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WELCOME!  We are thrilled that you have chosen to work with Anna’s Place NOLA. You 
are a vital part of achieving our goals of providing a safe place to experience learning and the arts 
for the most at-risk children in the Greater New Orleans Area; providing health education, 
resources and outreach to those who are medically underserved; and providing for some of the 
basic needs of our community.  Past volunteers, students, contract staff and partners (all 
considered “staff”) have contributed immeasurably to the success of our programs, expanded our 
ability to reach out and support people of various cultural and educational backgrounds and to 
meet their individual needs. We are grateful for all that you and partner organizations do and look 
forward to continued growth and relationship in the coming years. We hope that you find the 
duties of your particular job to be fulfilling and that your experience with us is rewarding and 
positive.  

Anna’s Place NOLA takes pride in the welcoming, personalized approach of our programs:  our 
priority is to meet people where they are with dignity and respect to help them be the best they 
can be. The relationships we form with our community members support our mission by 
encouraging people to believe in their own potential.   

This manual includes details specific to the roles and responsibilities of Anna’s Place NOLA staff.   
If you are a paid staff member (whether employed or contract) please also read the St. Anna’s 
Episcopal Church’s Employee Handbook.  If you have any questions, please feel free to contact us 
at 504-947-2121.  

Diana Meyers, diana@stannanola.org Darryl Durham, darryl@stannanola.org 
Director of Mission and Wellness  Director of Arts and Community Engagement 
  
Yulene Velasquez, AnnasPlace@stannanola.org  Luigi Mandile, admin@stannanola.org 
Program Assistant Parish Administrator 
 

A Note from the Rector: 

Welcome to St. Anna’s Episcopal Church! You have been hired, contracted with or agreed to 
volunteer at St. Anna’s Church or one of its many ministries. From the onset of your employment 
with us we want to make it perfectly clear that we are a faith based group; every person working 
at St. Anna’s is encouraged to express their faith and to pray. We do not expect you to become a 
member of this church nor to practice its beliefs but we do expect you to recognize and respect 
our faith as the motivating factor for the work that we do. Our actions of hospitality, dignity, 
mutual respect, and above all service to others speak more about our faith than any effort to 
evangelize can.  

At St. Anna’s you will be expected to represent not only your position but the entire church to the 
world by exhibiting appropriate public behavior, modest and appropriate dress, sobriety, and 
above all respect for every human being. Be sure to read our “Boundaries of Behavior”. If you find 
the burdens of doing the work that you have been called to do too heavy to bear, please talk to 
your supervisor or contact the Parish Administrator to speak with Fr. Terry. We are here to 
support you and to help you become successful. 

During the course of your work at St. Anna’s you may be asked to attend a worship service from 
time to time so that the congregation of this church may have an opportunity to meet you, to get to 
know you, and to learn about the work that you do. Please consider yourself part of the St. Anna’s 
family. Welcome aboard and God’s blessings be upon you. 

The Rev. Fr. Bill Terry, M.Div., M.P.S. 
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BOUNDARIES OF BEHAVIOR 
“Who do they say that I am?” Mark 16:30 

St. Anna’s Episcopal Church and related missions and ministries currently enjoy a reputation that 
has as its hallmark hospitality. Within that understanding are established certain boundaries for 
behavior, “respecting the dignity of all human beings”, and insuring that all persons are safe. To 
that end we hope to make clear certain expectations of behavior, dress, and responsible mature 
relationships. 

1. Dress with a degree of modesty when representing or working at or with the church. People 
may draw conclusions about our dress. This does not mean coat and tie nor does it imply ankle 
length dresses. It simply means what it means “dress modestly.” If in the judgment of your 
supervisor or the Rector you are not meeting the dress standards it will gently be brought to your 
attention. 

 

2. When acting in a ministerial role or professional capacity either, as volunteer or paid, 
boundaries of social interaction should be limited. If we are tending to people who are not 
members of the church (mindful of church fellowship beyond the church), and if it is a clinical 
setting, you may not meet patients, clients, or those seeking help in any social way outside of the 
most transparent situations. It is preferred that social encounters be limited to the church 
property. Any form of sexual misconduct, sexual discrimination, or any predatory behaviors will 
be cause for immediate action.  

