
 

2025 Guidelines (12/31/2025) 

THE HOLY FAMILY OF NAZARETH CONFERENCE OF 

THE SOCIETY OF SAINT VINCENT DE PAUL 

IRVING, TEXAS 

GUIDELINES FOR THE ASSISTANCE OF FRIENDS-IN-NEED 

 

I. INTRODUCTION 

 

Our Conference maintains and monitors a warmline (helpline) for callers to request our help. We 

respond to each caller to schedule a visit when needed, and we make home visits in a timely way. 

We meet our friends-in-need in their homes or in a convenient location for them. We serve in 

hope -- praying, listening, responding to their needs, and offering a listing of other local 

resources. Although this is not always possible because of the volume of calls to our helpline, 

after we have assisted our friends-in-need, we try to call them back to see how they are doing, to 

pray again with them, and to offer other resources/job opportunities. We offer food, and we 

refer/redirect callers to other conferences if they reside outside our boundaries. A SVdP 

conference locator can be found on our ParishPlus web page.  

 

II. ELIGIBILITY OF FRIENDS  

 

We serve parishioners and Irving residents who reside within our assigned boundaries. Consult 

the Conference Locator (https://svdpdallas.info/ ) or use the link our ParishPlus webpage to 

determine whether a friend resides in our area. Each friend must receive a home or phone visit 

before being assisted financially.  

 

III. GENERAL ASSISTANCE  

 

WE CONSIDER THE GREATEST NEED OF EACH FRIEND.  

 

We do not typically divulge to our friends the specific amounts of aid mentioned in our 

guidelines, but we do tell them that we have policies and we try to adhere to them for financial 

aid. Our maximum financial assistance per family will be $800 ($400 per six months) during a 

rolling 12-month period. The guideline suggesting $400 per six months does not have to be 

adhered to without flexibility. For example, in the first six-month period we may assist up to 

$500 and then a step-down amount of $300 for the next assist with the rolling 12 month period.  

 

We should try to adhere to our decision and repeat in subsequent calls what we have counseled 

friends to consider to do to help their situation. It is often helpful if the home visit team has 

available copies of our resource sheets should our friend not have online accessibility. These 

forms are available on our ParishPlus webpage.  

 

As a general rule, we hold approved assistance funds for two weeks, after which time the funds 

are either returned to our coffers or the conference reviews the case and decides to hold the funds 

for an additional week. If the funds are not utilized by each subsequent meeting, the conference 

should decide whether to hold them for another week or return them to us.  

https://svdpdallas.info/


 

Repeat callers: For friends who call repeatedly, we will explain that we rely solely on donations 

and we try to help as many callers as possible with our limited resources. We cannot help 

repeatedly over a short period of time.  

 

We will NOT mention this to callers, but our policy will be that we cannot do an assist more 

frequently than every two months and no more than four times a year. The maximum for every 

rolling 12 months (i.e. 12 months in the past from the date of the call; not a calendar year) is 

$800. Telling our friends that we have a two-month period between assists will only encourage 

them to call back again in two months rather than seeking assistance from other sources or 

finding a way to establish a more stable life.  

 

At our weekly meetings and during our review of the Friends Being Helped report from 

ParishPlus, an advocacy by two experienced Vincentians for $350 or less of assistance should be 

considered pre-approved by the conference as an emergency assist. No discussion is needed at 

the meeting unless guidance is requested by the home visit team. When our funds are low, such 

cases may require some discussion regarding how to allocate funds.  

 

IV. HOUSING ASSISTANCE  

 

We will pay partial monthly home mortgages, partial deposits on apartments, and partial rent on 

apartments and hotels.  

 

Ideally, ours is the “last dollar in.” For example, if the friend needs $600 for apartment rent and 

the conference has approved $400 in assistance, the friend must notify us when he/she has the 

$200 needed to pay the entire $600. Our payments are contingent upon the ability of our friends 

to pay their portion so that our funds prevent eviction, although the threat of eviction is not a 

prerequisite of our assistance. When appropriate, we encourage our friends to have an ongoing 

plan that will allow them to pay their future rent bills.  

