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I. Background information 
 
Welcome 
 Catholic education and formation are the responsibilities of all members of a school 
community, not just paid staff. Volunteers are an important part of the school 
community and are valued for the contributions they make. Every effort will be made to 
insure that the best possible use is made of volunteer services, and that volunteers 
understand their role in the school. 
 Jesus is the primary teacher in the school. Perhaps Jesus is also the primary 
volunteer, the one who gives totally of Himself. Prayer to Him will help to ensure that 
the ministry of Catholic education continues to make a profound difference in the lives 
of young people through the efforts of adult community members, whether paid or 
volunteer. Volunteers are valued members of the school community. Thanks for your 
gift of time, treasure, and talent in the service of this school community. 
 
Philosophy 
 Marshalltown Area Catholic School believes that each child is a unique individual 
who has both the right and responsibility to develop to his/her potential. We believe 
education is a mode through which this is accomplished. We consider it an ongoing 
process of exploration, interaction, and discovery of self, of others, and of the world. 
We view the school as one avenue leading to the total development of the child. We, 
also, believe that a child-centered environment will provide the opportunity for each 
individual to develop a positive self-image. We hold in utmost importance the 
development of a Christian attitude and philosophy of life based on the teachings of 
Christ. The responsibility for the education of the child is a cooperative venture 
involving the child, parents, school, and parish. 
 
Volunteer Rights 

1. You are a valued member of our school community. 
2. You have the right to be treated with the respect due any adult staff member, 

whether paid or not. 
3. You have the right to worship with us. 
4. You have the right to the tools and information necessary to perform the tasks 

to which you are assigned. 
 
Volunteer Duties 

1. The volunteer arrives on time and performs the assigned task. 
2. The volunteer respects and enforces school rules. 
3. The volunteer remembers that the school exists for the students, and treats all 

students the way Jesus would treat them if He were the volunteer. 
4. The volunteer asks for instructions and assistance when needed. 
5. The volunteer adjusts to the teacher’s way of doing things, following their 

directions at all times. 
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Discipline Code 

 In order to provide and maintain an atmosphere which permits the orderly and 
efficient operation of the school and which encourages learning and helps students to 
develop a Christian code of personal conduct, school rules and regulations are in effect. 
These policies and procedures have been established by the MACS Board of Education 
and administration after consultation with Marshalltown Area Catholic School with 
faculty, parents and students. Their effectiveness requires the positive and voluntary 
cooperation of all concerned. 

The knowledge of the rules and regulations, their processes, and their implementation 
are the responsibility and obligation of each Marshalltown Area Catholic School student. 
Neither ignorance or lack of understanding of the rules and regulations will release a 
student nor parent/guardian from responsibility to cooperate with the stated polices. All 
Archdiocesan policies and State of Iowa education laws, as they apply to Marshalltown 
Area Catholic School, are to be respected and followed. 

Discipline in a Catholic School is basically a self-discipline directed toward discipleship 
and service. Discipline is the responsibility of each individual student. It has the twofold 
purpose of providing for the common good and the individual good. Discipline helps all 
students contribute to a climate for learning and living. Guidelines are prepared and set 
by teachers in their classrooms in agreement with the total administrative policies. To 
assure adequate development and concern for each student, frequent communication 
with parents by teachers and with teachers by parents is encouraged. All procedures 
are based on the premises that parents and teachers must work together and support 
each other’s efforts. 
Severe misbehavior that seriously disrupts the learning environment, possibly threatens 
the well being of the teacher or other students, demonstrates defiance, or breaks the 
law must be sent to the office. 
Unacceptable student behaviors include, but are not limited to: 

1. Use of drugs, alcohol, tobacco 

2. Personal injury (bullying, fighting, calling names) 

3. Refusal to comply with a direct teacher command 

4. Inappropriate bus behavior 

5. Possession of a dangerous weapon 

6. Truancy 

7. Repeated tardiness 

8. Repetitive unacceptable classroom behavior 

9. Habitual late/incomplete assignments 

10. Vandalism 

11. Bullying/Harassment 
 
Consequences include, but are not limited to: 

 In-school suspension 

 Suspension from school for a definite time 
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 Suspension from school for an indefinite period of time 

 Probation 
All consequences shall be carried out according to the ACSB 5l44.l. (See also Gangs 
ACSB 5133) 

Corporal Punishment, Restraint, and Physical Confinement and Detention 

State law forbids school employees from using corporal punishment against any 
student.  Certain actions by school employees are not considered corporal 
punishment.  Additionally, school employees may use “reasonable and necessary 
force, not designed or intended to cause pain” to do certain things, such as prevent 
harm to persons or property. 
 
