
 

St. Luke School Volunteer Handbook 

“With Catholic values and tradition, educate the whole 

child to lead as Jesus leads.”  
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St. Luke School Volunteer Handbook 

Welcome 
On behalf of St. Luke School, welcome and thank you for your offer to serve as a volunteer. St. Luke School is a nurturing                        
community of students, faculty and staff, parents, alumni and friends. Our community is strengthened by all who                 
exercise their stewardship on behalf of our parish school ministry 
through volunteer service. 
 
Parent Volunteer Commitment  
St. Luke School values the active participation of school families in the formation and education of their children by 
assisting with the many student activities, school fundraisers, student services, and social events sponsored by the 
school community.  Volunteerism makes available to school children services that otherwise would require additional 
staffing.  Family involvement strengthens family bonds, and is a visual model for our children of service to others.  Active 
participation creates a strong sense of ownership, engenders loyalty, and fosters pride in the school. 
 
Because of these values, it is the policy of St. Luke School to require a stated number of hours of volunteer service  
per family each year; in lieu of this service, parents may pay a stated fee.  The number of hours and the fee are 
determined by the school administration. 
 
At this time, the number of hours has been determined to be 30 hours per family (15 hours for a single parent family), 
and the fee that may be paid in lieu of service is $15.00 per hour.  In meeting the requirement, consideration will be 
given to any volunteer hours given in service to any parish ministry, not solely the school.  Therefore, hours given to the 
Athletic Association, commissions, auction, liturgical and service ministries, teacher lunch preparation, driving for field 
trips, playground duty, etc. will serve to satisfy the requirement.  Service of members of the family other than parents 
(such as teenage siblings, grandparents, and so on) is accepted to meet the minimum hours.  Parents' Club will monitor 
the service hours, informing parents of hours recorded and the amount of money that can be paid to the school in lieu 
of service. 
 
 

 
Safe Environment Requirements 

 
St. Luke School is required to follow Archdiocesan rules to keep a safe environment for our students.  Any adult who 
wishes to drive on field trips or be in the classroom with students at any time during the year should make sure they 
have the required paperwork on file in the office well in advance.  All required forms are available at the school website 
on the Safety First Tab. 
 
In order to work one on one with students or to drive on a field trip, we need to have the following: 

● A background check, current within the last three years 
● Proof of current car insurance (for field trip drivers) 
● A certificate showing that you are current on your Safe Environment training. 
● A signed statement that you have read the Archdiocesan policies on prevention and response to sexual abuse, 

misconduct and harassment; the code of professional conduct for church personnel; and reporting suspected 
abuse or neglect of minors and vulnerable adults. 
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Our Mission  
Our Mission is building Catholic Christian Leaders through a challenging and nurturing academic environment, and 
through a call to serve the needs of others.  

We Believe that quality Catholic education teachers the whole child spiritually, emotionally, academically, and socially. 

We Know that faith formation is a continuous collaboration between the school, the family, the student, the church, 
and our community.  

We Understand that academic instruction and assessment must address the diverse needs and learning styles of all 
children. 

With an emphasis on academic excellence, an education at St. Luke School forms the foundation for tomorrow’s 
Catholic Christian Leaders. 

Volunteer Activities /Programs 
There are many activities in which volunteers may be involved.  Here is a partial list of what you could volunteer for: 
*Library      * Parish Activities      *Playground Duty      * Crisis Help Kits      *Hot Lunch Parents 
* Drama and Musical Activities     *Room Parents       * Middle School Dance Volunteers      *Office Help 
* All Fundraisers      *Field Trip   *Boy Scouts/Girl Scouts/CampFire      *Classroom Helper    *Choir and Band 
*Parents’ Club         *Health Screening and Records     *Graduation      * Hospitality 
*Coaching/Asst. for CYO Sports      * School Commission      *Team Parents      * Auction Committees 
*$crip 

 

Volunteer Rights
The St. Luke School Community highly values our parents and other volunteers. As a volunteer you have the right to                    
expect the same respect accorded to our professional faculty and staff. We encourage you to worship with us at school
liturgies. You are entitled to the information and opportunity to develop skills necessary to perform your volunteer                 
activities. You have the right to ask questions to enable you to function as a successful volunteer.