 

It is recommended that the home visit team which is recommending assistance for apartment rent 

contact apartment management to determine whether the apartment complex will accept partial 

payments and what the method of payment is. It is often most effective to find out this 

information in person following the home visit rather than trying to reach the apartment office by 

phone later.  

 

We will continue to establish working relationships with local hotels/extended stays who will 

consider our charitable status and waive down payments or deposits. Suggested hotel/extended 

stay locations: Budget Suites, Arya Inn, Home Towne Studios, OYO South, Motel 6, Red Roof 

Inn (deposit may be required at Red Roof Inn). We will refer/direct our friends to them. From 

time to time, this list may change. Consult the treasurer for the most up-to-date ‘referred hotels.’  

 

V. Emergency Assists: Hotels and Non-Hotels  

 

As stated above, when an emergency assist is needed, the Home Visit team may assist up to $350 

without contacting the Treasurer first, although if we are low on funds, it is suggested that the 



home visit team consult the Treasurer before committing to an emergency assist. Involving the 

entire conference with such a decision is not necessary. Note of caution: The Vincentian making 

the payment will be reimbursed but it is the choice of the Vincentian whether or not to use one’s 

own credit card. Cash is sometimes an alternative to a credit card. As soon as possible, text or 

call the Treasurer to notify him or her of your payment. When our funds are low, however, the 

Treasurer will alert the conference during our weekly meetings or by email. When funds are low, 

please call the Treasurer for approval before paying an emergency assist. All other requests must 

come to the next regularly scheduled conference meeting for approval.  

 

VI. Emergency Hotel Assists 

 

Limit emergency assistance for hotel stays to two or three nights per six-month period to allow 

time for friends to plan their next step. Refer friends to shelters and offer bus passes and food. 

Try to be aware of special shelters such as shelters opened during inclement weather or shelters 

for victims of domestic violence. Information on these shelters is on our ParishPlus webpage.  

 

VII. Food Assistance  

 

We will assist with food, following North Texas Food Bank and Catholic Charities requirements 

and record-keeping. We deliver to all Irving zip codes, including those in St. Ann’s and Mater 

Dei’s parish or SVdP boundaries.  Neither St. Ann’s or Mater Dei have a food pantry. Food 

assistance is recommended one time per month and no more than six times every 12-month 

period. For example, we might assist with a food delivery for six consecutive months, but not 

more than six months in any 12-month period. Exceptions to this policy include requests from 

friends who are disabled and/or homebound. Food deliveries are appropriate to each need. When 

a friend requesting food has a vehicle, we encourage them to seek food from any of the mobile 

food trucks that are available in the area. The North Texas Food Bank (ntfb.org) has a “find-a-

pantry” capability on its website.  

 

It is not always necessary to distribute one box per person. Three boxes could be appropriate for 

a family of five. Our partnerships with Kroger, NTFB, Panera Bread and Sprouts allow generous 

deliveries to our friends. We also provide a Mobile Food Truck distribution with Catholic 

Charities on the 3rd Saturday of each month. Friends who have vehicles are encouraged to come 

to the Holy Family of Nazareth parking lot to receive food from the Food Truck Distribution.  

 

We record food deliveries on ParishPlus. Ask friends if they receive SNAP benefits and record 

this in ParishPlus. Encourage them to apply if they are not receiving SNAP. We encourage 

friends who are 60 years of age or older or disabled to check with Visiting Nurses Association 

about meals-on-wheels eligibility.  Distribution is appropriate to each need. We may not have in 

inventory a specific item requested by a friend. We deliver based on our available inventory. 

Some food delivery team members will purchase items, but we may not have everything in stock 

that is requested.  Information on alternative sources of food, such as food pantries in the area, is 

available on our ParishPlus webpage.  

