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August 24, 2018 
 
Dear Lunch and Recess Volunteers, 

 
On behalf of the All Saints Catholic School community, we want to welcome you to the 

2018-2019 school year and thank you for generously sharing your time and talents by 
participating in our lunch and recess program.  It is only with your help that we are able to 
offer a safe environment to our children in the cafeteria and on the playgrounds. 

 
Because your participation in the lunch/recess program will involve direct supervision 

of children, the following information must be completed and/or submitted to the school 
office: 

 
1. Volunteer Information Form 
2. Current Criminal Record Check 
3. Certificate of Attendance from Protecting God’s Children Awareness Session 
4. Signed Confidentiality Agreement 
5. Review of Allergy Information & Protocol  
6. Review of Anti-Bullying Policy 

 
For the safety of our students, we ask that during your time of service you actively 

support the rules and regulations as set forth in the All Saints Student Handbook.  We also ask 
that you act in a confidential manner by refraining from discussing events involving students, 
teachers, and faculty in public. 

 
The primary concern for all of us is the safety of our children. With that objective in 

mind, I have compiled the policies and expectations that will help to ensure the safety and 
well-being of the students of our school community. It is not possible to predict every 
situation, but it is important that we meet challenges with consistency and sensitivity.  

 
This is a working document, so if you have input as to items that should be considered 

for inclusion in the 2019-2020 lunch/recess volunteer handbook, please write or email me your 
suggestions at the end of this school year. 

 
Again, thank you for all you do.  Your support is greatly appreciated. 
 
Sincerely, 
 
Kristen Strausbaugh 
ASCS Principal 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
Detailed Lunch/Recess Schedule 
Kindergarten 
11:15 a.m. Lunch Begins 
11:35 a.m. Lunch Ends (Students led out to recess by staff member) 
11:40 a.m. Recess Begins 
12:00 p.m. Recess Ends (Students led to class by recess coordinator) 
 
Grades 1/2 
11:15 a.m. Recess Begins 
11:35 a.m. Recess Ends (Students led to lunchroom by recess coordinator) 
11:40 a.m. Lunch Begins 
12:00 p.m. Lunch Ends (Teachers pick up students from lunchroom) 
 
Grades 3/4 
12:15 p.m. Lunch Begins 
12:35 p.m. Lunch Ends (Students led out to recess by recess coordinator) 
12:40 p.m. Recess Begins 
1:00 p.m. Recess Ends (Teachers pick up students from playground) 
 
Grades 5/6 
12:15 p.m. Recess Begins 
12:35 p.m. Recess Ends (Students led to lunchroom by recess coordinator) 
12:40 p.m. Lunch Begins 
1:00 p.m. Lunch Ends (Teachers pick up students from lunchroom) 
 
Grades 7/8 
11:15 a.m. Lunch Begins 
11:35 a.m. Lunch Ends (Students can leave to the back loop area at 11:20 a.m.) 
11:40 a.m. Recess Begins 
12:00 p.m. Recess Ends (Teachers pick up students from playground) 
 

 
 
 
 
 

CAFETERIA PROCEDURES FOR VOLUNTEERS 

Lunch/Recess Schedule 
  

11:15 a.m.-12:00 p.m. K, 1, 2, 7, 8 
12:15 p.m.-1:00 p.m.  3, 4, 5, 6 

 
 



 
Our main purpose in the cafeteria is to supervise and monitor the children and maintain a 
safe environment for them. 
 

1. Kindergarten remains seated during their lunch period.  Volunteers help them by getting 
their milk, opening containers or packets, and walking a trash can up and down aisles so 
they can remain seated while throwing away their trash and recyclables.  Students will 
be led out to recess by a staff member. 

 
2. 1st and 2nd grade are to remain seated for their full 20 minute lunch period.  Hand 

sanitizer must be given to each child as they come into the lunchroom. As students are 
dismissed, they can dispose of their trash and recyclables as they leave the lunchroom. 
Teachers will pick up students from the lunchroom. 
 

3. 3rd and 4th grade are to remain seated for their full 20 minute lunch period.  As students 
are dismissed, they can dispose of their trash and recyclables as they leave the 
lunchroom. Students will be led out to recess by a recess coordinator. 
 

4. 5th and 6th grade are allowed to dispose of their garbage and take care of their recycling 
throughout lunch. Teachers will pick up students from the lunchroom. 
 

5. 7th and 8th grade must stay in the lunchroom for 10 minutes and then are signaled to 
leave once their area is cleaned.  From 11:20-11:40 a.m. junior high students exit to the 
back loop and move to the back playground at 11:40 a.m. 
 

6. Any student needing to leave the lunchroom for any reason must ask permission of 
the lunch coordinator before leaving the lunchroom.  Bathroom passes are available 
when needed, but students must ask permission. 
 

7. GRADE SPECIFIC DISMISSAL TIMES ARE POSTED ON ALL TABLES. 
 

8. Garbage cans are located throughout the lunchroom.  K-2 parent volunteers walk trash 
cans up and down aisles so students can dispose of trash during lunch periods.   