 

3. Any staff member, volunteer or paid, who is working in church facilities in which children 
under the age of 18 may be present are REQUIRED to attend “Safe Guarding God’s Children” 
training before they start their work with children or youth or, if that is not possible, one hour of 
child abuse awareness training before they start their work and the rest of the training within two 
(2) weeks of starting. Arrangements may be made by contacting St. Anna’s Parish Administrator.  

 

4.  If any member of the staff feels that they have been discriminated against or that they have 
felt “uncomfortable” or vulnerable due racial or sexual innuendo or aggressive behaviors you are 
invited to report to either the Rector or Ms. Diana Meyers Director of Mission. Failure to do so at 
the onset will only make reconciliation or other actions more difficult and complex.  

 

5. All persons entering St. Anna’s or related missions and ministries are to be treated with 
utmost care and dignity. This includes employees and fellow workers – none are exempt from an 
expectation of hospitality and dignity. That being said one is not expected to expose one’s self to 
offensive, rude, or aggressive behaviors by those seeking assistance or anyone else associated 
with St. Anna’s.  While we understand that we are in the business of care giving and hope offering 
and thus should show restraint and patience and seek understanding of the “other” we should 
equally stand with dignity ourselves. In his instructions to the disciples to go out heal, and cast out 
demons, Jesus also said, if anyone will not return your peace then shake the dust off your feet … 

 

6. The corporate culture at St. Anna’s is one of a team; that is the goal and standard irrespective 
of one’s specialization or mission. In striving to be a team or in faith terms “a community of hope,” 
we will endeavor to lift up each other’s ministries; to remain present and available for getting the 
“job” done; there is no place for “it’s not my job.” Yet, there are boundaries within the collegiality. 
No employee shall be asked to tend to the clients of another mission – the practical side of this is 
lack of training, familiarity with protocols, and expertise. This is particularly true with children in 
our care but also extends to adult learners as well. Assisting in no occupational areas is always 
welcomed e.g. moving furniture, clean up, set up, etc. It is also absolutely essential that we show 
respect for each other’s time; but protocols for funding, checks, opening doors for students etc. 
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should be attended to mindful that we are abundant in our ministries and the demands thereon 
are equally abundant. Therefore consideration for the other is both consistent with church 
teaching and sound community behavior. (John 13:12-17) 

In general, we are not prudes and we work in parts of the city that demand authentic and genuine 
behaviors. Our intent is to NOT expose ourselves, our church, our reputation as care givers, or our 
“clients” to any unnecessary impressions of breaching boundaries of safety:  moral, sexual, or 
ethical. Perhaps the best prayer for each day that points toward appropriate behaviors and inter 
personal relations is found in the Prayer of St. Francis: 

Lord, make us instruments of your peace. 
Where there is hatred, let us sow love; 

Where there is injury, pardon; 
Where there is discord, union; 

Where there is doubt, faith; 
Where there is despair, hope; 

Where there is darkness, light; 
Where there is sadness, joy. 

Grant that we may not so much seek to be consoled as to console;  
To be understood as to understand;  

To be loved as to love. 
For it is in giving that we receive; 

It is in pardoning that we are pardoned; 
And it is in dying that we are born to eternal life. 

 
ABOUT ST. ANNA’S EPISCOPAL CHURCH 

St. Anna’s Episcopal Church was founded in 1846 and has as its mission to express joy in faith by 

doing works growing out of compassion.  The church is a diverse, social justice-oriented 

congregation and has long been a center of community life in the New Orleans neighborhoods of 

the Lower Ninth Ward, Marigny/Bywater, Faubourg Tremé, and the Seventh Ward. We were the 

first “free church” in New Orleans (not charging pew fees) with open seating for all. 

St. Anna’s purpose is to lead people into a growing relationship with Christ, to declare the 
liberating power of the Gospel, and to be the church that demonstrates the love of Christ through 
works of justice, mercy, empowerment and hospitality.  Our vision, expressed in living terms, is 
that we are an active part of our neighborhood doing justice and defending those who are hurt or 
abused because of their social location or history of economic injustice, and by engaging in acts of 
mercy, social justice, and hospitality to make a difference in the lives of our community. 

