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Frassati Catholic Academy Family Volunteer Guide 

At Frassati Catholic Academy, we stress academic excellence, community & faith.  We have a fine 
faculty that carry out their day to day duties with dedication and zeal, but in order to have our school 
be the best it can be, we need involvement and participation from our school families as well.  Not 
only does this allow us to expose our students to extracurricular activities like sports and other clubs, 
but it helps bring our school community closer together.    
 
Each school family is required to give 10 hours of volunteer service to our school and/or parishes 
each school year as part of the commitment we make toward a Catholic education.  It doesn’t matter 
how many students are enrolled or which campus they are attending.  These hours can be per-
formed by any member of the family (including the students themselves) to count toward the commit-
ment. 
 
In order to make sure that everyone meets their commitment with volunteer hours, we have devel-
oped a tracking system and will provide regular reports (see page 6) as to your commitment status.  
On the following pages is a guideline to make sure your hours are reported properly.  There are 4 
“official” ways to get your hours recorded:   
 
1. You donate your time to an “event” and sign into the Event Log.  “Events” may occur at school 

during school hours or outside of school hours at another location.  The Event coordinator should 
have the log and ask everyone to sign in (or fill it out him/herself and submit it for recording.   
(see page 2)   

2. You give your individual time at school during school hours and log into the Visitor/Volunteer Log 
in the school office.  This log expects you to log in AND log out with your appropriate times.  (see 
page 3) 

3. If you perform “Lunch/Playground Duty” at school, there is a “Lunch Duty Log” that you can sign 
into for each day that you do that.  You do not have to sign out on the Lunch Duty Log.  (see 
page 4) 

4. You give your individual time for some other reason outside of school.  If this is the case you can 
fill out a “Volunteer Slip” indicating the activity, have it initialed by person in charge of the activity 
and then submit the slip to the school office.  (see page 5).   

 
Important Note:  Each family has been assigned a “family name” that will be used to track volunteer 
hours.   The family name is usually that last name of the student(s) that are attending our school. 
However, we sometimes have situations with blended families as well as multiple families with the 
same last name.  In those cases the “Family Name” may be a hyphenated name or will be followed 
by a number (i.e.  “Smith-Lopez”  or  “Lewandowski 2”).  It is VERY IMPORTANT that each time you 
record your volunteer hours on anything the proper family name be used.  This eliminates a lot of 
confusion.   Also, PRINTING the family name is very helpful.   
 
Any hours commitment not met by the end of the school year will be billed to the family as appropri-
ate. 
 
If you have any questions at any time, don’t hesitate to ask the school office or me.      
 
Regards, 
Roger Huner 
Volunteer Hours Coordinator 
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EVENT LOG 

If you are an event chair/coordinator, you should print out one of these logs and have ready at 
the beginning of your event to record your participants at each event you do.  This can be for 
meetings as well as full on events.   If you are a participant, be sure to have your FAMILY NAME 
printed in the first column, first name (or full name) in the 2nd and either the time in/out or the total 
hours served. 

Taylor Zachary 10:00 a 1:00 pm  

Columbus Day Bowling Party 10/8/16 

Fillmore-Pierce Jill Pierce 10:30 a 12:00 p  

Roosevelt 2 Theo   3.5 

Buchanan Leslie Harrison 11:15 a 1:30 p  

Event Coordinator should fill in  the 
name of the event and the date 

The Family 
Name should 
be printed and 
must be the 
name assigned 
to your family 
for volunteer 
hours tracking 

The Volunteer Name 
can be only a first 
name if the last 
name is the same as 
the family name, 
otherwise full name 
is helpful 

Authorized by is usually the 
Event Chair/Coordinator 

To calculate hours 
served, the time in 
and out can be re-
corded OR total 
hours donated.   
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VOLUNTEER/VISITOR SIGN IN / OUT LOG 

The school office maintains a log of people who come in and out each day.  This log is also 
used to record day-to-day volunteer activities for families.  When you arrive at school to do some vol-
unteering your first stop should be at the office and the first thing you should do is to sign into the log 
(as indicated below).   Don’t forget to record your time out as you leave!   If you are doing Lunch 
Duty for that day, you can use the Lunch Duty Log instead (see next page).  