 
9. We are continuing the recycling program this season, however, students must remain 

seated until they are dismissed to dispose of their recyclables and trash. 
 

10. Volunteers are to wipe tables between lunch periods with spray bottles.  We will also 
need a volunteer on a daily basis to help children at the condiment table by putting salad, 
vegetables, fruit, etc. on their plates and watching to make sure they take only the 
quantity and/or items permitted. 
 

11. We continue to have a separate table for children with peanut allergies.  Cleaning 
products are separated based on allergy table protocol.   

 



LUNCHROOM & RECESS CODE OF CONDUCT 
 
During students’ lunch period, students are expected to: 

• Be respectful and exercise good manners 

• Refrain from pushing, shoving, punching, pulling or hitting others 

• Refrain from engaging in name calling, insults, or the use of profanity 

• Always respect the authority of the lunchroom volunteers 

• Remain seated, be courteous, and display proper table manners 

• Eat their own food (no sharing due to allergies) 

• Clean their place at the table and floor 

• Ask for permission, if needing to leave the lunch room 

During recess, students are expected to: 

• Be respectful and exercise good manners 

• Allow other students to participate in your activities 

• Refrain from pushing, shoving, punching, pulling or hitting others 

• Refrain from engaging in name calling, insults, or the use of profanity 

• Always respect the authority of the playground volunteers 

• Play safely and consider the safety of others 

• Use playground equipment for the purposes for which it is designed 

• Refrain from contact sports and physical contact  

• Ask for permission, if needing to leave the playground 

• Use benches for sitting 

• Report any injuries to the recess monitors 

 

Documentation 

Our coordinators are required to document all situations involving accidents and/or student 
issues that occur during lunch and recess periods.  A summary of each situation is compiled 
in our lunch/recess notebooks and will include names of students involved and/or names 
of students who witnessed the situation.   Please note: students documented in lunch/recess 
notebook summaries are not necessarily in violation of our code of conduct.  This just serves 
as a record of events and documentation. 

Students actually in violation of the lunch/recess code of conduct will receive a consequence 
and parents will be contacted. In grades K-3, homeroom teachers will notify parents through 
email or written note.  In grades 4-8, students will be issued a demerit and parents will 
receive an email notice.   



 

It is expected that volunteers respect and enforce school rules. This is important for the smooth and safe 
operation of the school environment. Policies and rules are given great consideration and are only effective 

if there is a consistency of enforcement. 

 
Birthday Treats 

Birthday treats may be brought into the school office to be distributed in the lunchroom during 
a student's designated lunch time.  If a parent chooses to attend the lunch period of the treat 

distribution, they may do so by acting as a lunch/recess volunteer for that time period and will 
need to carry-out the assigned duties of a volunteer for all students and not solely for the 

purpose of the birthday.  
 

Parents may not eat lunch with their child(ren) when volunteering. 
 

Volunteer Duties 
 

• Volunteers will monitor lunch and recess for safe play. 
 
• All volunteers are expected to arrive on time and perform their assigned task. Please 

check in with the lunch or recess coordinator on arrival. 
 
• It is important that volunteers remember that the school exists for the students, and that 

each child be treated as Jesus would treat them. This is, of course, true for all who work, 
teach, and serve within our school. 

 
• It is the duty of the volunteers to dress in a manner that is professional and appropriate. 

 
• Lunch/recess duties may be reassigned according to the needs of the day. If a volunteer 

is assigned lunch duties but there is a need for extra recess support, the lunch/recess 
supervisors may reassign volunteer personnel. 

 
• No one is expected to foresee everything that could possibly happen, but please keep an 

eye out for unexpected situations and to take appropriate precautions.  Always report 
situations to the lunch and recess coordinators. 

 
Volunteer Procedures 

 
Playground 

 
1. Arrive at school by 10:50 a.m. for grades K, 1, 2, 7, and 8 and by 12:00 p.m. for grades 3, 4, 

5, and 6. 
2. Enter through main door and pick up an orange vest (located in the cabinet in main 

entrance area). 
3. Sign in at the main office. 



4. Move to assigned playground and check in with recess coordinators to find out your 
location for duty. 

5. When you have completed duty, sign out in main office and return your orange vest. 
 

Lunchroom 
1. Enter through main door. 
2. Sign in at the main office. 
3. Move to the lunchroom. 
4. Check in with the lunch supervisors. 
5. When you have completed duty, sign out in the main office. 

 
 

Emergency Procedures 
 

In an emergency situation, it is important to remain calm and to keep children calm and 
focused.  The following plans are to be used in the event of an emergency situation during 

lunch or recess times.   
 

Fire/Evacuation 
Lunchroom  
• Evacuate students quietly and in an orderly fashion through the closest exit route.  

• open exit doors by the dumpsters and move to back loop AND/OR 
• exit through multipurpose doors and move to back loop. 

• Be alert for further instructions. 
• Keep students quiet. 
• Return to building only after the building designate or fire department gives the “all clear” 

signal. 
• Parent volunteers are asked to assist in keeping students calm. 
• Parent volunteers need to follow emergency directives from Mrs. Hunt. 
 