 

VIII. Household Utility Bills ( i.e. electricity, Atmos gas, and City of Irving water) 

 



 

Emergency utility requests: Examples of emergency utility assistance are: If cutoff is verified by 

a current bill or a call to the provider, or if cutoff would occur before our next conference 

meeting. The minimum payment required to keep the utility on (up to our emergency maximum 

of $350) may be made. The utility company may have to be consulted to determine the minimum 

payment needed to avoid a disconnect. This amount is often less than the ‘Current Outstanding 

Balance’ on the friend’s utility bill. Text or call the Treasurer to notify him or her of your 

payment or to ask the treasurer to make the payment.  

 

All other requests must come to the next regularly scheduled conference meeting for approval.  

 

IX. Internet and Telephone  

 

We will consider paying internet service, if that is considered the greatest need, and used for 

school or work.  

 

We will pay phone bills, if that is the greatest need and to avoid cutoff. We will pay up to $400.  

 

X. Automobile Expenses  

 

Requests for car parts and car repairs.  

 

Due to the uncertainty of labor costs and the cost of car parts, and the challenge of paying these 

expenses, consider asking our friends, “Is there another bill we can help you with?” instead of 

advocating for car repairs. (Of course, car repairs may be the greatest need for some friends 

because it allows a wage earner to keep working or to travel to important family doctor visits.)  

 

XI. Transportation  

 

Bus Passes  

 

Generally five (5) passes per month, four times per year. Currently, five passes cost $18.  

 

To track distribution, please record in the manila folder or notebook in the pantry when bus 

passes are taken. The delivery volunteer should include the delivery request and delivery date in 

the ParishPlus Food Record for the friend.    

 

We will assist with bus tickets if this is the most suitable and safest way to get our friend to a safe 

location.  

 

Gas Cards  

 

We will help with one $25 card per month, four times per year. Gas cards are available in the 

pantry in a notebook labeled “Gas Cards.” When a gas card is taken for a friend, please record 

this in the notebook. The delivery person should include the delivery request and delivery date in 

the ParishPlus Food Record for the friend.    



 

XII. Prescriptions, and Medical, Dental, Vision Expenses 

 

We will assist with serious medical needs, including the following: 

 

Prescriptions – We will assist with medications if the friend does not qualify for free medications 

from the SVdP Pharmacy. Friends who already have insurance do not qualify for the SVdP 

Pharmacy. There is a link to the SVdP Pharmacy on our ParishPlus webpage.  

 

Medical/Dental/Vision – If the need is verifiable and considered the greatest need of the friend 

we will help with medical/dental/vision bills. A single payment up to $400 may be made. This 

must be approved by the Conference at one of our meetings.  

 

Mobility Assistive Devices, such as wheelchairs, are available for parishioners of the Catholic 

Diocese of Dallas. Call 214-379-3175. More information about this program is available on our 

ParishPlus webpage. In addition, the HFN Knights of Columbus have a wheelchair program that 

usually takes a couple of weeks to procure a wheelchair.  

 

If we cannot assist, we will seek and refer friends to other community resources.  

 

XIII. Clothing Assistance  

 

Referrals can be made to The Main Place Irving every six months.  

 

Vouchers may be offered to the SVdP Thrift Store ($250 maximum). Vouchers should be 

approved by the conference at its weekly meeting. (See below for processing of Thrift Store 

vouchers.) 

 

When donated items of clothing are on hand in the pantry, we will distribute to our friends, but 

we do not maintain a large inventory of clothing.  

 

XIV. SVdP Thrift Store vouchers  

 

The conference is charged for Thrift Store vouchers for clothing, mattresses, box springs, bed 

frames, housewares, used furniture, etc. Any advocacy for vouchers must be considered by the 

conference at its weekly meetings up to $250. The treasurer keeps track of the vouchers awarded 

to friends, deducts the value of these vouchers from our available funds while placing voucher 

funds in a separate account, and makes periodic payments to the Thrift Store.  

