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Mission Statement: Blessed Trinity Catholic School seeks to provide a holistic and Christ-centered education that equips

our students to become the young men and women that God created and calls them to be.



WELCOME!
Like most Catholic schools, BTCS success greatly depends on the goodness and volunteer involvement of our
parents/guardians, families, and friends who o�er their time, talent, and gifts to serve our students and the
wider school community. Because of these volunteer hours, you help contribute to our low tuition rates – one
of the lowest in the Diocese of Madison and the surrounding area for private education.

This handbook is designed to “advertise” many of our volunteer opportunities at Blessed Trinity. There are
many more that pop up throughout the school year, but those listed within this booklet are our regular and
ongoing needs. Please continue to read all parent emails, and newsletters, and check the website and Facebook
page for new events available during the school year.

If you have any questions about volunteering, please do not hesitate to reach out to the School O�ce. Thank
you!

CONTACT US

Alicia Zepp | Principal

608-592-5711 x 7 |
azepp@btcatholic.us

Share Hours Website
btcatholic.us/volunteer

School O�ce
608-592-5711 x 7 |

Hours: 7:30 am- 2:45 pm

DISCIPLINE
Any action or comment that is viewed as scandalous or detrimental to the school, its students, the operation of
the school, or the reputation of the school in the community is subject to the school’s disciplinary code,
whether or not such action or comment occurs on school grounds, the internet, or during the school day.

Please see the Student/Family Handbook for more information regarding discipline.

RIGHT TO AMEND
Blessed Trinity reserves the right to amend any part of this handbook. Any such amendments will be
communicated to parents immediately.
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We refer to volunteered hours as “Share Hours” because we believe it is a sharing of our gifts, time,

and talent with our students and school community.
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DIOCESAN VOLUNTEER REQUIREMENTS
The Diocese of Madison requires that all volunteers who work with children complete a mandatory safe
environment training and background check. If you will be volunteering in the school building during normal
school hours, we require that you complete these Diocesan expectations. These requirements can be
completed online from the convenience of your own home. Please contact Mrs. Zepp to get set up with the
training.

DISCRIMINATION
Blessed Trinity Catholic School admits students of any race, color, national and ethnic origin to all the rights,
privileges, programs, and activities generally accorded or made available to students at the school. It does not
discriminate on the basis of race, color, national and ethnic origin in the administration of its educational
policies, admissions policies, scholarship and �nancial aid programs, and athletic and other
school-administered programs.

SHARE HOURS MISSION STATEMENT
“For the Son of Man came not to be served but to serve…” (Mark 10:45)

Research indicates that parent volunteerism in schools enhances student self-esteem, increases academic
achievement and improves student behavior and attendance.  We appreciate the priceless service that you
provide to Blessed Trinity Catholic School and we have created this Share Hours  Handbook to assist you.  We
want to make sure that you are well informed on all aspects of volunteering at Blessed Trinity.

SHARE HOURS REQUIREMENT FOR ALL SCHOOL
FAMILIES
We ask all parents/guardians to give generously of their time and talent for the good of our students and the
school community. As such, we require the following from each of our school families:

● For two-parent families: a minimum of 35 hours of volunteer service per family per school year, which
includes assisting with at least 2 �sh fries

● For one-parent families: a minimum of 17.5 hours of volunteer service per family per school year,
which includes assisting with at least one �sh fry

● We can count up to 20% of family hours to come from other members of the extended family (i.e.
grandparents) but not students

MISSED SHARE HOURS
Families that fail to complete the required number of Share Hours by the end of the school year will be
charged $25.00 per hour. Families that fail to assist with at least 2 �sh fries will be charged $100.00 per missed
�sh fry.
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DOCUMENTING SHARE HOURS
Volunteers will �ll out a Google Form with information detailing their Share Hours. The person who �lls out
the form should be the person who completed the Share Hours. This form can be found on our Share Hours
website: btcatholic.us/volunteer.

The school will notify families in November and in April with a total of how many hours they have left to
complete for the current school year.

