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Welcome 
On behalf of St. Ann School, I welcome and thank you for your 
willingness to share your time with our community. It is our 
mission to make St. Ann School a nurturing community of 
students, staff, parents, alumni and friends.   The African saying, 
“It takes a village to raise a child”, is especially applicable within 
a school setting.  We rely on a wide variety of volunteers, parents, 
alumni, grandparents, parishioners and friends, to help us continue 
the long tradition of Catholic education at St. Ann Parish.  All 
who volunteer their time, talent, or treasure are acting as stewards 
on behalf of St. Ann School.  And in so doing, you energize this 
parish school ministry.  
 
In most cases no formal training or experience is necessary for   
volunteer tasks.  Please don't hesitate because you do not feel   
qualified, we'll show you what to do and have fun in the process.  
Volunteering is a valuable talent which contributes to the success 
of  St. Ann School. 
 
Philosophy and Goals  
The mission of St. Ann School is to assist families and the 
community of St. Ann Parish in the formation of their children. 
We witness to the Gospel message with its special concern for the 
sacredness of each person. We see in our children the many faces 
of God, and welcome people of diverse cultural, religious and 
ethnic backgrounds. We seek to prepare our students for the 
intellectual and moral challenges of the 21st century through an 
academically challenging educational program that respects the 
learning differences of each student, fosters Christian leadership, 
and promotes service to the needs of others. We hear the prophet, 
Micah's, call "to act justly, to love tenderly, and walk humbly with 
God," (Micah 6:8) for the transformation of the world and 
ourselves.  
 
We respect and value parents as the primary educators of their 
children. Therefore, we encourage all parents to participate in 
their child's educational development. This can be accomplished 
by volunteering within your child's school. 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.  
 
The St. Ann Parish Council and the St. Ann School Advisory 
Board ask that families help support the school by committing 
your family to 40 hours of service to the school during the course 
of each school year.�
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All grades have recess and lunch with recess times from 11:15-12:45.  Occasionally 
we need someone to help the playground supervisor.  This is an on-call volunteer 
opportunity.  We would contact you either a few days in advance or possibly a couple 
hours in advance to check your availability to help out.   A volunteer, working in this 
capacity, would help supervise 25-50 students along with a trained playground 
supervisor.  The work load is light and it’s fun being with our students on the 
playground!   

��� �
�������� �

This person works in tandem with another parent to help the teacher with special 
classroom activities.  Primarily room parent duties include helping plan and or 
organize parent volunteers for class parties (Halloween, Christmas and Valentines), 
field trips, the class Spring Fling project and possibly other tasks at the request of the 
teacher.  Activities occur during normal school hours while planning may be done at 
the volunteer’s convenience.  �


������
����

One of the most important ways we can keep the cost of school lunches reasonable is 
through the use of parent volunteers.  These volunteers will help in the cafeteria from 
10:30-1:00 any day of the week.  This service opportunity gives participants a chance 
to see the whole school in action! �
�
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For parents, grandparents, or friends of St. Ann  who have some teaching experience 
and time during the day, we could use your help working one on one with students on 
primarily math and reading.  This opportunity would occur during the school day and 
at school.  Just an hour a week makes a tremendous difference in the lives of our 
students.�

������������
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Volunteering in the library entails tasks such as re-shelving books, straightening 
books, processing new books, covering paperbacks, and other necessary tasks.  
Special projects arise such as helping with the Book Fair, providing food for special 
meetings, and bar-coding new books.  Please talk to Judy Graham if you’d like to 
spend time helping in the library.  Frequency could be once per week, month, or when 
ever you have some free time.�
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�
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This person works with the Home and School to coordinate volunteers for school 
functions.  The responsibilities for this position occur throughout the school year.  
Most work can be done at home, contacting parents primarily on the phone and 
through email.�
�
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On rare occasions the school’s office manager can’t be at school and we need 
someone to help answer the phones and the door.  Typically there will be light office 
duties as well.  Parents can either sign up for the full day (8:00AM-3:00PM) or for 
half days.  On most occasions there is ample notice, but sometimes, due to illness, we 
call the in the morning before school. 
�
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Occasionally help is needed in the office. This person would work with Vicki Nolan.  
Some office tasks are as needed while others require regular assistance like the 
weekly copying of the Tuesday Tidbits.  We need volunteers who are interested in 
either capacity.  No experience necessary8� 

