STS. PETER AND PAUL R. C CHURCH
5300 Old Howell Branch Road
Winter Park, Florida 32792
Children’s Religious Education
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Let the little children come to me....
HANDBOOK FOR CATECHISTS& HALL MONITORS 
The call to ministry of the catechist is a vocation, 

an interior call, the voice of the Holy Spirit.” 
[NDC, page 228]

Dear Catechist,

Thank you for answering the call to provide quality Religious Education instruction to the children of our Parish.  It is our love of our faith and our children that inspires us to be the best we can.  Once the call to teach is heard, we must do all we can to make it a rewarding experience for all involved.  Let us take this opportunity to inspire and challenge the youth of our community.  Let us know if there is anything we can do to make your job as catechist easier.  Have a wonderful year, and God bless you!

Yours in Christ,
Paula J. Wright

CATECHIST GUIDELINES

Diocesan Catechist Certification Program (DCCP) – The Diocesan Catechist Certification Program is the official faith formation certification program of the Diocese of Orlando.  It serves all those involved in the ministry of catechesis in any way:  religious education, Catholic School, youth and young adult ministry, adult faith formation, catechumenate, etc.

There are three (3) levels of certification:  Basic, Advanced and Master.  A catechist moves from one level to another by satisfactorily completing a series of six 10-hour courses (total of 60 hours) sponsored by the diocese.

Equivalency certification is also granted to those who have taken courses or completed certification or a degree program in other dioceses or areas of the United States.  To obtain equivalency certification you must complete the required forms and submit them to the Director of the Certification Program.

Catechists are asked to complete two courses per year.  You will be given dates and locations of course offerings as we receive them.  Courses are offered in every deanery in English, Spanish and Vietnamese.

Catechist Absences - There will be times when it is virtually impossible for you to teach your class. If you are to be absent first call your co-Catechist so that he or she can cover the class.  If your co-catechist is not available for that week then call one of the other catechists in your grade level for coverage.   You are also to call the office and let Paula know if you or your co-catechist is not covering your class. Please also call the Hall Monitor to let them know of the situation.  If several days notice is available call the office and leave a message for Paula at 407-657-6114 Ex. 249; or in an emergency, phone her on her cell at 407-538-5900.
Catechist “Sign-In” - There is a bin for each session of classes in the copy workroom of the Religious Education Office.  All Catechists are to pick up their class folder before going to the classroom each class.  This folder contains the attendance sheet for the class and the Catechist's name badge which must be worn during class. The folder is used as a means to disseminate any information which is pertinent to your class.  Any copies or materials you have requested for your class will be placed in this bin.  Sometimes you may even find surprises in it for yourself!  
Meeting the Families - Each year a date will be set for parents and Catechists to meet.  At this meet and greet you will be asked to greet the parents and distribute the Parents' Handbook and other materials regarding their child’s class to each child's parents.   During the greeting to parents, Catechists should explain the nature of the textbooks, as well as the fact that you will send material home each week and the children will need to bring their folders each week.  You will also send home Stewardship envelopes for the children's Sunday Collection for their use throughout the year.
CLASSROOM GUIDELINES

Prayer Tables – Prayer tables are to be utilized to aid in the worship experience of the classroom.  Each table has a Bible, cross, and statue of Mary.  The prayer table may be updated or changed during class time but should be returned to normal when class is finished.
Attendance Procedures - Attendance should be taken immediately following the Opening Prayer, Mark an A (absent) or a P (present) in the appropriate box for the date.

If a child is absent two consecutive weeks, please call the parents to voice your concern for the child and to ask when the child will return to class. Please let Paula or Nora know if there are any family issues of concern of which we should be aware.  Please notify the office should a child drop out of class for whatever reason, or has a health or family situation about which we should be informed. Please do this in writing, and leave the note in your folder.  If a student is absent please tear out the chapter pages and any handouts for the week group them together with the child’s name and we will mail them to their home.  
Students are not allowed to switch classes without having made arrangements in our office first.  We will give you notification if a student will be added to your class.  Therefore, please do not accept a student into your class whose name does not appear on your register. Send the child to the office (escorted by a Hall Monitor) so that we can determine to what classroom the child is assigned.
Seating Plans - Classroom seating plans are useful tools for Catechists to learn the names of his or her students, as well as a benefit to the children. The children will feel more comfortable knowing that a “system” is in place, where they are to sit, what is expected of them, etc. In addition, they become familiar with the students who are at their same table. Using name plates made on the first day of class is also a helpful aide in remembering your students’ names.