 

Links to more information about the SVdP Thrift Store, the voucher program and pricing of 

bedding items are available on our ParishPlus webpage.  

 

XV. Twinning with other SVdP Conferences  

 

We will agree to twin with other conferences up to a maximum of $200, if requested and if we 

have funds available. When needed and with conference agreement, we will ask for twinning 



from the other conferences in SVdP of North Texas. Our President and Treasurer are responsible 

for communicating with other conferences about our twinning requests and pledges of support. 

  

The Twinning app is located at https://parishplus.com/#Twinning and is accessible by the 

President and Treasurer.  

 

XVI. Mater Dei 

 

Our neighboring conference, Mater Dei, is not a typical parish in the diocese of Dallas. It is a 

Latin Rite parish and most of the parishioners and the members of its SVdP conference do not 

live near the church. As a result, most of their home visits are phone visits. In addition, most of 

their Vincentians work full time so scheduling phone visits can be difficult. All of this means that 

when we refer callers to Mater Dei’s helpline, the referred friend often calls us back saying that 

Mater Dei has not called them. When a Holy Family Vincentian working the helpline receives a 

call from the Mater Dei area, the following course of action should be taken: 

 

1. The caller should be referred to Mater Dei’s helpline (469-248-8507) but if the helpline 

person is moved by the caller’s plight and deems the situation acute, a record in our PP 

database should be created. This record need not be extensive. Only name, gender 

(required), email address, street address, country of origin (required) cell phone, and a 

brief description of the situation in the Helpline Comments field is necessary. The 

helpline person should email resources to the caller. The warmline person should not 

suggest that the caller call us back if they don’t receive a call from Mater Dei.  

2. If the friend calls our helpline back saying Mater Dei still has not returned his or her call 

and they have not found any other assistance, the helpline person can at their discretion 

complete the PP record and schedule a home visit. Based on the information gathered by 

the home visit team, the conference can consider assisting the friend at its next meeting.  

3. If assistance is granted, the President will make the president of Mater Dei’s conference 

aware of this. We will have no expectation that Mater Dei will share in the assist, but 

would welcome it if they chose to do so.  

 

XVII. Moving a household  

 

We will not recruit volunteer labor to move a friend-in-need or his/her household. If we decide to 

assist with a move, we will consider paying for professional movers. 

 

XVIII. Assistance outside of our area 

 

When a friend from outside our area calls the helpline, we will first help them find resources in 

their area by referring them to the closest SVdP conference and by providing any other resources 

we are aware of in their area. If the conference agrees to assist someone outside our area, our 

policy is that we can only help once a year.  

 

 

 

Appendix A: Procedural Considerations 

https://parishplus.com/#Twinning


 

1. Changing the helpline greeting: In the event that the helpline is being inundated with 

calls and we do not have enough Vincentians to staff the helpline and/or make home 

visits, we will temporarily change the helpline greeting to say something along these 

lines: “At this time, we are receiving more calls than our volunteers can respond to. 

Please call back in a few days when we have been able to catch up.” If there are four or 

more unanswered calls on a Daily Summary for two consecutive days, the greeting will 

be changed to the temporary alternative greeting for at least the following day or until we 

have caught up. 

 

Each Vincentian monitoring the helpline is able to follow their own schedule for the day. 

But generally speaking, no one should feel guilty about not answering any more calls 

after 3 or 4 p.m. This would allow the warmline person time to work on the Daily 

Summary so that it can be distributed at a reasonable hour that evening.  To make it easier 

for the next day’s monitor to follow up on any unanswered calls, the Daily Summary 

should explicitly list unanswered calls at the end of the Daily Summary report. Please do 

not just give the number of calls not returned. List each call not returned in a section at 

the end of the report titled: “Unanswered Calls” with the name, phone number, and any 

other information you have for each unanswered call. This will make it easier for the 

person on the helpline the next day answer these calls.  