Taylor Zachary Yearbook Pics 1:00 p 2:15 

St. Mary’s 

 Jill Pierce Mrs. Yu’s 2nd Gr 12:00 p 

Roosevelt 2 Theo Folders 9:00 a 

2:30 

3:00p 

Buchanan Leslie Harrison Art Class Help 1:15 p 1:45 

The School Office indicates which 
school the log is for 

The Volunteer Name 
can be only a first 
name if the last 
name is the same as 
the family name, 
otherwise full name 
is helpful 

To calculate 
hours served, 
the time in 
and out 
should be 
recorded 

9/3 

9/3 

9/4 

9/4 

Fill in the date 
of arrival 

Bill Gates Software Update 9/4 The Family 
Name should 
be printed and 
must be the 
name assigned 
to your family 
for volunteer 
hours tracking.  
If the Family 
Name isn’t 
filled in, we will 
assume this is 
not a volunteer 
visit.  

Visitors who 
are not volun-
teers do not 
fill in the Fam-
ily Name field.  

This log is used for several days.  When filled up completely, the school secre-
tary will initial/sign below and then forward to the Volunteer Hours Coordinator 
(and start a new log).   Because we wait until the log is full, some hours may 
not be credited immediately, but could take up to 2 weeks to be recorded.   

For volunteer 
purposes 
write in the 
activity per-
formed.   

1:15 p 1:45 
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LUNCH DUTY VOLUNTEER LOG 

In order to streamline one regular volunteering activity, there is a special log for serving Lunch/
Playground Duty.  This log is also located in the school office and you should sign into the log upon 
arrival at school for Lunch Duty Service.   The log is for each week (broken down by day).  Simply 
add your Family Name and Volunteer Name to the appropriate day.  That’s it.   

Frassati 

The School Office indicates which weekly 
dates the log is for 

9/12/16 9/16/16 

Taylor Zachary 

Fillmore-Pierce Jill Pierce 

Roosevelt 2 Theo 

Buchanan Leslie Harrison 
The Family 
Name should 
be printed and 
must be the 
name assigned 
to your family 
for volunteer 
hours tracking 

The Volunteer Name 
can be only a first 
name if the last 
name is the same as 
the family name, 
otherwise full name 
is helpful 

At the end of each week the school secretary signs/
initials the log and forwards to the volunteer hours 
coordinator 
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VOLUNTEER SLIPS 

For all other volunteer activity, you can submit an individual “slip” and submit to the school of-
fice.  One slip can account for multiple activities for your family.   

The Family Name should 
be printed and must be 
the name assigned to your 
family for volunteer hours 
tracking 

Taylor 

Zachary 

Lucretia 

Lucretia 

Grandma Bess 

Harvest Fest 9/1 5.5 RH 

Zachary 9/12 2.5 VR 

PADS 9/13 1.0 CB 

6th Gr Field Trip 9/22 7.0 RH 

Volunteer Name 
is generally the 
first name of the 
person doing 
the activity 
unless their last 
name is differ-
ent than the 
family name.  
Then the full 
name can be 
filled in.   The Volunteer Ac-

tivity should be 
described in brief.   

The date the 
activity was 
done.   

The hours performed.    If more 
than one family member partici-
pated, each volunteer should have 
his /her own line on the slip with 
their individual hours.   

The authorizer 
should initial the 
slip accordingly.   
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SAMPLE STATUS REPORT 

Every 4 to 6 weeks during the school year, you will receive an email with an attached report 
showing you the status of your volunteer hours.  The report will be in the following format.   Once 
you have reached 100% of your goal, reports will only be sent upon request.   

Family Name 

List of enrolled students (by grade) 

Total hours required 

Date of report run 

No. of hours 
recorded to date 

Hours still needed 

Volunteer activity details come 
directly from information as filled 
in on logs and volunteer slips.   


