
Child of God Lutheran Church and School 

VOLUNTEER HANDBOOK 

WELCOME & MISSION 

Thank you to all volunteers here at Child of God Lutheran Church and School. We thank you for your 
ongoing service and commitment to the ministry. With your assistance, we can further enhance our 
school community and continue to serve the individual needs of our students.  

Child of God asks all volunteers to be a responsible, cooperative team member and a good decision 
maker. Most importantly, volunteers should be a Godly role-model for our students using the school’s 
mission statement as a guide: 

“Child of God Lutheran School provides quality Christ-centered education for the community to make 
and equip disciples for Christ Jesus. “ 

The following guidelines are designed to provide you with information to assist you in your volunteer 
position.  It is our goal that the time you spend on campus be enjoyable and beneficial both for you and 
for our school.  Thank you again for making a difference in the lives of the students here at Child of God 
Lutheran School! 

REQUIRED SERVICE HOURS [see Parent/Student Handbook]  

Child of God needs the help of all its parents to foster a community of shared responsibility. Every hour 
of parental assistance allows teachers and administration to stay focused on our mission of providing 
quality Christian education. Therefore, parents are required to complete 20 hours of service time during 
the school year (10 hours for half day or 2 or less full day enrollment PDO, pre-school/pre-k families ).  
Service hours can take the form of coordinating classroom parties, laundering towels at home, stuffing 
plastic Easter eggs or assisting with VBS, with a large variety of service opportunities in between.  
Parents are encouraged to step forward and show where they can and desire to be involved.  Service 
hour opportunities will be posted at Back to School Night, through Sign-up Genius e-mails and in the 
weekly Crusader Shield Newsletters.  

• Parents are responsible for recording their service hours on the appropriate form (available in 
the office) within 10 days of their service or the hours will not be counted.   
 

• A fee of $10 per hour will be assessed for each hour not served and the assessment will 
appear in May’s tuition bill.   

VOLUNTEER PROCEDURES 

• Please park in appropriate parking spaces.  Do not park in the front circle fire lane or designated 
visitor parking spots.   
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• Sign in and out of the building at the school office.  Always wear a visitor pass while school or 
extended care is in session. 

• Be familiar with the school handbook and the rules of the classroom you are working in.  
• You may use office equipment for Child of God purposes after you have been given a brief 

training by a staff member. 
• Be honest and open in communication to staff and administration. If you feel a problem persists, 

please share your concerns with them. 
• As a volunteer you are not expected to be responsible for administering discipline. Other than 

positive redirection and removing children from difficult situations, if disruptive behavior arises, 
please seek assistance from a teacher or administrator. 

 
VOLUNTEER CONDUCT 

• If you are unable to volunteer at your committed time, please notify the appropriate staff 
member or coordinator as soon as possible so other arrangements may be made. 

• Please be prompt to your appointed task. 
• Good manners and common courtesy are expected from you.  Please role model and expect the 

same from the children (i.e. “please”, “thank you.” etc) to be consistent 
• Always direct other parents’ concerns to the classroom teacher, administrator or pastor. It is the 

school’s responsibility to inform parents on student progress and behavior. 
• Please refrain from physical contact with the students. A nurturing or comforting touch can be 

important.  Unfortunately, touching is an action that can be misconstrued. Never touch a 
student in an area which would normally be covered by a bathing suit. 

• Please follow the “open door rule” if you are working one-on-one with a student. 
• Child of God prohibits the use or possession of illegal substances, alcohol, tobacco and 

firearms/weapons at all times when on the premises, while conducting Child of God business or 
using Child of God equipment. 
 

STUDENT SAFETY 
• Every effort is made to ensure the safety of students.  The following policies and procedures are 

required: 
 All teachers are trained in CPR and first Aid. If a situation arises please ask for assistance 

when possible. When in doubt call 911. 
 All medications must be stored in the school office. 
 All medications must only be given by the office staff or the student’s parent/guardian. 
 Please report any major accidents to a staff member so they may complete an accident 

report. 
 Supervised children should always be within your sight. 
 Be familiar with the school handbook and guidelines for reporting suspected abuse. 
 Emergency Guidelines are located at the front entrance of every classroom; a teacher is 

equipped with an emergency binder and an emergency bag for fieldtrips.  
 

2 
 



FIELD TRIPS 
• Chaperones will be required to complete and pay for a background check before participating 

on the field trip.  
• Effort will be made to involve as many different chaperones as possible during the year so that 

the opportunity exists for all students to have someone “special” accompany them on a class 
trip.  

• The number of chaperones assigned for an event will be determined/limited by the classroom 
teacher.  

• Chaperones may not bring younger/older children (siblings) along on a class trip. The purpose of 
chaperoning is to assist in the supervision of an assigned group of Child of God students. Siblings 
can distract from this important responsibility.  

• Chaperones may be asked to pay their equivalent cost of the field trip.  
• All students will use the mode of transportation that has been planned by the teacher for the 

trip. Chaperones may be asked to drive students to the field trip if a bus is not available.  
Volunteer drivers must be licensed drivers; with a good driving record (provided on background 
check); and access to a car which is in good working order, which has seat belts in both front and 
back seats, and which is properly insured. Volunteer driver information forms must be 
completed and on file in the school office. In the event of an automobile accident, chaperone’s 
personal insurance would be in effect.  Child of God does not have transportation insurance 

• Chaperones are required to follow the guidelines as prescribed by the teacher and shall not 
deviate from their responsibilities or rules for the trip. 
 