 

2. By way of the Daily Summary, the person on the warmline will make the home visit teams 

aware of upcoming home visits. The warmline person should ask the friend for times when they 

might be available for a home visit and provide this information in the Daily Summary. Home 

visits should not exceed three or four on any one day. The home visit team will be responsible for 

communicating with the friend and establishing a time and place for the home visit. If only one 

person has signed up as an Advocate on the Schedule on ParishPlus, he or she can reach out to 

the rest of the conference asking if any other Vincentian is available to do the home visit.  

 

3. When the warmline person returns a call to a friend, they will gather the basic information 

needed to establish a ParishPlus Base Record and, at their discretion, they will either gather the 

following information or they will make the friend aware that this is the information the home 

visit team will need: income, expenses, loans etc. The warmline person will set the Process 

Status field to “Assigned” to alert a home visit team that a visit is needed and to have the friend 

appear on the Friends Being Helped Report at our weekly meeting. Following a visit, the home 

visit team will create a History Record, provide any additional information, and reset the Process 

Status field to “Needs Review” so the case will appear on the Friends Being Helped report and 

be considered at the subsequent conference meeting. Narrative information can be entered in the 

History Record’s “Comments” field and any recommendation for assistance will be entered into 

the “Recommend” field. The information in these two fields, “Comments” and “Recommend,” 

appear on the Friends Being Help Report that we review in our weekly meetings.  

 

4. If we receive a call from the parish office to assist a friend, we should ask the parish staff to 

refer the friend in need to our helpline. The parish office has copies of our business card to hand 

out to those who walk in.  

 



5. Warm Line procedures:  

 

a. As noted previously, if the warmline person returns a call but, for whatever reason, could 

not leave a message and/or did not reach the caller, these calls should be explicitly listed 

in a special section at the end of the Daily Summary so that the person on the warmline 

the following day will be aware of this. 

b. When the warmline person receives a call asking for a particular Vincentian by name, the 

warmline person should ask whether they can help answer the friend’s question and thus 

avoid involving a Vincentian who is not on the Schedule for that day.  

c. The warmline person should read all past History Records to determine whether a home 

visit is warranted. If a home visit has been done during the last four months, the warmline 

person should enter any updates on the base record and either decline the assist (Decline 

in the Process Status field) or schedule a home visit (Assigned in the Process Status 

field).  

d.  If the warmline person is unsure of the next steps to take to help a friend, they are 

encouraged to speak with another Vincentian to discuss the friend and decide on a course 

of action to recommend to the conference.  

 

6. Home Visit procedures: 

 

a. It is helpful if an advocate includes in the History Record’s Comments field the  

friend’s age as well as any other adults in the household, and the number of children 

and their ages. Please avoid duplicating the information contained in the Base 

Record’s Helpline Comments field and the History Record’s Comments field. If some 

of this information is duplicated in both places, it can be eliminated from the Base 

Record’s Helpline Comments field since this field is limited in the number of 

characters it can contain.    

b. Home visit teams will decide which advocate will write the History Record, follow up 

with the friend, etc.   

 

7. Resources: Vincentians are encouraged to share resources with the entire conference so all are 

aware of the resources we can give to our friends-in-need. A good way to do this is to post these 

resources to our ParishPlus webpage where all members have access to them. When and if you 

discover a new resource, please provide this information to the person responsible for updating 

our PP webpage. Currently, this is the president.  

 

Appendix B: Google Voice alternative greeting 

 

The following is the text of the alternative temporary greeting on Google Voice. The greeting is 

recorded in both English and Spanish.  

 

Hello. You’ve reached the Holy Family St. Vincent de Paul helpline, serving Northwest Irving. At 

this time, we are receiving more calls than our volunteers can respond to. Please do not leave a 

message because we are unable to answer your call. Call back in a few days when we hope we 

have caught up. If you need food, leave a message with your name, address, and zip code. We 

will pray for you and we ask that you pray for us. If this is an emergency call 211. God bless.  



 

 

XVIII. GUIDELINES WILL BE REVIEWED ANNUALLY.  

 