Current hour counts must be up to date to register for the upcoming school year. A plan must be in place for
enrollment to take place.

SIGNING UP FOR SHARE HOURS
You can sign up for Share Hours at the Parent Orientation in August or via our website,
btcatholic.us/volunteer, using Sign-Up Genius. This website allows us to send reminder emails as the event for
which you signed up draws near. It allows you to sign up for many opportunities at once, ahead of time. We
will send out Sign Up Genuis links in our Wednesday School Emails.

We will do our best to put a picture with the Lead Volunteer in information about upcoming events so that
you know who to look for if you have any questions upon arrival.

PARTNERING FOR SUCCESS
School Administration and Volunteer Leads are committed to:

● Welcoming volunteers

● Facilitating and monitoring volunteer opportunities

● Informing volunteers about their tasks

● Providing for the success of all volunteers

● Encouraging initiatives and celebrating the e�orts of our volunteers

Volunteer Rights:

● Be welcomed as a valued member of our community

● Be assigned to a volunteer area where you feel comfortable

● The respect of our community

● Receive necessary information and orientation

● Have your questions answered clearly and promptly

● Make suggestions to the professional sta�
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Volunteer Responsibilities:

● Arriving on time and staying for the agreed-upon time

● Notifying the appropriate persons if you are going to be absent or tardy

● Performing your tasks to the best of your ability

● Understanding that the administrator values your service, but may not always be able to honor your
preferences for days, times, and places of service

● Keeping young people under your supervision safe and appropriately occupied

● Notifying your supervisor or the administration about unsafe conditions or issues causing you
concern

● Supporting the teachings of the Catholic Church and living in accordance with those teachings

● Supporting the authority of sta� and administrators

● Upholding parish and school rules

● Keeping con�dential information that you have gained during your volunteer service that is private to
young persons and/or their families

● Promptly making known the con�dences of young persons that involve issues of health, life, and/or
safety

● Enjoying being part of our ministry team

● Praying for our community and the youth we serve

CONFIDENTIALITY
Volunteers are required to maintain con�dential information they gain during their volunteer service that is
private to students and/or their families. A volunteer operates in a position of trust.  Personal information
pertaining to students must be kept con�dential.  Children’s actions, responses, progress, or problems at
school are not for sharing in the community.  Conversations between parents, teachers and students in the
school are con�dential.  Volunteers should not discuss these conversations outside of school.  Refer any
concerns to the Administration.

CHILD ABUSE LAWS
Volunteers are included as Mandatory Reporters. Volunteers are required to promptly make known the
con�dences of young persons that involve issues of health, life, and/or safety to proper authorities. Blessed
Trinity Catholic School abides by the Child Abuse Prevention, Adoption, and Family Services Act.  This law
mandates that all cases of suspected abuse and/or neglect be reported to Child Protective Services.
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CODE OF CONDUCT
If a volunteer does not follow this Code of Conduct, the Administration may terminate any future
volunteering. Parents are still responsible for the Share Hours fee for any unful�lled hours unless otherwise
agreed upon.

DEPENDABILITY
The school relies on your support.  We ask that you follow through on tasks by attending to scheduled times
and please give notice of absence whenever possible.

EMERGENCY OPERATIONS PLANS

Fire Drills
1. Close classroom doors, outside doors, and any �re doors that may be open.
2. Do not close any windows that may be open.
3. Students walk silently in an orderly single line.
4. Exit following directions posted in the classroom.
5. Once outside, students join their homeroom teacher who checks the roll.
6. Stay in the designated spot in silence until signaled to return to the building.

Tornado Drill
1. Students walk silently in an orderly single line to their designated area on the 1st �oor.
2. Students take a position of sitting with hands covering their heads until the signal is given for release.
3. Students should not sit in front of a door or window containing glass.
4. The teacher supervising the class checks role.
5. Return to classroom quietly.