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

kept confidential, as well as conversations between parents, teachers, and students.  
 

BACKGROUND CHECKS 
• Volunteers who will be in the building while students are present must submit to a background 

check as per the Board of Christian Day School policy prior to performing the volunteer work.  
Documentation to complete the background check is available through the school office.  
Volunteers are responsible for the cost of the background check.   

 
BUILDING USE 

• Volunteers who use the facility are responsible for returning it back to its original state (turning 
off lights, locking doors, returning chairs and desks to place, picking up your materials, etc).   

• Never prop the front mechanical doors open as this damages the motor and violates our safety 
policy.  If you need assistance, please contact the front office.  

• If you bring your children with you, they must be supervised at all times.  Please do not let them 
roam unsupervised throughout the building.   
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EXPECTATION OF COACHES [see Athletic Handbook for more details] 
1. Conduct yourself in a Christian manner as a representative of Jesus Christ and Child of God Lutheran 
School on the court/field, off the court/field, and in the community. Exemplify the highest moral 
character, behavior, and leadership, adhering to strong ethical and integrity standards. Be no party to 
the use of profanity or obscene language, or improper actions.  
 
2. Set the example for student-athletes by attending church on a regular basis and upholding Christian 
values on and off of the court/field. 
 
3. Have the student-athlete’s best interest in mind at all times.  
 
4. Strive to have all student-athletes play in various situations.  
 
5. Teach skills to all participants equally and give fair consideration to all players.  
 
6. Encourage players at every opportunity. Coach up!! Treat these young people how you would want 
your son or daughter to be treated, or better yet, how you would like to be treated. 
 
7. Know the rules of the sport you are coaching and be able to interpret them correctly. Abide by and 
teach the rules of the game in both letter and spirit. 
 
8. Keep competition in perspective. Realize when your team is over-matched and stress to the players to 
still try their best. Make sure student-athletes do everything in their power not to embarrass other 
teams by running up the score.  Display modesty in victory and graciousness in defeat in public and in 
meeting/talking with the parents, media, etc. 
 
9. Arrive on time and dismiss practices on time according to the practice schedule.  
 
10. Stay with students until they have been picked up or delivered to after school care. Coaches are 
never to leave their athletes alone in the gym or practice field, unless in an emergency. Players are not 
to play with balls or horse around while waiting outside the gyms for their practice.  
 
11. Be at practice and games on time and lead by example. Set up needed equipment. Check the locker 
rooms prior to and after the players use them. Remain until all team members have departed unless 
prior arrangements have been made. Remain until the building is empty of all students.  
 
12. Make sure all equipment and supplies are put away, gym and locker room cleaned and lights turned 
off, and building is secured at the end of practice and home games. 
 
13. Read and agree to follow all policies in the Child of God Athletic League Handbook. 
14. Communicate weekly with the athletic director and/or principal, alerting the athletic director to 
possible problems.  
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15. Set a good example for players and spectators to follow. Refrain from arguments in front of players 
and spectators; no gestures which indicate an official or opposing coach does not know what he or she is 
doing or talking about; no throwing of objects in disgust. Shake hands with the opposing coaches and 
officials before and after the contest in full view of the public. 
 
16. Officials shall be treated with all possible courtesy. If one fails to get the job done properly we can 
serve our purposes best by not rehiring him or her in the future. Coaches should make notes of any 
officials that should not be re-hired by COGLS and submit their name(s) to the Athletic Director 
 
17. Set up a face-to-face meeting with your parents and go over team policies and procedures 
 
18.  Coaches should dress in a professional manner for all their events. Remember we are representing 
COGLS how we dress, act, and treat our players, opposing coaches, their players, and the officials. For 
many people, this will be their only exposure to COGLS. First impressions are lasting impressions.  
 

19. Siblings of players or coaches should not be at the practices without their parent. Reports are often 
received in regards to children running about the buildings unsupervised during practices and games. 
Please make sure children are supervised at all times. 
 

In closing, Child of God Lutheran Church and School welcome parents and friends to serve voluntarily on 
a regular or part-time basis to assist staff members in carrying out our mission. Routine duties will be 
assigned to a volunteer and will be under the supervision of a staff person. Volunteers are welcomed, 
appreciated, and expected to follow the Volunteer Guidelines listed above. It shall be the responsibility 
of COG staff to review these and any other guidelines with the volunteer.  
    1. Volunteers are to become familiar with COG’s mission statement and support it.  
    2. They will check with the classroom teacher or staff person regarding appropriate times and   
         activities.  
    3. Volunteers should dress appropriately. 
    4. Other than verbal requests, disciplining students shall be the responsibility of the teacher or staff.  
    5. Volunteers shall model Christian behavior for students at all times. 
    6. Confidentiality of student conduct or work shall be maintained at all times. The classroom teacher  
        will be responsible for reporting any necessary situations to the parent(s).  
    7. Volunteers are expected to inform the teacher or staff of all seen or possible unsafe hazards.   
        Student safety is a priority!  
 

This list serves as a guide for the volunteer and staff. It does not reflect every circumstance where 
volunteers serve and may be changed as appropriate by Pastor, Principal, or Mission Board [section 900 
from the Personnel Policy Handbook]. 
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