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Each of us has received a gift, use it to serve one another, as good 

stewards of God’s varied grace. 

1 Peter 4:10 

 

 



Trinity Lutheran Academy 

2535 Jefferson Road, Athens, GA 30607 

Phone:  (706) 546-0670 

FAX:  (706) 247-7660 

 

 

Welcome from the Pastor 

Welcome to Trinity!  We are blessed to have you as a part of our volunteer family.  As a 

volunteer of Trinity Lutheran Academy you have also joined a family of Christian individuals 

focused on serving God and others through your special gifts.  We praise God for that!  We 

praise God for you! 

Please also know that I am always available to you personally for anything you need.  Do not 

hesitate to call on me.  I am happy to help. 

In Christ, 

 

Pastor David Heller 

Trinity Lutheran Church 
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SECTION 1:  GENERAL 

Welcome 

Welcome to Trinity Lutheran Academy!  We consider you to be a gift from God and look 

forward to working with you as a member of our team.  Your gifts and talents are most 

appreciated.  We are committed to working together with you in service to our Lord through 

this ministry. 

Our mission is "To proclaim the gospel of Jesus boldly, to praise God fully and to serve others 

joyfully through worship, community outreach and education.”  That means that all we do is to 

the glory of God and the benefit of others – especially the littlest among us!  This also means 

that we strive for excellence in everything we do, because it has eternal consequences. 

This handbook is designed to familiarize you with Trinity Lutheran Academy, providing you with 

information about working conditions and some of the policies affecting our volunteers.  If you 

have questions or concerns about any of the material within this handbook, we urge you to 

discuss them with the Academy Principal. 

Welcome to Trinity Lutheran Academy.  We hope that your experience here will be challenging, 

enjoyable, and fulfilling. 

Trinity Lutheran Academy Philosophy 

Proverbs 22:6 Train up a child in the way he should go; even when he is old he will not depart 

from it. 

The purpose of Trinity Lutheran Academy is to nurture children’s spiritual, physical, social, 

emotional and cognitive growth through a planned sequence of age appropriate learning, faith 

building, play and interactive activities.  It is well established that children learn best through 

active learning and play, especially at an early age.  The church, preschool, and daycare strive to 

reach out to families through worship, education, witness, service and fellowship. 

Mission Statement 

To proclaim the gospel of Jesus boldly, to praise God fully and to serve others joyfully through 

worship, community outreach and education. 

 



SECTION TWO:  POLICIES 

Ethics Policy 

Ethics are integral to the successful achievement of our mission at Trinity Lutheran Academy.  

Volunteers are expected to comply with this policy and to hold to the highest ethical standards.  

By understanding this policy, employees will recognize the situations and activities that must be 

strictly avoided and those that require disclosure or prior approval.  Volunteers must treat all 

employees, parents, and children with honesty, integrity, and fairness in all regards. 

Confidential Information 

Rules pertaining to the use and disclosure of confidential information are listed below: 

 Information entrusted to volunteers must be treated as confidential and privileged, and 

must not be disclosed to anyone, either inside or outside Trinity Lutheran Academy, 

who does not have a legitimate need for the information. 

 Confidential financial information about Trinity Lutheran Academy must not be 

disclosed to outsiders. 

 Using confidential information for personal gain is strictly prohibited. 

“Confidential information” is defined to mean confidential information of Trinity Lutheran 

Academy, including, but not limited to, Trinity Lutheran Academy existing and contemplated 

services; procedures of pricing, selling and marketing services; confidential and proprietary 

information related to current, former, and prospective families; confidential and proprietary 

information related to vendors, and suppliers; trade secrets and proprietary information; 

treatments, applications, procedures, and testing methods; marketing, business and financial 

plans; proprietary literature and publications; and other confidential and proprietary 

information of Trinity Lutheran Academy, all of which are unavailable or not known to the 

general public or to individuals or entities working in the same or similar industry. 