On Friday 12 August, the Home and School sponsors a “kick-off “ event for the 
whole school.  These volunteers help set up the gym for the meal and help with clean 
up.  This one-time event occurs in the evening.  �
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This committee coordinates our fall fundraiser.  The event lasts for the months of 
September and October.  This Home and School fundraiser is crucial to St. Ann 
School and offers several different volunteer opportunities.  Some duties include 
working with the cookie distributor, helping establish incentives, counting returned 
orders, and coordinating the cookie delivary date.  Many hands are needed to help 
distribute the cookies when they are delivered to St. Ann School.  �
�
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We are looking for parents, relatives, or friends of St. Ann who have experience or 
expertise in the arts.  They will help individual teachers implement an arts unit to 
supplement their classroom curriculum.  Volunteers will be placed in a booklet for 
teachers listing area resources.�
�
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The Home and School sponsors two to three appreciation luncheons for faculty and 
staff. Volunteers are needed to help decorate, setup, cleanup, and possibly coordinate 
parent volunteers to cover the playground and classrooms while teachers/staff are at 
the lunch.  All planning can occur over the phone.  The events occur during the day; 
younger siblings are welcome.  �

	�
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At various times throughout the school year teachers are out for a day due to illness or 
for important personal or professional reasons.  If you are interested in offering to 
substitute for a teacher who is out contact Vicki Nolan in the school office.�
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Open to 5th to 8th grade parents.  The school sponsors three dances per year.  Help is 
needed to coordinate as well as chaperone the upper school dances.  Coordination 
tasks include purchasing simple snacks, decorations (students usually decorate before 
the dance), obtaining a DJ, and arranging sufficient chaperones.  All the work can be 
done at the coordinator’s convenience and there are no meetings to attend.  �
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Each year, the school celebrates our students’ Grandpal’s.  This event takes place the 
Tuesday before Thanksgiving break.  Most coordination meetings occur during the 
morning; younger children are welcome.  There are a variety of tasks involved from 
setup to cleanup. Having many volunteers is the key to the success of this event.�
�
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Each year the school celebrates Christmas lunch with families invited to have a 
special lunch with their students.  The event happens 9 December, but planning 
occurs beforehand.  Volunteers help decorate the morning of the event, and help with 
clean-up. �
�
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On Thursday 2 February, the Home and School sponsors a Catholic Schools Week 
event for the St. Ann community.  These volunteers prepare publicity, coordinate 
food preparation, help decorate, set up the gym for the meal and help with clean up.  �
�
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The school’s Athletic Director coordinates this event, but relies on many parent 
volunteers to act as game supervisors and to serve lunch.  The event takes place on 24 
May, from 9AM-2PM.  Younger siblings are welcome.  Bring your sunscreen!�

	������� �

This group coordinates the school’s largest and most successful fundraiser.  There are 
a variety of tasks associated with this event; something suited to everyone’s skills.  
The size and complexity of  the event requires many volunteers.  Most of the 
organizational meetings occur in the evening during Jan.-April.  The event is 
tentatively scheduled for Saturday 14 April.  �
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We need volunteers to help with this event.  Responsibilities include decorating,  
setup, and clean-up.  You will work with the school’s Athletic Director on this event.  
All planning can occur over the phone.  The event will be on Friday 11 May. 
�
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We need volunteers to help with this event.  Responsibilities include decorating, setup 
and clean-up.  You will work with the school principal on this event.  All planning 
can occur over the phone and at the volunteer’s convenience.  The event will be on 
Thursday 24 May.�
�

�
�����
����
���������

These volunteers are typically 7th grade parents.  Their main responsibility is to ensure 
a successful reception for the 8th grade and their families.  Graduation will be on 
Saturday 26 May at 10:00AM.  Most of the work for this event can take place over 
the phone and the setup for the reception will occur on the Friday afternoon and 
serving and clean-up will occur on Saturday.�
�
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Typically, on the first Wednesday each month, the Chess Club meets from 3:00-4:00 
PM.  This volunteer needs only basic Chess skills, but must understand the game well 
enough to instruct beginning members of the club.  It works well if several “coaches” 
help with the program.  
�
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St. Ann School has a very successful Forensics Team that competes throughout the 
fall and winter months.  An experienced parent would be a tremendous help coaching 
either during study hall (2:20-2:50) or after school.  If you have some experience with 
forensics/debate contact Martha Merzbacher, the Forensics Team Head Coach.�
�

Coaches are needed for the variety of sports which are available to St. Ann School 
students including Cross Country, Volleyball, Basketball, Golf and Cheerleading.  
Please see Karen Herrmann for more information, if you are interested.�
�
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This parent committee works throughout the year to share the good news about St. 
Ann.  The committee is involved in different tasks and the volunteer needs range from 
helping with mailings, editing newsletters, recruiting, and working the Bellevue 
Picnic.  This is a fun way to get involved.�
�
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The primary purpose of this committee is to plan and execute the annual fund which 
raises funds for special projects at St. Ann School.  Duties include: facilitating the 
creation of marketing materials, mailing the Annual Fund Brochure, planning 
development activities, and coordinating volunteers.  Meetings typically occur during 
the evening in the first half of the school year.  No experience necessary just a love of 
St. Ann School.�
�
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Every year the School Advisory Committee’s Finance Committee creates a school 
budget for approval by the Parish Finance Committee.  This must be done prior to 1 
February of each year.  The committee also explores issues such as endowments, 
financial aid and expense/revenue trends.   Though these meetings are open to 
anyone, parents with budgeting or accounting backgrounds would best serve this 
committee.�
�
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This group maintains relationships with school alumni through special events, 
partnering programs between students and alumni, and publications.  As events arise, 
members of this committee help coordinate efforts to keep alumni connected to their 
school.�
.�
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It is essential that the school is always looking forward with a vision into the future as 
a way of improving the educational offerings at St. Ann School.  This group meets in 
the evening, 4-6 times per year to evaluate the school’s progress in implementing the 
school’s Strategic Plan.  Meeting dates are established by the committee chair.�
�
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What a great way for a family to spend a few hours helping spruce up the 
Parish/School grounds.  Activities would be coordinated through Father Breen, but 
likely would include light weeding or spring planting in the flower beds throughout 
the grounds.  Come help make St. Ann beautiful every season.�
�

�
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The school has a board which helps facilitate growth and improvement of the program.  
The board consists of various committees which meet as needed throughout the school 
year.  The meetings of the board are open to all parents; meeting dates and times are 
advertised in advance via the Tuesday Folder. Meetings are normally held monthly on 
the 2nd Tuesday of each month at 5:30PM.  Members of the board consist of chairs 
from the various School Advisory Board committees, along with the Pastor, faculty 
representative, and Principal.  �
�

�
�����������
 �
��� ������

 



�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

�

Volunteers help prepare and compile the school’s Family Directory.  Work is done 
over two-three days in late August.  Younger siblings are welcome to help on this 
one-time event.  Tasks include data entry, copying and binding.  No experience 
necessary.�
�
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Large mailings occur throughout the school year.  Volunteers can help prepare bulk 
mailing by working at school or at home.  �
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Grocery Card Programs are an ongoing school fundraisers for St. Ann School.  The 
school earns a percentage for items purchased at area stores (Kroger, Harris Teeter, 
Publix, Target).  All work can be done at home and the hours are completely flexible.  
Responsibilities include promoting family and parish usage.�
�
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These volunteers would help set up Spirit Store items at selected school events.  
Additionally, items could be set out at dismissal one time per month.�
�
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Successful promotion of St. Ann School relies on frequent submission of school 
happenings to area media outlets.  Parents, relatives, and friends of St. Ann, if you 
like writing and would be interested in writing fun photo captions or short articles 
about happenings at St. Ann School for submission to area newspapers by all means 
volunteer for this opportunity.  �
�

A picture is worth a thousand words.  At St.Ann School pictures come in handy for 
recording students activities and achievements.  These pictures also allow us to show 
the larger community the great things happening at St. Ann School.  If you like to 
take photos, we’d love to have you take them and share them with us so we can then 
share them with Nashville. �
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Occasionally, we need someone to help with light construction in the school building.  
This might include hanging some shelves, fixing a loose tile, or replacing a new light 
fixture.  This would be an “on call” volunteer opportunity.  Most work could be done 
at the volunteer’s convenience.�
�

DATA ENTRY ASSISTANCE �

FIELD TRIP DRIVER �

Occasionally there is need for some data entry.  It can be done at home or school 
depending on the task. 

At various times throughout the school year drivers are needed for off-site Field 
Trips.  Volunteers must fill out required forms prior to field trip. 
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Volunteer Rights  
The St. Ann School Community highly values our parents and other 
volunteers. As a volunteer you have the right to the same respect accorded 
to our professional faculty and staff. 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.  As important an important component of St. Ann School, we 
encourage you to worship with us at Monday morning prayer 
service/assemblies and Wednesday school liturgies. 
 
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.  

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. 
 
Application Policies  
An individual may volunteer for an activity through the Home and School 
or by calling the school office (269-0568).  Depending upon the volunteer 
activity (the duration of time), volunteers may be asked to submit to a 
background check according to diocesan policies. 
 
 Health and Safety  
The main focus of any teacher or volunteer is the health and safety of every 
child under their supervision. For this we  
have general procedures that should be followed.  

1.   Medical Emergency/ Student Illness, notify the office as soon as 
possible.  

2. Medicine should only be administered with written consent that is 
filed in the office.  

3. Sickness- when a volunteer decides the student is sick the following 
actions should take place- 

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 appropriate office approval.  
 
Child Abuse Laws 
 For suspected child abuse the volunteer must ...  

1. Notify the Principal or Vice Principal regarding the situation. 
2. If you talk to the child make no leading statements. 
3. A report must be made to Department of Human Services (DHS) or 

to the police department within 24 hours. This is Tennessee State 
law 

4. Normally the Principal/Vice Principal will make the call, although  
teachers or volunteers may initiate the contact with DHS.�
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Loyalty to Church and School  
When you volunteer at St. Ann 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 and/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.  
 
Supervision of Volunteers  
The Principal is responsible for the total school operation; thus, the 
principal supervises all serving in any capacity in the school.  
 
School's Right to Amend  
St. Ann School reserves the right to amend this handbook. Volunteers will 
be notified of any changes. �
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