State law also places limits on school employees’ abilities to restrain or confine and 
detain any student.  The law limits why, how, where, and for how long a school 
employee may restrain or confine and detain a child.  If a child is restrained or 
confined and detained, the school must maintain documentation and must provide 
certain types of notice to the child’s parent/guardian. 
 
If you have any questions about this state law, please contact your school.  The 
complete text of the law and additional information is available on the Iowa 
Department of Education’s web site: www.iowa.gov/educate. 

 
Field Trips 

1. All school rules are in force, unless the principal has explicitly stated otherwise. 
2. Chaperones are to stay with their assigned group. 
3. Supervision is both mental and physical. Be sure that attention is always on the 

students. 
4. If your own child is on the field trip, he or she must not be treated any 

differently than any other child. 
5. We hope you enjoy the outing, but we are grateful for your remembering that 

your first responsibility is the safety of the students. 
 
Health and Safety 
 The school office secretaries and teachers know the health and safety procedures 
for MACS. If a child is injured or needs attention, you should notify the supervising 
teacher. There should always be a teacher supervising students at all times. As a 
volunteer, you should never be alone supervising students. 
 Dispensing of prescription drugs will be administered by a nurse or designated party 
with training and with the written consent of parent(s). A physician’s signed, dated 
authorization including the name of the student, physician, medication, dosage, and 
medication schedule must be given to the school on or with the original container. A 
record of each dose of medication administered will be documented in the pupil’s health 
record. Students utilizing asthma or airway constricting prescription medication are 
allowed to administer their own dosage provided a completed consent form is on file in 
the school’s office Contraceptives will not be dispensed. 
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 Dispensing of non-prescription drugs may occur, provided the parents have signed 
and dated an authorization identifying medication, dosage, and time interval to be 
administered. 
 
Protection of Minors 
 All volunteers of the Archdiocese, shall receive a copy of the Policy for the 
Protection of Minors, Archdiocese of Dubuque, along with Virtus training and inservice. 
Each shall sign an acknowledgment of receipt. Volunteers shall comply with the 
expectations of that policy. In particular they shall comply with the expectations for 
reporting.  
 All cases of alleged, suspected, or known sexual abuse of a minor committed by any 
personnel of the Archdiocese and Archdiocesan entities while acting in their capacity as 
personnel of the Archdiocese and Archdiocesan entities must be immediately reported 
to civil authorities. 
 
Loyalty to Church and School 
 Volunteers do not just give time; they represent the church and school both to 
students and to the larger community. A statement such as the following might be 
considered: “When you volunteer at our school, you are a representative of the church 
and school. You should support the directions given by staff and administration. If you 
disagree with school policy, the principal will be happy to hear your concerns and 
discuss them with you. Since you are serving in a Catholic school, you are expected to 
support the teachings of the Catholic Church and to live in a manner consistent with 
them.” 
 
Confidentiality 
 In the course of your volunteer work at our school, you may learn confidential 
information about students or teachers. You are expected to keep this information 
confidential in any setting inside or outside the school, just as you would wish your own 
privacy rights to be respected. There are times when student confidences cannot be 
kept. If a student confides a desire to commit suicide to a volunteer, that confidence 
must be reported. The guideline is: Any information which, if shared with parents 
and/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 who serve in any capacity in the school. 
 
School’s Right to Amend 
 The school reserves the right to amend the handbook; volunteers will be notified 
promptly of any changes. 
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II. School Procedures 
 
Announcements 

1. Use of the school’s phone system for school announcements is limited to 
designated office personnel or those authorized for special requested situations. 

2. Staff announcements will normally be made through the use of memos. 
 
Complaints 
 Please see policies which appear in Appendix A. 
 
Copyrighted Materials 
 As a matter of justice for authors and publishers, copyrighted material is not to be 
duplicated without proper authorization.  
 
Copy Machines 
 All copy machines in the offices are to be used only by designated staff personnel.  
 