In addition, due to the sensitive nature of information that you will know while volunteering 

with young children, it is imperative that you keep sensitive information confidential.  Protect 

the interests of each child and family by keeping confidentiality.  

Confidential, Proprietary and Other Nonpublic Information 

The protection of confidential information and proprietary inventions is vital to the interest and 

the success of Trinity Lutheran Academy.  Such confidential information includes but is not 

limited to the following: 



 Donor Names/Information 

 Employee data 

 Financial information 

 Research and development initiatives 

 Pending projects and proposals 

The disclosure of Trinity Lutheran Academy’s confidential, proprietary or other nonpublic 

information, whether intentional or unintentional, will be subject to disciplinary action (up to 

and including possible discharge), even if he or she does not actually benefit from the disclosed 

information. 

Emergency Conditions 

Emergency conditions such as severe weather, power outages, or fire can disrupt operations 

and interfere with work schedules, as well as endanger employees and volunteers.  These 

extreme circumstances may require the closing of the work facility.  Inclement weather closings 

will follow the decision of Clarke County School system. If Clarke County has heating or other 

problems that do not affect TLA, we will be open as scheduled. 

Background Checks 

All volunteers must submit for a criminal fingerprint background check if you will be in direct 

contact with children more than once a quarter.  TLA will pay the appropriate fees.  The state of 

Georgia has mandated all persons working with or around children must have a background 

check on file.   

Holidays TLA will be closed: 

 New Year’s Day 

 Martin Luther King Day 

 Good Friday 

 Memorial Day 

 Independence Day 

 Labor Day 

 Thanksgiving Day and the day after 

 Christmas Eve Day 

 Christmas Day and the day after 

 



SECTION THREE:  CONDUCT 

Computer Use 

Trinity Lutheran Academy’s computer, telecommunication resources and other organizational 

equipment by a person who is not properly authorized is not permitted.  All employees & 

volunteers have the responsibility to use their assigned computer and telecommunication 

resources in an efficient, effective, ethical, and lawful manner. 

Volunteers may not install software onto their individual computers or the network without 

management authorization to do so.  Any duplication of copyrighted software, except for 

backup and archival purposes, is a violation of organizational policy and federal law.  Trinity 

Lutheran Academy may delete unlicensed software without notice. 

Social Networking 

At all times, employees and volunteers of Trinity Lutheran Academy must use utmost care in 

social networking so that TLA will not be negatively impacted in any way.  Social Networks are 

defined as Face Book, Twitter, the various chat rooms, e-mail, blogs, phone texting or any 

similar type web sites and programs. 

In the workplace, social networking can have a negative impact in:  loss of worker productivity; 

oversight of the safety of our school students; posting messages which reflect negatively on 

TLA; messages creating dissention among employees or volunteers; and /or the perception that 

employees or volunteers are acting on behalf of TLA, which may have legal implications. 

Some examples of social networking misuse are:  Disclosure of confidential information of the 

church, school, congregation members or the names of employees, parents, students, or 

volunteers; using the Trinity Lutheran Church and Trinity Lutheran Academy name with 

inappropriate content; statements that could adversely affect the interests or reputation of 

Trinity Lutheran Church and Trinity Lutheran Academy; defamatory, harassing, or disparaging 

language about a fellow employee or any individual or entity with which Trinity Lutheran 

Church and Trinity Lutheran Academy has a relationship; and or any content that would 

constitute a violation of state or federal law or any Trinity Lutheran Church and Trinity Lutheran 

Academy, rules, standards of conduct, or any other employee or volunteer requirements. 

Participation in Face Book or other social networking sites, where communication may take 

place between staff and parents of students in our Academy, is discouraged.  If parents, or staff, 

choose to be “friends” with one another on such sites, TLA policy is that such communication 

must not include any discussion about students or families or events that have occurred at 



school.  TLA maintains legitimate communication with parents and students about Academy 

events and reminders.  No photographs of school property or students may be posted. 