 

Playground 
• Instruct students to move into a single file line.  Evacuate students away from the building:  

• K playground move students to Resurrection Parking Lot. 
• 1-8 playground move students to back loop (between basketball hoops). 

• Be alert for further instructions. 
• Keep students quiet. 
• Return to building only after the building designate or fire department gives the “all clear” 

signal.  
• Parent volunteers are asked to assist in keeping students calm. 
• Parent volunteers need to follow emergency directives from designated recess supervisor. 
 

 
 
 



Tornado 
Lunchroom  
• Move students to the second hallway. 
• SILENCE must be observed in the hall. 
• Listen for announcements and further instructions.  
• Parent volunteers are asked to assist in keeping students calm. 
• Parent volunteers need to follow emergency directives from the lunch supervisors. 
 

Playground 
• Move students into the building: 

• K playground move to homeroom classes (follow posted directions in classroom). 
• 1-8 playground move into the building (follow posted homeroom class directions).  
• 6-8 playground move students to second hallway (between rooms 203-206). 

• SILENCE must be observed in the hall. 
• Listen for announcements and further instructions.  
• Parent volunteers are asked to assist in keeping students calm. 
• Parent volunteers need to follow emergency directives from designated recess supervisor. 

 
Lockdown 

Lunchroom  
 
• Immediately do a quick sweep of the hallways/bathrooms and instruct any students nearby 

to come into the multipurpose room. 
• Move students to the safest area within the room (away from glass windows and doorways). 
• Shut multipurpose room doors.  Doors must never be opened.  Proper authorities will have 

keys. 
• Turn off all lights. 
• Listen for announcements for further instructions.  Wait until a school official known to you 

announces “ALL CLEAR” plus code. 
• DO NOT respond to the fire alarm during a lockdown unless a known administrator makes 

a supporting announcement. 
• Parent volunteers are asked to assist in keeping students calm. 
• Parent volunteers need to follow emergency directives from the lunch supervisors. 
 

Playground 
 
• Students on the playground during a lockdown will enter the building and move to the 

science lab/classroom areas (Room 210 and 212). 
• Parent volunteers are asked to assist in keeping students calm. 
• Parent volunteers need to follow emergency directives from recess coordinators. 
 
 
 
 

Injuries 



General Information 

® All playgrounds have their own first aid boxes.  They contain gloves, band-aids, tissues, 
gauze pads, wipes, a blanket, and a First Aid chart.  Each playground also has a lunchbox 
filled with frozen sponges in case of minor bumps and injuries.  

® ANY lunch/playground injury MUST be reported to the designated supervisor.  Each 
day, accident report forms are logged and sent to the office. 

Minor Injuries 

® Minor injuries are sent to the office. 

Injuries Involving Blood 

® Injuries involving blood are sent to the office.   

Injuries Involving a Fall 

® When a student has fallen from great height, such as the monkey bars, the office must be 
called before moving a child.  CHILDREN SHOULD NOT BE PICKED UP AND 
CARRIED.  

Head Injuries 

® ANY HEAD INJURY AUTOMATICALLY GOES TO THE MAIN OFFICE (even if the 
child insists he/she is fine).  Please alert the designated supervisor so he/she can fill out 
the proper form and parents can be notified. 

Fainting/Seizures 
® Students CANNOT be moved.  
® A parent needs to stay with the child and the supervisor should radio to office. 
 

Allergic Reactions 
® Students must immediately be brought to office. 

 
 

Medication 
® Under no circumstance should a student receive any form of medication while at recess 

or lunch.  All medications are given under the supervision of the office. 
 
 
 
 

Lunch/Recess 
Questions and Answers 

 



Q: How many volunteers are needed for each day? Do we have enough volunteers providing 
coverage? 
  
 A:  14-19 volunteers each day would be ideal.  We strive to have 6-7 volunteers during 
the 1st-8th grade recess periods, 4-5 volunteers during the K recess period and 4-5 volunteers for 
the lunchroom.  
 
Q: What should a volunteer do if he/she cannot make their appointed time for lunch/recess 
coverage and cannot find another parent to cover for them? 
 
 A: Volunteers should make every attempt to contact a substitute volunteer.  If a sub 
cannot be found, please text Charlotte Lencioni at 734-260-7072. 
  
Q: Where do students go for indoor recess? 
 
 A: All students (K-8) are required to go to their homeroom class during indoor recess.  
Students may play board games, cards, or other appropriate “indoor” activities and visit with 
friends. Students must stay solely in their homeroom class for the entire indoor recess period. 
 
Q: Are there specific rules about bathroom usage? 
 
 A: Students are expected to use bathroom facilities before entering the lunchroom.  
Students move directly from the lunchroom to recess and have the opportunity to use 
bathrooms after recess. 
 
Q: What should a volunteer do if he/she witnesses inappropriate behavior by a child during 
lunch or recess? 
 
 A: Any inappropriate behavior witnessed in the lunchroom must be reported to the 
lunchroom supervisor or assistant principal.  Any inappropriate behavior witnessed on the 
playground should be directed to the recess coordinator or principal. 
 