We currently fulfill our vision by focusing on healthcare for the underserved (Anna’s Place NOLA’s 

Health Outreach Program) and education, mentoring and introduction into arts of high-risk 

children (Anna’s Place NOLA’s Youth Programs); the fight against violence (The Murder Board); 

feeding the hungry (Food Pantry); and creating a worship environment that heals and provides 

hope and restoration for body, mind, and spirit.  We affirm and practice our commitment to 

providing all of our missions’ services to ALL people, regardless of religion or any other factor. We 

maintain a strict “no proselytization” policy with respect to our mission work – we may offer to 

pray with or for our clients and staff, but we will not try to “convert” anyone or demand anyone 

participate in religious activity. 
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ANNA’S PLACE NOLA  

Anna’s Place NOLA is a mission of St. Anna’s Episcopal Church formed in January 2015 by 

combining three separate missions of the church -- St. Anna’s Medical Mission (started in 2006), 

Anna’s Arts for Kids (started in 2010) and the Food Pantry (started prior to 2000). This merger 

has allowed us to create an enriching, holistic environment that is dedicated to the welfare of the 

Tremé community in particular, and Greater New Orleans in general.  Tremé is a community rife 

with violence, drug dealing, and prostitution; contains families of low socio-economic means; has a 

culture that devalues children; has a life expectancy of 20 years less than other parts of the city; 

and has an under-performing school system.  

 

Anna’s Place NOLA strives to create an inclusive environment in which staff (volunteer and paid), 

students, clients, and families share responsibility for the vision and success of our activities.  We 

are dedicated to improving the well-being of the community and we want to provide a safe place 

to heal and experience learning for the most at-risk people in New Orleans.  Our anticipated 

outcomes are:  

 Increased academic success at school 

 A heightened sense of self-esteem & self-worth 

 A genuine appreciation for diversity 

 A keen appreciation for creativity 

 Healthy individuals, families and communities 

 An affinity for community service.  

 

Our children’s programs are offered after-school three days a week, on Saturdays, and during a 

four week summer camp.  Health outreach is offered twice a week in the late afternoon/early 

evening.  Food Pantry operates once a month.  Church office hours are 9:00 AM until 4:30 PM. 

 

ANNA’S PLACE NOLA’S MISSION STATEMENT 

To promote healing and wholeness of body, mind and spirit in the Tremé and Greater New Orleans 

community by offering academic, cultural, and arts enrichment; holistic health care; and healthy 

lifestyle education. 

 

ANNA’S PLACE NOLA’S VISION STATEMENT 

Anna’s Place NOLA is a place of peace where children realize their potential and families and the 

community are nurtured so that poverty and violence no longer make their home among us. 

 

GOALS OF OUR PROGRAMS 

A Safe Place – To offer services in a place free of violence, drugs, disrespect and prejudice.  We are 

a welcoming community – “All are welcomed; none are shunned.” 

 

YOUTH PROGRAM: Our goal is for kids to reach their potential and envision/achieve a life better 

than that of their parents and grandparents.  We do this through: 

Academic Enrichment - Our goals are to help youth improve their academic performance, self-

confidence, and sense of empowerment.  We utilize supplemental activities including reading 

tutoring, homework assistance, and an arts-integrated, project-learning curriculum developed in 
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conjunction that includes music, language arts skills, science, mathematics, history, culture, and 

geography. Supplementary activities include technology workshops, fieldtrips to art museums, 

biology labs and more.  

Social and Life Skills – Our goal is to develop children’s character development, confidence, and 

respect for self and others; to provide them with the tools they need to envision and achieve a life 

better than that of their parents and grandparents. We provide (1) Positive conflict resolution 

strategies as a means of reducing violence, (2) Dialectal differences and code switching, (3) Health, 

Nutrition and Gardening classes, and (4) Ethics and Morals classes. 

Introduction and Appreciation of the Arts - The partnership between the arts and academics 

enriches curriculum, demonstrates new methods of learning, enhances literacy skills, fosters self-

discipline and personal responsibility, builds self-esteem, motivates the student’s quest for 

knowledge, and demonstrates the intrinsic value of the arts in everyday life.  Our goals are to 

provide initial exposure to the arts, to open avenues to other cultures through the arts, and to 

allow for cognitive skill development. The following activities are examples of what is offered: 

Visual Arts  Music Theory/Note Reading Introduction to Music  

Brass Instrument Lessons Woodwind Instrument Lessons String Instrument Lessons 

African Drumming  Choir Dance   Drama   

Cultural Appreciation – Our goals are to explore the interconnectedness of our own culture, 

tracing its roots around the world and to establish, understand and appreciate cultural 

differences.  Examples of activities include field trips to NOMA, and the LPO, instruction/activity 

in their neighborhood’s history, architecture, cuisine, music, and dance, and activities of other 

cultures and countries. 