It is strongly suggested that employees and volunteers have separate and distinct personal and 

professional social media accounts.  This will help protect employees, volunteers and TLA by 

separating personal and professional communications.  Remember, even with separate 

accounts, inappropriate information can be spread by copying and/or forwarding materials or 

posting information on the site “wall”.  Therefore, post only communications that would be 

appropriate for the whole world to read. 

Periodically, the administrator, BOG or Pastor may access social networking accounts to ensure 

professionalism is maintained.  Remember; when in doubt don’t write it.  This is a zero-

tolerance policy.  Infraction of this policy will result in a written warning or immediate 

termination of employment. 

Music 

All music played throughout the academy must be age appropriate for young children and it 

must have a purpose.  Individual teachers in each classroom may choose to play various types 

of music during the course of the day.  Types of music that may be approved are:  Christian, 

classical, children’s, etc.  No secular music other than classical or children’s will be allowed.   

Meals/Drinks 

When the academy is serving family style meals, staff members are expected to participate by 

eating with the class during mealtime in order to model appropriate behavior, nutritional 

choices and manners.  You are expected to only eat academy food that is offered to all children 

in your care while in the presence of children.  If you bring food from home or order out, please 

consume such food on your break away from the children.  Always avoid drinking hot beverages 

around the children to avoid possible burns.  Any beverages must be consumed from a closed 

container and kept away from the children. Keep respect for all of the children at the forefront 

of decisions regarding food. 

Personal Belongings 

All staff and personnel are responsible for ensuring the wellbeing of the children in our care and 

consistently must take measures to ensure that accidents are prevented.  Due to this 

obligation, any items hazardous to children must not enter the classroom.  Purses, jackets, and 

personal items may be stored in the classroom or kitchen area out of reach of children.  

Employees and volunteers must not bring any medication (over the counter or prescription) OR 



hazardous items into the classroom area.  If an employee or volunteer must keep an emergency 

medication at the academy or must take a dose of medication during their assigned shift it 

must be checked in at the Principal’s office and will be stored in a locked medication box out of 

reach of children. 

Smoking Policy 

TLA enforces a non-smoking environment and nowhere on the premises shall smoking be 

permitted. 

Health and Safety Policies 

Personal Safety:  Use a common sense approach to safety; be alert to the children around you 

and what you are doing.  Be careful when walking around areas where children are playing with 

toys to avoid tripping.  Use proper lifting procedures.  Children should always be lifted by 

placing both of your hands around the child’s torso, never by the arms and from a squat rather 

than bending from the waist.  For older toddlers, step stools must be used to assist in getting 

them on the changing table.  Step ladders must be used for any climbing – do not use furniture. 

Be aware of wet surfaces while outdoors that may be slippery from dew or rain.  Bring towels 

out with you to wipe down slippery areas.  If a child has been injured, make sure to first put on 

disposable gloves (which are available in each classroom and both sides of the playground). 

Accidents/Injuries:  All accidents occurring to staff, volunteers, or children must be accurately 

described by a written accident report giving information as to time, date and cause of accident 

and treatment required if any.  

Unknown/Threatening Person on Premises:  In the event a stranger is found on the premises, 

an administrator should be notified immediately.  If the stranger is not authorized to be on the 

grounds and refuses to leave, then 911 will be called.  The building will be put on immediate 

lockdown. 

Medication Policy 

All medications (staff/children) are stored either in a locked storage container or refrigerator.  

Medications should never be left in the child’s cubby or with the child to administer on their 

own.  All children’s medication will need to be brought to the attention of the Academy 

Principal and/or a Team Lead immediately.  Parents must fill out a Medicine Authorization 

form.  Medication will only be administered by administration.  

 



SECTION FOUR:  STATEMENT OF FAITH 
What we believe and teach 
 

• There is one true God who has revealed himself in three persons; the Father (who created and 
sustains the world), the Son (Jesus Christ who lived as a human being, suffered, died and rose from the 
dead), and the Holy Spirit (who works faith in our hearts and directs and empowers us to live a Godly 
life.) 
 
