the building without proper authorization, the school personnel are to ask whom 
they are and if any help can be given.  If the school personnel are suspicious of the non-authorized 
individual and do not wish to confront the person, the school personnel will contact the school office 
immediately. 
(Proper authorizations: Vendors in uniform; other visitors wear Visitor Badge) 
 

Outside the building 
The designated adult supervising students outside is to blow the whistle three times, then repeats to 
alert students of an emergency situation.  The adult supervisor then directs the students to enter the 
school building. 
 

EXPECTATIONS FOR VOLUNTEERS 
 

DRESS CODE 
Volunteers are required to dress in a manner that is appropriate to their activities in which they are 
involved remembering that volunteers are models for our students. 
 
 

ARRIVAL 
 
Absence and Lateness 
The positions volunteers fill are critical to this school.  If you fail to show up or show up late, the 
programs we serve may be in jeopardy.  If you are unable to report to volunteer, or if you will arrive 
late, please contact the principal or school office immediately.  Give the principal or school office as 
much time as possible to arrange for someone else to cover your position until you arrive.  If a 
volunteer plans to be absent consecutively for a week or more, please inform the principal or school 
office in advance to help get a replacement while you are gone. 
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Sign In 
Volunteers are required to sign in and out in the office each time they are at school.  The Visitor Log 
also helps the school maintain a safe and secure environment. 
 
CONFIDENTIALITY 
 

1. All volunteers are expected to keep confidential any sensitive or personal information regarding 
a staff member, student, parent, or school situation. 

2. As you work with staff and students, information of a confidential nature may be shared with 
you.  You must not share this information with anyone who does not have a professional right 
or need to know it.  Such information is not to be shared with your family, friends, or 
acquaintances. 

3. Volunteers are encouraged to use the statement, “I am sorry, but it would not be professional of 
me to comment on that,” when placed in a situation that would break confidentiality. 

 
DISCIPLINE 
Volunteers are not allowed to discipline St. John the Baptist Catholic School students.  If a discipline 
issue arises, the volunteer should seek out a teacher or staff member to take ownership of the situation. 
 
 
COMMUNICATIONS 
 

Volunteers are expected to: 
1. Check with the office or classroom teacher each time you are scheduled to volunteer. 
2. Contact the office when you cannot make your scheduled time. 

 
VOLUNTEER OPPORTUNITIES 

 
There are many volunteer opportunities at St. John the Baptist Catholic School.  A volunteer interest 
form will be sent to all current families during August of each year.  In addition, volunteers should 
contact the school office or principal to inquire about other opportunities that may arise during the 
school year. 
 

 
Blessed are the people who can be counted on to lend a helping hand. 
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  Room Parent Guide 

 
Thank you for volunteering to be your child’s room parent. This Guide is designed to help your 
experience as room parent be enjoyable. 
 
Volunteer Letter -  
Room parents put together a letter to go home to the other parents asking for help with the parties. 
Involve as many of the classroom parents as possible with the classroom parties throughout the year. 
There is no need to collect money from parents for room parties.  This is paid by each family in their 
child’s annual Activity Fee.  Room parents may send home a letter to all families in the classroom 
requesting help for the parties.  Please have the letter reviewed and approved by the classroom teacher 
before distribution.  These letters should be given to your child’s teacher to distribute to each child. 
  
Three Parties 
There are three parties a year that the Room Parents are responsible for organizing: Halloween, 
Christmas, and Valentine's Day.  It is a good idea to send home a parent note before each party 
including needed information, especially for Preschool and Kindergarten.  
  

● Halloween Party- This party is held on Halloween or the closest school day to October 31.  
● Christmas Party- The date for this party will be set by the teachers. 
● Valentine's Day Party- This party is held on Valentine's Day or the closest school day to 

February 14.  
 

Party Details  
While it is best to have enough activities planned to keep the children's interest, realize that there may 
not be time for all activities to be completed. Please work with the classroom teacher to plan 
appropriate games and activities for the students.  

  
 

 
Remember to have fun! 
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