Desks 
 A staff member's desk is his/her own private space. Therefore, please do not use 
another's desk or its contents without permission.  
 
Equipment 

1. No equipment or supplies are to be bought or sold without authorization of the 
Administrator/designee and processed through the office. 

2. No equipment or supplies are to be taken from the building except when needed 
for a school sponsored activity. 

3. No volunteer is to promise the use of or lend equipment or supplies to any 
person outside the school staff. All such requests are to be referred through 
proper channels. 

 
Fire and Tornado Drills 
 Unannounced drills are conducted at various times during the year in accordance 
with Iowa codes. Students are expected to leave in an orderly fashion, without talking, 
according to the directions of the teacher and return in the same way. State law 
requires four tornado drills and four fire drills each year. 
 A sign indicating fire exits is displayed in a prominent place on each floor.  

1. If you notice smoke or a fire, notify the Office immediately. 
2. The fire alarm sound indicates that you should leave the building at once, 

utilizing the evacuation plan located in each room.  
3. Please carry car keys in case the fire department wants vehicles moved. 
4. Office doors, as well as the fire doors in the stairwells, should be closed. 

 
Lights 
 Lights should be shut off when offices and rooms are not in use. 
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Liturgy/Prayer 

 Parents/guardians and volunteers are always invited to the school liturgies. Student 
liturgies will be held weekly on Thursdays at St. Mary’s at 8:45AM. Prayer services will 
be held at St. Henry’s on Wednesdays at 8:45AM for the first part of the year, and will 
change to a Mass for the second part of the year. 
 
Lost & Found 
 Materials which are found may be taken to the Office.  
  
Supplies 
 Supplies are available in the supply room. They are to be requested when they are 
needed. These supplies are to be obtained by the staff involved.  
 
Telephones 

1. Volunteers who make long distance phone calls for personal business are to 
make payment for the call to the office. 

2. Visitor use of school telephones is allowed only under the following 
circumstances: 

 (a) Involves school business 
 (b) In the case of an emergency 
 
Universal Precautions 
 See appendix B. 
 
Visitors/Volunteers 
 Parents are welcome into the school and classroom. Please, upon entering each 
attendance center, be sure to check in at the office to pick up a Visitor/Volunteer 
Badge. All teachers and staff will be wearing identification badges as well and you will 
be stopped if you are not wearing one. You will be directed to the school offices to 
check in with the secretary. 
 
Volunteer Working Area 
 Please complete your volunteer work in the appropriate place, which will depend on 
what kind of volunteer work you are doing. If helping a teacher during school hours, 
please follow the directions given by that teacher, working in the classroom or a room 
that is not occupied such as the teacher’s lounge. We appreciate you being considerate 
of the work that is taking place in the school offices. Due to the busy and confidential 
work in those offices, please take your volunteer work elsewhere. 
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III. Appendixes 
Appendix A Complaints 

 
The following policies of the Archdiocesan Board of Education should be followed when 
dealing with complaints: 
 
Complaint Procedures:        1312 
 
COMMUNITY 
 
Complaints Concerning Instructional Material 
 
It is the policy of Marshalltown Area Catholic School Board of Education that MACS will 
follow procedures set forth by ABE 1312 regarding Complaints Concerning Instructional 
Materials. This policy is available in school office. 
-----------------------------------------------------------------------------------------------------------
           4119.4g 
           4119.4h 
           8252 
PERSONNEL/BOARD 
 
Complaints 
Complaint Procedure Against Employee 
 
It is the policy of Marshalltown Area Catholic School Board of Education to follow 
procedure for complaints against any employee, i.e., teacher, staff, administration, or 
board member as set forth by the Archdiocesan Board of Education policies 4119.4g, 
4119.4h, 8252. The initiator must first discuss the matter with the person against whom 
the complaint is made and if the problem remains unsolved, the initiator has another 
meeting with the respondent clearly stating the complaint in writing, including specifics 
such as evidences for complaint, sources of information etc. If the problem remains 
unresolved the initiator or the respondent refers the complaint to the 
administrator/program director in writing. In cases involving staff, administrator, pastor 
or board members, procedures set forth by the Archdiocesan Office of Educational 
Services will be followed. 
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Appendix B Safety in the Workplace OSHA 
 
Right To Know (Hazardous Chemicals) 
The Iowa Hazardous Chemicals Risks Right to Know Act was passed by the legislature 
in l984 and is currently in Chapter 455E Code of Iowa.  There are three main parts to 
the law. 