 

HEALTH OUTREACH PROGRAM:  Our goals are to improve health literacy, promote healthy 

lifestyles, identify health issues early, and improve access to quality healthcare. We accomplish 

this through:    

 Health screenings for adults (blood pressure, diabetes, HIV) and children (vision, dental) 

 Free medical services (similar to an Urgent Care) and referrals to Safety-net clinics 

 Free flu shots 

 Community wellness education offerings 

 Diabetes Support Group 

 Medicaid application assistance 

 Nutrition and Physical Activity classes in the youth program 

 Community Health education classes to improve health literacy and promote wellness 

 Psycho-education therapy groups and music therapy for kids 

 Referrals to counseling for kids and families as needed 

 

FOOD PANTRY PROGRAM:  We identify families in need of assistance, usually due to a financial 

emergency, transitional living situations or illness, and provide them with groceries once a month 

for a six-month period.  We fill the gap on a temporary basis while providing long term resources. 
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BACKGROUND CHECK/DRUG TEST 

St. Anna’s requires a criminal background check to be conducted and a driving record check will 

be conducted if appropriate for your job.  A drug test can be required by St. Anna’s at any time.   

Unsuccessful completion or inappropriate results will be cause for immediate termination. 

 

DRUG FREE WORKPLACE 

The use or abuse of illegal drugs or the misuse of any controlled substance is a danger to us all. It 

is therefore a standard of St. Anna’s to maintain a drug-free work environment. 

 

CAMPUS BUILDINGS 

All buildings and places in which the work of the church or the missions is conducted are an 

extension of the church itself.  Please treat these facilities with respect as you would the church 

itself. You will notice religious statues, icons, and other Christian art work; these are also to be 

treated with every respect.  Items within the church, especially on the altar, are not to be moved 

without prior consent of the rector (or the Operations Director in his absence). 

 

VEHICLE REGULATIONS / PARKING 

Parking is available on the paved lot next to our yellow office building (fenced area on the corner 

of Marais Street). Please do not block anyone in when you park or if you do tell the Operations 

Director or other person in charge so that we may contact you when others need to leave.  Anna’s 

Place NOLA does not provide security for the parking lot – do not leave valuables in your car 

(especially where others can see them) and be sure to lock your vehicle at all times. If you would 

like someone to walk you out to your car when you leave, please contact the Operations person.   

 

VOLUNTEER/STAFF RIGHTS: 

 To work in a healthy and safe environment 

 To be interviewed and engaged in accordance with equal opportunity and anti-

discrimination legislation 

 To be given accurate and truthful information about the organization  

 To be given a copy of any policies/procedures that affect your role 

 To have a job description and agreed hours of contribution 

 To be provided with orientation/training to the organization and the job 

 

VOLUNTEER/STAFF RESPONSIBILITIES: 

 BE RELIABLE - We depend on you and unexpected absences/tardiness’ are extremely 

disruptive and can cause safety issues.  

o You are expected to fulfill your commitment to the program, usually one semester 

(Service Learning students, this is regardless of the number of hours required of your 

class.) 

o Show up when expected and if for any reason you will miss a shift, notify the appropriate 

person at least 72 hours in advance for a planned absence or a minimum of 4 hours 

notice for an unplanned absence or tardiness.  DO NOT EMAIL IF WITHIN 24 HOURS 

OR ON WEEKEND/HOLIDAYS – YOU MUST CALL/TEXT.  Make sure you get a 
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response from us within a short time; if we don’t acknowledge your call, continue to try 

again until you reach us.  Our contact information is: 

Kids Program call/text (504) 507-0146 or email annasplacenola@stannanola.org 

 Medical Clinic call/text (504) 475-8018 or email Diana@stannanola.org     

Food Pantry call the Pantry coordinator (be sure to get his/her number) 

 

 RESPECT CONFIDENTIALITY - Communication is a vital part of any organization, but it is 

important not to disclose or remove information or materials that are personal, confidential or 

unique to St. Anna’s, Anna’s Place NOLA or any client/student or staff. Any disclosure of 

confidential information to an unauthorized individual or organization will result in 

disciplinary action up to and including termination. 