Designated Areas
● PK and K: Boys Bathroom Upper Level
● 1st and 2nd: Girls' Bathroom Upper Level
● 3rd and 4th: Girls' Bathroom Lower Level
● 5th and 6th: Boys Bathroom Lower Level
● 7th and 8th: Accessible Bathroom Lower Level

Intruder in the Building
1. Run, Hide, Fight Announcement will be made
2. Close and lock all classroom doors.
3. Remain in the classroom until otherwise noti�ed.
4. Do not let any student leave the room.
5. Run, Hide, Fight as needed.
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FIELD TRIPS
1. Parents who chaperone a �eld trip may not bring pre-school or school-age siblings on the �eld trip.
2. All chaperones must be 25 years of age or older.
3. Chaperones should not smoke while on the �eld trip.  This includes the use of electronic cigarette and

vapor products.
4. Chaperones should dress modestly and appropriately on the �eld trip.  Teachers will notify all

chaperones of the appropriate dress code for the trip.
5. Chaperones should refrain from cell phone use while on the �eld trip.
6. Chaperones should not allow students to use their cell phones on the �eld trip.
7. Chaperones should be involved in active supervision while on the �eld trip and not engaged in social

conversation with other adults.
8. Chaperones may be held responsible for accidents or injuries that happen due to their negligence.
9. Chaperones should not distribute snacks to students while on �eld trips.
10. Chaperones should not provide money to students while on �eld trips.
11. Chaperones should not photograph students during the �eld trip and then share or post the photos

on the chaperone’s social media site.

GRATUITOUS SERVICE
Volunteers to Blessed Trinity Catholic School choose to volunteer without an expectation of anything in
return.  Serving in the ministry of Catholic education is a privilege and not a right.  The principal reserves the
right to discontinue the services of any volunteer.

HEALTH/SAFETY EMERGENCY PROCEDURES
Volunteers are required to follow all health and safety emergency procedures. A copy of the school’s
emergency action plan/emergency operations plan is available in the o�ce and it is the responsibility of the
volunteer to be familiar with the emergency procedures.

A First-Aid kit will be available on every �eld trip.  Chaperones should at no time administer any medication
to a student.  These medications include, but are not limited to, over-the-counter medications.

RESPONSIBILITY
The Administration of Blessed Trinity CatholicSchool is accountable for facilitating, monitoring, evaluating
and providing continuity for the success of the volunteer program.  The sta� is committed to welcoming
volunteers, informing them about their tasks, encouraging their initiatives and celebrating their e�orts.
Volunteers are expected to adhere to school rules and procedures, perform assigned tasks to the best of their
ability, work cooperatively with all sta� and seek clari�cation when necessary.

SCHOOL HOURS
Grades PK-8 are in class from 7:45 AM to 2:45 PM. The doors open at 7:30 AM.
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The School O�ce is open on all school days from 7:30 AM to 3:15 PM.

SIGN-IN PROCEDURE
School visitors, including volunteers, must come to the main o�ce. For safety and security reasons, each
person is required to sign in at the o�ce when he/she enters the building for any reason.

VOLUNTEER DRESS
Blessed Trinity Catholic School has very detailed expectations for student dress.  Although volunteers do not
have a dress code requirement, it is expected that volunteers re�ect the image of Blessed Trinity Catholic
Schooland wear modest clothing while working in the school or during school activities.  This includes a
moderate length for skirts and shorts, conservative blouses and tops, no workout apparel, and no jeans,
leggings, jeggings, or �annel pajama pants.

LAYOUT OF THIS BOOKLET
# Title of Event/Opportunity

When the opportunity takes place/dates of the event

A description of the event/opportunity

Contact Information of the Lead Volunteer

VOLUNTEER OPPORTUNITIES

1. Fish Fry
Typically the �rst Friday of the month October-March, see dates below

Fish Fries our one of the two largest fundraisers that directly support Blessed Trinity Catholic School. The
dates for this year’s �sh fries are:

● Friday, October 7, 2022
● Friday, November 4, 2022
● Friday, December 2, 2022
● Friday, February 3, 2023
● Friday, February 17, 2023
● Friday, March 3, 2023
● Friday, March 17, 2023

