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Parent Volunteer

 Handbook
School Year 2010 – 2011

 St. Peter’s School

3310 St. Peter’s Drive, Waldorf, MD 20601

Phone: 301-843-1955 Fax: 301-843-6371

http://stpeterswaldorf.org
Anchoring today’s child in Christian virtues

Purpose:  To promote greater parental involvement in the school by providing increased opportunities for participation, and provide a more effective support system for the many activities that are vital to the day-to-day operations of the school.

Service Requirements:  A minimum of 30 hours per school year.  A non-participation fee of $500.00 may be paid in lieu of the service hour requirement or a combination thereof as stated in the tuition contract.
Scheduling/Notification:  By indicating a preference on the Service Agreement Form, school families will be contacted to schedule the activity by the Chair, Team Leader, or Staff of that activity.  Scheduling preference will be given to those families in current good standing.

Recordkeeping:  Families will be provided with a volunteer hour form that is to be kept with the number of service hours completed for each activity.  Each family is responsible for the tracking of their completed hours and turning in the form to the school secretary or the event chair. For activities hosted by a chair person (i.e. Spring Gala, Race for Education) your hours will be tracked by the activity chair. 
Important Information:  The Archdiocese of Washington has completed its revision of the Child Protection Policy, which was effective on June 1, 2003.  In accordance with this policy, all volunteers who have contact with children must complete the FBI/State Criminal Background Investigation and Live Scan Fingerprinting Services through the Archdiocese of Washington and participate in the mandatory education programs on child protection. 

The fingerprinting and background check must be performed at one of the Archdiocesan fingerprinting sites, which are listed below.  If you have been fingerprinted before in association with state or federal government security clearance, public school background checks, or other employment/services, those fingerprints and background investigations will not be accepted, in lieu of the Archdiocesan fingerprinting/investigation.  There is a cost associated with the FBI/State Criminal Background Investigation and Live Scan Fingerprinting Services.

The mandatory education programs on child protection are held at various locations in the Archdiocese throughout the year.  You are required to attend one (1) three-hour session.  They are generally held in the evening or on weekends.  The session locations and times are posted on the Archdiocese of Washington website www.adw.org.

In order to make an appointment for the FBI/State Criminal Background Investigation and Live Scan Fingerprinting Services, call (301) 853-5363, or (301) 853-5381, Monday through Friday 8:30 a.m. – 5:00 p.m.  There is one appointment line that services all fingerprinting locations.  You must specify the location you wish to visit when you make the appointment.  For a list of locations please visit the Archdiocese of Washington website www.adw.org.

A completed Archdiocese of Washington Volunteer Application Form, and a signed acknowledgment page from the Child Protection Policy Handbook, received at the mandatory three (3) hour education program, and proof of fingerprinting must be provided to the school counselor. The child protection training only has to be accomplished one-time.

Descriptions:

Basketball Coaches and Assistants:

     Boys Basketball (Nov – Mar): Varsity and JV Head Coach 

     Girls Basketball (Nov - Mar):  Varsity and JV Head Coach  

Volunteers will coach students at practices and games.  Assume full responsibility for     students; stays at practice until all students are picked up, makes sure equipment is returned to place and school is locked.  Encourages sportsmanship at all practices and games.

Credit Awarded: Full Credit 

Box Top Coordinator 

Collects box tops from school collection center and counts, cuts, and prepares box tops for mailing for school credit.
Credit Awarded: Full Credit 

Campbell Soup Label Coordinator

Collects soup label from school collection center and counts, cuts, and prepares label for mailing for school credit.
Credit Awarded: Full Credit 

Cheerleading Coaches
Coaches and teaches cheers for all JV and Varsity basketball games and end-of-year showcase.  Schedules and attends all practices, attends basketball games and showcase.  Handles all uniform requirements and abides by the NCA guidelines.

Credit Awarded: Full Credit 

Concession Stand Coordinator

Assists the coordinator of special events with concession stand shopping, set-up, sales, and clean-up. These events include activities such as school sponsored sporting events i.e. softball, field days, track, and weekend basketball season home games.
Destination Imagination (DI) Coaches

Works with students in teams of seven (7) to help develop their problem solving skills through teamwork.  Prepares activities for meetings with students. Guides students members in problem solving for their team challenge at the county competition.

One team Coach is needed for each DI team.

Credit Awarded: Full Credit 

Gift Certificate Coordinator

Coordinates gift certificate program and workers.  Places all orders with Certificate Company.  Keeps all records of sales and submits to parish secretary and prepares the deposit.  Responsible for the bookkeeping and providing statements to families twice a year.

Credit Awarded: Full Credit 

Gift Certificate Worker

Inventories received gift cards and fills gift certificate orders on Friday mornings.  Prepares order envelope for distribution to the school secretary.
Credit Awarded: Based on hours worked 

Home and School (HSA)Board Member

Serves as member of the HSA board.  Responsible to act as a chair of one sponsored HSA event.

Credit Awarded: Full Credit if all meetings and functions are attended or based on hours worked.

Hot Luch Workers

Assists with the preparation and distribution of hot lunches throughout the year for approximately three (3) hours per day.

Credit Awarded: Based on hours worked

Library Aide

Assists students with selection of books, checking books in and re-shelving returned books.

Credit Awarded: Based on hours worked

Lunch Monitor/Recess Duty

Supervises children at lunch and recess, rain or shine.
Credit Awarded: Based on hours worked

Market Day Coordinator

Oversees the entire Market Day program.  Sale Day is one Saturday per month.

Credit Awarded: Full Credit
Market Day Workers

Assist with sale day operations to include collection of payments, sorting of items, filling orders and distribution of purchases.

Credit Awarded: Based on hours worked.

Room Parents

Each classroom needs at least one parent volunteer to help plan, prepare and attend class parties and various classroom functions throughout the school year.  

Credit Awarded:  Based on hours worked

School Advisory Board (SAB) Members

Serves as member of the SAB board.  Attends monthly meetings.  
Credit Awarded: Full Credit if all meetings and functions are attended or based on hours worked.

School Store Manager

Serves as manager of the school store.  Maintains inventory and schedules workers 

Credit Awarded: Full Credit.
School Store Worker
Assist students with purchases from the school store.

Credit Awarded: Based on hours worked

Volunteer Coordinator

Serves as the Parent Volunteer Coordinator, maintains the list of volunteers and provides to the parish secretary updated volunteer hours.  Attends Home and School Association Executive Board Meetings.  
Credit Awarded:  Full Credit
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