As a staff member you may have access to personal information about clients/students. 

Under the Family Education Rights and Privacy Act (FERPA)  and Health Insurance 

Portability and Accountability Act (HIPAA), people have the right to have their confidentiality 

respected and can pursue legal action if a significant breach of confidentiality occurs.  Some 

guidelines to follow are: 

o No information about clients, students or fellow staff, including their identity, should be 

disclosed to any person or agency outside of St. Anna’s and Anna’s Place NOLA without 

the permission of the organization and the client, unless there is a legal requirement to 

do so (which the church will handle).  This is true during your time with Anna’s Place 

NOLA as well as after leaving. 

o You are guided by the NEED TO KNOW rule…DO NOT access information unless you 

need to know it to perform your job; DO NOT share information about clients with 

anyone not caring for the client or who are not authorized to receive this information, 

especially friends, relatives, etc.  Copies of records are given only with the client’s 

written permission. 

o At times discussions will occur about a client so that we may improve or add services 

they may need.  All attempts at keeping conversations private must be made.  Sharing of 

information should be limited only to those with whom there is a need to discuss such 

details, and who are authorized to receive client information.  

o Be aware of who may be able to hear you conversation, how your voice may travel, and 

others in the area before discussing private matters. Doors, curtains and/or a sound 

machine should be used when possible. 

o Information entered into our computer systems is private and should be accessed by 

authorized persons only.  Passwords should not be shared and once logged on you 

should not allow anyone else to use your computer/laptop. 

 CARRY OUT the specific activities of your position according to the position description 

 BE ACCOUNTABLE for your actions 

 BE COMMITTED to the organization 

 ASK for support when you need it 

 BE COURTEOUS to clients and other staff ; Treat everyone with dignity and respect; Value and 

support other team members 
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 RAISE ISSUES you may have with the organization (Directors or Priest) and not denigrate the 

organization to clients/students or staff 

 GIVE NOTICE before you leave the organization - Please notify us in writing (email is ok) if you 

must leave Anna’s Place NOLA before the end of your committed time. We ask that you let us 

know 2 weeks ahead of time if at all possible so that we can arrange for a replacement.  We 

welcome your thoughts on what you have learned from Anna’s Place NOLA and how we can 

improve the services that we are providing to the community and to your fellow staff. (Service 

Learners: Failure to complete your commitment will result in a lower grade.) 

 

GENERAL GUIDELINES 

 Upon arrival notify the Operations Coordinator that you are here and sign-in.   

 Report to your work area and complete your job duties in a timely manner or speak to the 

Operations Coordinator for your assignment. 

 Notify the Operations Coordinator when you are ready to leave and sign-out. 

 Always sign in and out.  We track your work with us and it is often used for financial 

reports and grant proposals and reports.  

 If you have any questions, please ask…we’d rather you clarify your job than have to do it over 

again because you didn’t understand instructions.  

 Use common sense. Observe normal safety precautions when arriving, departing and at all 

times during your work shift.  

 Wear appropriate clothing -- casual clothing is usually appropriate but it must be clean and 

neat.  Clothing should be modest (no short shorts or skirts, midriff tops, muscle shirts, low-

cut tops, etc.). Remember, we are a church and a business and the people we serve 

(especially the kids) will look to you as an example. 

 Do not give your personal contact information to kids or clients; do not “friend” kids on 

Facebook or other social media; do not arrange to meet kids outside of program time.  We 

want to keep our kids safe and prevent you from being accused of improper conduct. 

 Don’t ever pick up or carry a child; don’t let kids “play” with your hair. 

 Be flexible! This is a community-based grassroots organization without infinite resources 

staffed mostly by volunteers and attended by young children. It can occasionally be chaotic.  

 The people you are working with deserve your undivided attention. Don’t multitask 

(homework, laptops, texting, or take phone calls) while working with a client/student. 

 No smoking in the building, near doorways or in view of our clients. 

 Do not give the children items unapproved by staff members (i.e., toys, candy, gifts) 

 Do not bring food or drink from outside to the kids program.  We are teaching healthy 

nutrition and need to set good examples.  If you do bring food/drink, it must be healthy. 