1. Worker right to know (5-25-86) 
2. Community right to know (7-1-86) 
3. Public Safety/Emergency response right to know (11-1-86) 

 
This Act covers all employers and requires employers to be in compliance with the 
provisions by the dates indicated above. A handbook is available from the Moderator of 
the Curia. 
 
Bloodborne Pathogens - 
The Archdiocese of Dubuque  has an established exposure control plan, to eliminate or 
minimize district occupational exposure to bloodborne pathogens and to meet the 
requirements of the Department of Labor, Occupational Safety and Health 
Administration, 29 Code of Federal Regulations (CFR), Part 1910.1030. The 
Archdiocesan exposure control plan includes: Exposure Determination, Schedule and 
Method of Compliance, Hepatitis B Vaccination, Post-Exposure Evaluation and Follow-
Up, Recordkeeping, Provision for Plan Copies, and Plan Review and Update. Unless 
stated to the contrary, individual schools/agencies are responsible for implementation 
of the plan. 
 
OSHA has recommended “universal blood and body-fluid precautions”, most commonly 
referred to as “Universal Precautions”. Universal Precautions are procedures to protect 
a person from becoming infected with germs. 
 
“Universal Precautions” means: 

1. All persons’ blood and certain body fluids should be considered infected with 
HIV, HBV and/or other bloodborne pathogens. 

2. Infection-control precaution should be maintained to minimize the risk of 
exposure to these specimens. 

 
The single most important step in preventing exposure to and transmission of any 
infection is anticipating potential contact with infectious materials in routine as well as 
emergency situations. Based on the type of possible contact, one should be prepared to 
use the appropriate precautions and techniques prior to providing care. Diligent and 
proper hand washing, the use of barriers, appropriate disposal of waste products and 
needles, and proper decontamination of spills are essential techniques to infection 
control. Using common sense in the application of these measures will enhance 
protection of both the employee and the student. 
 
Care for injured 

1. When possible, the injured should be encouraged to take care of their own 
injuries. The injured can wash cuts and apply bandages. The injured should be 
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encouraged to apply pressure with their own hand or tissue over a bloody nose 
or wound. 

2. If needed, ask the designated First Aid Responder to assist. 
3. If you must assist, you should provide a barrier between your skin and the blood 

of others. This can be done with gloves. A thick layer of paper towels or cloth 
can also be used as a barrier if gloves are not readily available.  

 
Exposure 
An exposure incident to blood or other potentially infectious materials through contact 
with broken skin, mucous membrane or by needle or sharp stick requires immediate 
washing, reporting and follow-up. 

• Always wash the exposed area immediately with soap and water. 
• If a mucous membrane splash (eye or mouth) or exposure of broken skin occurs, 

irrigate or wash the area thoroughly. 
• If a cut or needle stick injury occurs, wash the area thoroughly with soap and 

water. Exposure needs to be reported immediately to the program administrator. 
If you have any questions please contact the program administrator. 

 
Program administrators need to provide an annual inservice for the staff.  
  
Smoke Free 
Iowa legislation (98A) requires that a person shall not smoke in a public place or in a 
public meeting except in a designated smoking area. According to the law, a person 
having custody or control of the public place shall make reasonable efforts to prevent 
smoking in the public place by posting appropriate signs indicating no-smoking areas. 
The person in custody or control of the public place shall enforce the smoking 
prohibition. 

5141.2 
           5141.3 
           7113 
PERSONNEL/STUDENT/BUILDING 
 
Safety/Health 
 
In compliance with the Code of Iowa, Chapter 455 E and the Archdiocesan policies 
5141.2, 5141.3 and 7113, it is the policy of Marshalltown Area Catholic School Board of 
Education to insure that MACS is in compliance with the Iowa Hazardous Chemicals 
Right to Know Act which entitles the employee, community and Public 
Safety/Emergency Response, the right to know if, what and where hazardous chemicals 
are stored in the school plant.  
 
In addition, records must be on file regarding the testing done for asbestos, lead and 
radon with a copy of such records available in the school office. 
 
 
 
 


