
LISD Clothes Closet Procedures 

 

A volunteer will need to pick up the key from the administration office located on South St. (around the 

corner from the Clothes Closet). Clothes Closet hours of operation are Fridays 10:00 - 12:00 and the first 

Saturday of each month 10:30 – 12:00. The Clothes Closet is closed on school holidays, bad weather 

days, or if there are not at least 2 volunteers present. Volunteers must arrive between 9:30 and 9:45 So 

that you can familiarize yourself with the Clothes Closet, and forms. *Each client will submit the original 

copy of the “clothes Closet “voucher on their first visit. The form must have the client’s signature, the 

official of the referring school i.e. nurse, principal or counselor. The voucher is invalid if there are any 

changes made to it. if they do not have the form they will need to come back when they have the form. 

There is no bathroom in the Clothes Closet portable, so you may want to go before you arrive. You may 

go across the street to the training center or to LEO, the building just north of the Clothes Closet. The 

light switch in the girls room is behind the door and the switch in the boys’ room is on the right side of 

the door. 

To temporarily change the temperature, press the round button (each time you press it will add half an 

hour to the temporary change) to “trigger” the change and then the up or down button to raise or lower 

the temp. The Girls thermostat is under AC vent and the boys’ thermostat is in volunteer area. 

At closing please put the “Check-out folder “ in the file cabinet, myself, another rep or designated 

volunteer will file the forms in the check-out folder at a later time. 

Please leave a brief note of the day on the comment potion of the volunteer sign in sheet along with any 

needed supplies or copies. 

Straighten up the clothes, pick up fallen or misplaced items, put hangers in designated area and section, 

sweep, throw away trash (only if full) in dumpster across from the Clothes Closet. Turn off lights and be 

sure to lock door behind you and return key to administration office.  

At that time, your time at the Clothes Closet is complete, and you are always welcome to volunteer 

again. (Volunteer opportunities are during your assigned day or anytime during open hours.) 

Your time is greatly appreciated by your Clothes Closet chair and, even more, by the families you help. 

The Clothes Closet is a great service for the children in our community…Thank you for taking part in it. 

Cindy Gutierrez, 587.0347 
Gutlove5@sbcglobal.net 
2011-2012 LISD PTA Council Clothes Closet Rep 
LISD Clothes Closet on facebook 

 

mailto:Gutlove5@sbcglobal.net


Front counter procedures 

 

There is a volunteer and client sign in sheet.  Please have everyone sign in where appropriate. If you are 

helping at the front counter, greet them when they arrive, and ask if they have their voucher form or if 

they have been to the clothes closet this school year. If they have, their forms will be in the file cabinet. 

(If you can’t find their form, ask him/her if it might be under a different last name.) Offer them a laundry 

basket to use while shopping. 

There is a “Shopping bin” and a “check out folder”, as clients sign in, pull the clients form or you may 

need to fill out a new client form then place in shopping bin. Clients may visit the clothes closet as many 

times as necessary to fulfill their clothing quota on the voucher. Students may receive 5 tops, 5 bottoms 

(pants, skirt, shorts) dresses can be counted for a top or bottom. 5 new pairs of underwear and 5 new 

pairs of socks per semester; 2 sweatshirts/sweaters, one coat and one jacket per school year.  FALL 

SEMESTER: August thru December   SPRING SEMESTER: January thru May.  

When the client is ready to check out, pull form from shopping bin, and simply place a *check mark in 

each appropriate box that represents the items received.  (Clothing may be exchanged piece per piece if 

it does not fit child.) Underwear and socks are not exchangeable. All the clothing received by the client 

must be size appropriate for the child listed for its intent.  Don’t forget to fill in date and have client 

sign initials on line provided. Lastly, place form in check out folder.  (*Once all of the boxes have been 

checked off, the child has reached his/her limit of clothing for the semester/year.) 

 Bag up their things and wish them a great day. Please keep all hangers unless they asked to keep them.  

If a nurse, counselor, or teacher comes in for clothing that is just to have on hand, please fill out a 

nurses’ form on top of the Blue cabinet. 

If someone drops off donations, you may give them a thank you letter/tax receipt form also on top of 

Blue cabinet. 

 

 

 

 

 

 

 