This year, each school family has been pre-assigned to two Fish Fry dates. If you are unable to make your dates,
you are responsible for �nding a replacement. You will be assigned a speci�c role upon arrival. Help is most
needed the actual night of each �sh fry, but there are also opportunities to volunteer throughout the week
leading up to each �sh fry. Please contact Donna Kopp or visit btcatholic.us/�sh-fry for more information.
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Contact: Donna Kopp (�shfry@btcatholic.us)

2. Annual Rosanne Mills School Gala
April 29, 2023; various opportunities exist in the weeks leading up to the event

Blessed Trinity Catholic School is blessed to host an annual gala in honor of the late Rosanne Mills, who was a
major supporter of our school and Catholic education. The Gala is the largest fundraiser for our school, and
many volunteers are needed to plan, decorate, coordinate, clean up, and host the event. For more information
about the many opportunities that exist to help, please contact Alicia Zepp or Cortney Sauter.

Contact: Alicia Zepp (azepp@btcatholic.us) or Cortney Sauter (see directory)

3. Assistant Recess Supervisor
Any day of the week; 11:00-11:30 or 11:30-12:00

Volunteers are always needed to help supervise our students on the playground at recess along with Blessed
Trinity School Sta�. You will be required to go through a short training prior to your �rst day of Recess
Supervision to become familiar with our school playground rules and your role and responsibilities.

Contact: Alicia Zepp (azepp@btcatholic.us)

4. Hot Lunch
Monday and Special Days; 11:00-11:30 or 11:30-12:00

Volunteers are needed to make, serve, and clean up after hot lunch on Mondays and Special Days. The school
will reimburse you up to $250 for expenses and your child(ren) eat free! Please visit our website for information
on our Menu Planning and Run Down of Hot Lunch.

Contact: Alicia Zepp (azepp@btcatholic.us)

5. Uniform Exchange
Any day of the week; any prearranged time

Volunteers are needed to help organize and maintain our uniform exchange closet so that it remains orderly
and operates smoothly. The uniform exchange closet exists to provide families an opportunity to exchange
school uniform clothing that their child(ren) has outgrown. If you are interested in collecting more hours by
assisting with inventorying items, please let Mrs. Zepp know.

Contact: Alicia Zepp (azepp@btcatholic.us)

6. Library Organization and Inventory
Any day of the week; any prearranged time

Volunteers are needed to assist with basic library duties, including shelving returned books, updating new
inventory, and keeping the room organized and clean.
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Contact: Rachel Kallenbach (rkallenbach@btcatholic.us)

7. Read with Students
Any day of the week; any prearranged time

One of the best ways for students to learn how to read and to read better is to READ! We would love to have
you visit our classrooms and listen to kids practice their reading and comprehension skills. You will be
required to go through a short training prior to your �rst Read with Students time.

Contact: Alicia Zepp (azepp@btcatholic.us)

8. Bulletin Boards
Once per month; any prearranged time

Volunteers are needed to help maintain and update the bulletin boards at school, the church board in Dane,
and the Parish O�ce in Lodi. If you are interested in helping put these together in a more comprehensive way,
that is an option as well.

Contact: Alicia Zepp (azepp@btcatholic.us)

9. Gym/Recess Equipment Organization
Any day of the week; especially Fridays; any prearranged time

Volunteers are needed to help clean and organize the sports/recess equipment (balls, hockey sticks, etc.) in the
storage addition, especially at the end of the week. We also need help pumping up balls from time to time.

Contact: Alicia Zepp (azepp@btcatholic.us)

10. Christmas Concert
December 20, 2022

Every December, Blessed Trinity hosts a Christmas Concert. Volunteers are needed to help prepare treats, set
up, and clean up afterward.