• The Bible is God’s inspired, inerrant Word. It’s the only source of knowledge about God and his love 
for us in Jesus Christ. The Bible is God’s truth and God’s power. It’s the source of what we believe, teach, 
and live. 
 
• All human beings are sinful and have fallen short of God’s expectations. We are powerless to change 
our sinful condition and to please God. As such, we don’t deserve, nor can we earn, God’s love and 
mercy. Instead we deserve God’s punishment for our sin. 
 
• God, in love for all people, sent his son Jesus Christ into the world. Jesus lived, suffered, died on a 
cross, and rose from the dead in order to pay the penalty to forgive our sins, overcome the power of 
death, and to win for us the gift of eternal life. 
 
• God gives the forgiveness of sins that Jesus earned to all who put their faith and trust in Him. God, the 
Holy Spirit, works this faith and trust in our hearts through His Word (The Bible), Baptism, and Holy 
Communion. 
 
• The Bible (God’s Word), Baptism, and Holy Communion are ways in which God gives people His grace 
(Grace = God’s Undeserved Love or God’s Riches At Christ’s Expense) 
 
• Salvation is a free gift from God. No matter how hard we try we cannot do enough to earn God’s 
forgiveness or a place in heaven. It’s a free gift we receive only through faith in Jesus Christ. 
• The Church is the Body of Christ on earth. The Church is a community of believers in Jesus Christ who 
seek to worship Him, serve Him by serving others, and share the good news of his love with those who 
do not know Him as their Savior.   
 
 

SECTION FIVE: VOLUNTEER OPPORTUNITIES 

As a volunteer we welcome your assistance in the following areas: 

 Answer the phone/take messages 

 Give out ice packs when a code yellow is called 

 Get supplies for teachers when a code pink is called 

 Answer the front door 

 Read to children 

 Teach the children a special lesson or craft 

 Keep the front lobby neat and organized 



 Collect/Fold laundry 

 Help teacher with classroom activities 

 Laminate items for teachers 

 Copy items for teachers 

 Kitchen help: prepare and clean up after meals 

 Organizing resource closets 

 Assist in the infant rooms 

As a volunteer you are relieved of the following responsibilities: 

 Volunteers are never to be left alone with a child(ren) for any reason.   

 Volunteers are never to take a child to the bathroom alone or change a child’s diaper.  

 

 

 

 

 

 

 

 

 

 

 



ACKNOWLEDGEMENT AND RELEASE FORM 

I understand that I am an at-will employee, and I therefore understand that my employment 

may be terminated at any time, with or without prior notice, and with or without cause or 

reason by Trinity Lutheran Academy.  Likewise, I understand that I am free to resign at any 

time, for any reason.  No employee, agent, or representative of Trinity Lutheran Academy other 

than its executive officer has authority to enter into any agreement guaranteeing employment 

for any specified period of time, or to make any representations, promises or agreements 

contrary to the foregoing.  I further understand that any such agreement authorized by 

executive officers shall not be enforceable unless it is in writing and signed by both an executive 

officer and myself. 

No employee handbook can anticipate every circumstance or question about policies.  As 

Trinity Lutheran Academy changes, the need may arise to change policies described in this 

handbook.  Trinity Lutheran Academy reserves the right to revise, supplement, or rescind any 

policies or portions of the handbook from time to time as it deems appropriate in its sole and 

absolute discretion.  As soon as practical, Trinity Lutheran Academy will notify all team 

members of such changes.  This Handbook supersedes any previous Employee Handbook. 

Your signature below indicates that you have read and understood this statement and have 

received a copy of the Employee Handbook.  Your signature further acknowledges and agrees 

that you will read and familiarize yourself with its contents and follow the policies and rules 

indicated. 

 

Please date, print and sign your name and forward this form to your supervisor. 

 

 

 

________________________________________ 

Employee Printed Name 

 

________________________________________         ______________________________ 

Employee Signature      Date 