Volunteer Duties
To insure that the maximum benefit is achieved from the generous service of our volunteers the following guidelines                  
should be followed:

● The volunteer should arrive on time and perform the assigned task. 
● The volunteer should support and enforce school rules.
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● The volunteer should treat all students (and others of the school community) in the same manner as Jesus
would treat them if He were the volunteer. 

● The volunteer should ask for instructions or assistance if needed.

Discipline Code 
The discipline code for students can be found in this handbook. Volunteers who do not have a child enrolled will be
given a parent handbook upon request. 

Field Trips 
Volunteers driving on field trips should keep with the itinerary that has been set up by the teacher. No unscheduled
stopping for snacks or purchasing of memorabilia. The teacher should spell out appropriate behavior. Unacceptable,               
disruptive or unruly behavior needs to be reported to the teacher and handled by them.

Health and Safety
The main focus of any teacher or volunteer is the health and safety of every child in their care.  
For this we have general procedures that should be followed:

Medical Emergency/Student Illness:
● Notify the office as soon as possible, by sending a reliable child, another volunteer, or by phone. 
● Assess the injury or illness immediately.
● The office will call 911 as necessary. 
● Render emergency care. DO NOT leave the child unattended.
● Provide basic first aid.  If you don’t know first aid, call someone who does; don’t leave the injured unattended. 
● The office or teacher will notify parent/guardian.
● Emergency Medical personnel shall make transport decisions. 
● The person who witnessed the incident should fill out the injury report form.
● Medicine should only be administered with written consent that is filed in the office. 

Sickness-when a volunteer decides the student is sick the following actions should be taken: 
● Homeroom teacher should be notified.
● If necessary, child should be sent to the office to be sent home. 
● Office staff will determine the next steps to be followed.
● Parents and volunteers should not take a child home without approval from the office and parents/guardians. 

Emergency Procedures 
If an all school emergency should occur (i.e. fire or earthquake) children should follow practiced exit procedures.
Volunteers need to understand that they are bound to follow the classroom procedures. 

If a community emergency should occur the following steps should be followed: 
An intercom announcement will be made to start lock down.
That is the key phrase for the following procedures: 

1. Lock doors and close the shades.
2. Have students get down on the floor facing away from the windows. 
3. Volunteer should call the office to report any students that are not in the classroom at the time of emergency.
4. The office decides how to deal with these students as they are located. It is the responsibility of the front office                     

to locate all missing students.
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Loyalty to Church and School 
When you volunteer at St. Luke School you represent both the school and the parish, of which the school is a ministry.                      
We ask that you support directions given by the staff and school administration. If you disagree with a school policy or                     
procedure you are asked to talk to the Principal about these concerns. Since you serve in a Catholic School, we ask that                      
you support the teachings of the Catholic Church and live in a manner consistent with them. 
 
Confidentiality 
In performing service, you may learn confidential information about students (including their families) or about teachers                
or other personnel.  We expect that you keep this information confidential within or outside the school. 
 
In certain rare cases student confidences cannot be kept. For example, if a student indicates a desire to harm                   
himself/herself or others, this should be reported to a teacher or an administrator immediately. The guideline is: Any                  
information, which, if shared with teachers or administrators, may save someone from harm, must be shared. 
 
 
 
Child Abuse Laws 
For suspected child abuse the volunteer must: 

1. Notify the Principal regarding the situation 
2. If you talk to the child, make no leading statements 
3. A report must be made to Children’s Protective Services (CPS) or to the police department within 24                 

hours. This is Washington State Law. The intake number is (206)721-4116. Normally the Principal will               
make the call, although teachers or volunteers may initiate the contact with CPS. 

 
Supervision of Volunteers 
The Principal is responsible for the school’s operation; thus, the Principal supervises all serving in any capacity in the                   
school. 
 
School’s Right to Amend 
St. Luke School reserves the right to amend this handbook.  Volunteers will be notified on any changes. 
 
 
 

Revised Summer 2019 
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