 Make sure to ALWAYS accompany children throughout the building. Children should never 

be left unattended, including walking to the restroom.   

 Be aware of the adults in the facility. It is all of our responsibilities to make sure clients and 

visitors are in the appropriate areas and do not have access to things they shouldn’t. If you 

don’t know who a person is stop them and ask. 

 Make sure the children are always following the rules set forth for them; consistency is key. 

 Do not reward children who are misbehaving by babying them or giving them his/her way. 
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 When a student is constantly misbehaving, it may be your responsibility to remove the child 

from the class. It is extremely important that the teacher does not have to stop the whole 

class to focus on one child.  If a child is having a serious problem, immediately bring them to 

the Operations Coordinator. 

 If you have any concerns, please do not hesitate to contact one of our staff (listed on the 

opening letter of this manual), and we will try to resolve the issue.   
 

FRATERNIZATION POLICY 

Boundaries of social interaction should be limited. You may not meet patients, clients, students or 

fellow volunteers/staff outside of the most transparent situations.  It is preferred that social 

encounters be limited to the church property.  While we understand friendships may develop with 

other volunteers/staff, we prohibit dating, romantic involvement and sexual relations between 

fellow volunteers/staff.  Should you decide to pursue a close relationship with another 

volunteer/staff, you must inform the Director of Mission.  Under no circumstance may a 

volunteer/staff develop a close personal relationship, date, become romantically involved or have 

sexual relations with any client/student, a member of a client/student’s family or an under-aged 

volunteer/staff.  Any form of sexual misconduct, sexual discrimination, or predatory behaviors 

and disregarding this policy will be cause for immediate action up to and including termination. 

 

GROUNDS FOR DISMISALL FROM THE PROGRAM 

The people in this program, especially the children, are our number one priority. Excessive 

tardiness, absences, and breaking of the rules disrupt our programs and put our clients at risk. If 

you are excessively absent, tardy or continually disregard the policies of Anna’s Place NOLA and 

St. Anna’s, you will be dismissed from the program. (Service Learners: You are evaluated on the 

work you do with our program and it will affect your grade.)  

 

SOCIAL MEDIA AND MEDIA REQUESTS 

The Rector and/or Directors of Anna’s Place NOLA are responsible for all media relations, 

including social media posts.  Please refer any media requests to them and avoid answering any 

questions from media unless given explicit permission to do so.  

We ask all our staff to “like” our Facebook Page and “share” our posts. This will help you to keep 

up with our activities and to expand knowledge of our program throughout the entire country, 

which will also help us raise funds to do our work.   

We discourage you from posting pictures you’ve taken at Anna’s Place NOLA on your social media 

as there are confidentiality issues to consider (you do not have permission to post a child’s photo) 

as well as issues of reputation, privacy, and potential abuse.  “Like” and “share” our posts instead.   

Do NOT “friend” or converse with a student/client via social media, chat room, or similar while 

you are working at Anna’s Place NOLA. 

 

INFECTION CONTROL 

To prevent the spread of infection everyone must: 

 Wash your hands when visibly soiled, after using the restroom and before eating 

 Use alcohol hand sanitizer after each client contact, when removing gloves, or whenever 

you touch an item that might have been contaminated 
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 If you are visibly ill, please do not come to work…call us in enough time to make other 

arrangements 

 

Health Outreach Staff:  While working for the medical clinic it is important to follow Standard 

Infection Control Precautions to prevent the spread of infection to yourself or to other clients.  

Some basic principles of good infection control practices are: 

 Always use gloves when performing finger-sticks or when contact with blood or body fluids 

is possible; change gloves between clients 

 Use a gown, facemasks, and/or goggles if splashing of blood or body fluids is possible 

 Dispose of sharps in the sharps container….NEVER recap a needle.  Use Red Sharps 

Containers ONLY FOR SHARPS and used glucose test strips– NO GLOVES OR GAUZE PADS 

 Use bio-hazardous bags available for dressings or other items soiled with blood or body 

fluids.  All other trash goes into a regular trash bag (gloves, unless grossly soiled with 

blood, are NOT hazardous). 

 If there are any blood spills, it is to be soaked up using gauze pads (be sure to wear gloves) 

and placed in a bio-hazardous bag.  The area is to be cleansed with disinfectant; air dry. 