Contact: Alicia Zepp (azepp@btcatholic.us)

11. Fine Arts Night
May 17, 2023

Every May, Blessed Trinity hosts an evening for students to showcase their artistic talents through a gallery
walk-through and a band recital. We need volunteers to help set up during the days leading up to the event
and help take down the days following.
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Contact: Rachel Kallenbach (rkallenbach@btcatholic.us)

12. Catholic Schools Week
January 30, 2023 - February 3, 2023

Catholic Schools Week is an annual weeklong celebration for Catholic Schools. To celebrate at Blessed
Trinity, various activities are planned and hosted by our amazing volunteers. Activities have included: �eld
trips, carnival, bingo, movie day, etc.

Contact: Alicia Zepp (azepp@btcatholic.us)

13. Grandparents Day
September 14, 2022

In September the students of Blessed Trinity honor their grandparents with a morning of Mass, treats, and fun
activities. Volunteers are needed to assist with set-up, treat prep, and clean-up.

Contact: Alicia Zepp (azepp@btcatholic.us)

14. Donuts for Dad
March 24, 2023

We will celebrate our dads with the obvious choice: donuts! Help serve the great men in our lives. Volunteers
are needed to assist with set-up, treat prep, and clean-up.

Contact: Alicia Zepp (azepp@btcatholic.us)

15. Mu�ns for Mom
May 3, 2023

Calling all men and dads to help honor our mothers! We will serve our moms and students mu�ns as a small
way to show appreciation for all that they do for us every day of the year. Volunteers are needed to assist with
set-up, treat prep, and clean-up.

Contact: Alicia Zepp (azepp@btcatholic.us)

16. Teacher Appreciation Week
May 1-5, 2023

Every �rst week in May we show our teachers special appreciation for all of the hard work they do for our
students. Volunteers are needed to help plan and host special events for our teachers.

Contact: Alicia Zepp (azepp@btcatholic.us)
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OTHER OPPORTUNITIES
Once again, these are just a few of the many opportunities that exist to volunteer at Blessed Trinity Catholic
School. Please contact the School O�ce and/or look for emails and website updates for more opportunities
and needs throughout the year.

THANK YOU
Blessed Trinity Catholic School is deeply grateful to God for each of our volunteers! Our school has been in
existence for over 140 years largely due to the generosity of our families and other members of our parish and
community. May God bless you for your volunteer service and may He continue to bless our school
community.

VOLUNTEER HOURS & REDUCED TUITION/FEES
Federal income tax laws state that, in general, any time value is received for services performed, the amount of the value received is taxable
income to the person providing the service. One of the exceptions to this general rule is IRS Code Section 117(d) which states that
quali�ed tuition reduction is not included in income. Quali�ed tuition reduction is available to employees of certain organizations
(Catholic Elementary Schools are eligible) for the education at the organization of the employee, spouse or child. This exception does not
apply if someone other than the parent is providing the service. For example, if the grandparents of older siblings provide the volunteer
hours to obtain the reduced rate for the student, the amount the fees are reduced would be taxable income to the grandparent or older
sibling of the student.

Impact: There are no income tax consequences to the parent volunteer (and no tax reporting requirements to the school) when parents
receive reduced tuition and/or fees in exchange for volunteer time at the school. This applies to volunteer hour commitments made by
parents as well as reduced tuition rates received for special circumstances such as chairing a major fundraiser. (Note: Fund-raising pro�ts
could be subject to UBIT if one of the exceptions discussed below is no longer being met because the volunteers have become

“employees” receiving non-taxable income in the form of Quali�ed Tuition Reduction.)

Family Acknowledgement of BLESSED TRINITY CATHOLIC SCHOOL
SHARE HOURS HANDBOOK.

After reading and discussing the attached handbook, please sign and date below. Please
have each of your children sign. Thank you.
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I understand that my signature below indicates that I have read and
understand the above statements and that I have received a copy of the Blessed
Trinity Catholic School Share Hours Handbook and that I understand the
policies within and agree to abide by them.

Printed Family Name: _____________________________________________________________________________

Parent 1 Signature: ___________________________________________________________________________________

Parent 2 Signature: ___________________________________________________________________________________

Date: ______________________________________________________________________________________________________________

The signed original copy of this acknowledgment will be �led in the school o�ce. Please keep a copy of the
handbook for your reference.
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