 During flu season or if TB is suspected, clients can be asked to wear masks 

 

Any sharps injuries or contamination with potentially infectious body fluids needs to be reported 

immediately to the Director of Mission.  There are questions the client needs to answer regarding 

their risk of HIV or Hepatitis infection before he/she leaves the Unit (found in the Policies & 

Procedures Manual) – the answers to these questions will guide the doctor in your care.  It is 

important to get treatment within a short timeframe.   

 

JOB ROLES AND RESPONSIBILITIES OVERVIEW 

This is not meant to be all-inclusive lists but a general overview of various opportunities to work 

with Anna’s Place NOLA. 
 

Homework Help (Kids Program) 

 Duties may include: assist with homework, reading buddy, math tutor, etc. 

 If you see that the exercise or lesson is too difficult for the student, it is a good idea to 

simplify the task (i.e. if they can’t write a paragraph, ask them to write a sentence). 
 

Class Instructors (Kids Program) 

 Take the lead role in teaching a curriculum, under the direction of the Director of Arts 

 Evaluate students and class overall; data to be available for reports and grant proposals 

 Take the time to offer feedback on your sessions. If a child’s behavior is consistently 

unacceptable inform the Operations person. 
 

Class Assistants (Kids Program) 

 Follow all of the directions of the teacher.  Some will want you to fully engage and 

participate in the class; others may want you to assist a child to keep up. 

 In every class, the teacher should never leave the room. Therefore, you will escort children 

to and from the bathroom and other areas of the building.  
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 Take the time to offer feedback on your sessions. If a child’s behavior is consistently 

unacceptable inform the Operations person. 
 

Transportation Chaperone (Kids Program) 

 Accompany driver to transport children 

 Go into schools or to houses to retrieve children 

 Maintain control of kids in vehicle 

 

Meal Distribution (Kids Program) 

 Distribute meals to kids and maintain records of meals distributed 

 Clean-up after meals, including storage of remaining food 

 

Food Pantry  

 Prepare bags of groceries 

 Distribute grocery bags  

 Grocery shopping 
 

Office Assistants 

 Your assignment will be coordinated by one of the Directors. You will need to complete all 

tasks in a timely manner.   

 CARE ABOUT YOUR WORK. All assignments are to be done neatly and professionally; give it 

your best effort.  Example: if you are making phone calls to parents, speak in a professional 

manner.  Remember that you are representing Anna’s Place NOLA.  
 

Health Outreach Registration 

 Greet clients with respect and dignity 

 Record demographic information into a computer program 

 Provide resource and referral information as needed 

 Prepare paperwork for clinic visit 
 

Health Outreach Screeners 

 Conduct health screenings such as blood pressure, diabetes screenings and record results 

 Provide health education on  screening results 
 

Health Outreach Professionals 

 MDs, RNs, LPNs, Social Workers, conduct work commensurate with licensure and training 

 Maintain medical records per policy  
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Youth Program Rules 
Rules apply at all Anna's Place NOLA activities, including during 

transportation. 
 

1.  I will stay in my seat. 

2.  I will show respect to other youth and adults. 

3.  I will raise my hand and wait to be called on. 

4.  I will keep my hands to myself. 

5.  I will walk, not run. 

6.  I will use my inside voice. 

7.  I will actively listen when someone else is 

speaking. 

8.  I will keep cell phones, iPods, and all 

electronic devices in my pocket. 

9.  I will use materials properly. 

10.  I will eat healthy and refrain from bringing 

outside food  
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ANNA’S PLACE NOLA MISSION MANUAL 
ACKNOWLEDGMENT FORM 

 

 

I acknowledge that I have received a copy of the Anna’s Place NOLA’s Mission Manual on the date 

shown below. 

 

I understand that as a condition of my working I accept and agree to abide by the policies of 

Anna’s Place NOLA. 

 

I understand that this Mission Manual is not a contract between St. Anna’s Church/Anna’s Place 

NOLA and me, and that it is a reference that contains a set of general guidelines, policies and 

procedures, designed to assist me in performing my job. 

 

 

 Signature: ______________________________________________ 

 

 

Print Name: _____________________________________________________ 

 

 

Date: ______________________________ 

 

 

NOTE: Please detach this acknowledgment form, sign it and hand it back to an Anna’s Place NOLA 

Director. 

 


	Print Name: 
	Date: 