Student Textbooks - Labels will be provided so that each student’s textbook can be labeled with his or her name.  The textbooks for your class will be stored in your bin.  Please do not take a text, nor tear out lessons, from any class supply other than your own.  Under no circumstances should books for another class be used in your class.  If you need additional textbooks, ask for them at the office.
For grades Pre-Kindergarten through 7th grade, textbooks have tear-out sheets for each Chapter. Each week, the children should go home with the lessons which were covered in class that day, as well as any assigned chapter which was not completed for that week; folders are provided for each child for this purpose
Helpful hint: get to the class early and tear out the pages which are scheduled for that day and staple them together for each child to use during class and then to take home.
Eighth graders may take their textbooks home - at the discretion of the Catechist.
Lesson Schedule - Included in your materials is a schedule of lessons for each grade to follow. This ensures that all students in each grade are learning the same material.  Use of the schedule maintains unity and consistency for each grade level.  Parents are also provided this lesson schedule to aid them in discussing each week’s topic with their children.  It is important, for these reasons, you do not deviate from the lesson schedule.  The majority of your lesson is to come from the curriculum provided to you.  
Classroom Norms:
· Every class should begin and end with a prayer.  
· We do not teach anything that is contrary to our Catholic Faith

· Prior arrangements should be made if you plan to take students from the classroom.  

· If you send a note home to the parents, you must provide a copy to the Religious Education Office to be place on file.  
· Do not attached items to the walls with tape.

· Bulletin boards should contain artwork, attendance or other items focusing on the children (no posters please).
· No visitors are to be in classrooms without prior approval; this includes children of catechists.  All individuals 14 and over must be fingerprinted and cleared by the Diocese of Orlando in order to be in classrooms in a capacity other than that of a student. 
· There should be no snacks during Sunday morning classes, as many of the children will be attending Mass and receiving Communion after class.

· Bathroom breaks should be limited as much as possible. 
Student Code of Conduct 

Respect:
· Listen to and follow the instructions of the teacher.

· Teasing and name calling of fellow classmates is not tolerated.

· Touching other students' belongings is not permitted.

· Help to keep the room straightened and return supplies to container.

Self-Control:
· Stay in your seat at your table; walking around the classroom is distracting to the teacher and other students.

· Do not leave the room without the teacher's permission.

· Use of the bathroom during class is limited; prepare for class by using the bathroom at home, or just prior to entering the classroom. 

Preparedness:
· Bring your homework (if assigned), pencils or pens and crayons each class.

· Parents are asked to assist their children with any lessons not completed in class.

Disciplinary Action 
· First Offense: Student will be warned by the Catechist and reminded of the Student Code of Conduct.

· Second Offense: Should a second (or third at the discretion of the Catechist) breach occur, the parents will be called by the Catechist to alert them of their child's misconduct.  It will also be noted on the child's attendance card.

· Third Offense: If unacceptable behavior continues, the student will be sent to the Paula's office, the parents called, and, possibly, the remainder of the year's lessons will be taught at home.
Student Arrival System - Students are asked to enter the Religious Education building either through the back door or through the Parish Center to go to their classrooms. 

Student Dismissal System - Children are dismissed from the parish center.  For the safety of our children, parents are to pick up their child in the Parish Center.  Children will not be allowed to leave the building without an adult.  Students will not be released early from class without prior written notification to the catechist by the parents, and the Hall Monitor will get the child from class.   For the safety of our children, please do not allow the children to sit on the stage or play on the steps.  

EMERGENCY PROCEDURES
Emergencies - In the event of an emergency, the Hall Monitors will go door-to-door to make an announcement to evacuate the building. Familiarize yourself and your students with the emergency exit procedures for your classroom, as follows:
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Emergency Closings - In the event of dangerous weather (or other emergency) which would necessitate the cancellation of classes, we will utilize a telephone chain to inform Catechists as soon as possible. When the Catechist receives notice of cancellation, he or she is responsible for calling the students.  We will also place a message on the voice mail of the Religious Education office.  Therefore, please keep a copy of your class register at home in order to have the necessary phone numbers.
First Aid Kit – There is a First Aid Kit located the Religious Education Offices.  It is hanging on the wall above the trash can in the kitchenette.

Accident/Incident Reports – A report must be completed each time there an accident/incident.  Forms are available in the workroom/copy room of the Religious Education Office.  The completed form must be turned into Paula the day of the incident.  
SECURITY PROGRAM
Fingerprinting - The Diocese of Orlando has refined the security procedure policies in regard to each of the parishes within its borders. ALL volunteers who work with children must be FBI fingerprinted and background checked.
Therefore, only authorized adults will be permitted in the halls and classrooms during Religious Education.   Unless a parent is fingerprinted and background checked by the FBI, he/she will not be permitted to enter the classroom section of the building. The Hall Monitors will bring children to their classrooms, and retrieve them if a parent requests an early dismissal.
Hall Monitors – Hall Monitors are scheduled for each Religious Education Session.  They will monitor the halls and bathrooms to make sure children are safe in the hallways and bathrooms and that no unauthorized persons are allowed in the classroom area.  If you have an emergency situation in the classroom, please enlist the aid of the hall monitor to escort children or inform the Religious Education Office of the problem

E-Mail – Catechists may not correspond directly with their students through e-mail.  Such correspondence must be directed to the parents and only with the use of addresses in the blind copy (bcc) line so that parents’ e-mail addresses will not be available to other parents without their permission.

Photography/Videotaping – No photographing or videotaping of students is permitted without the express written permission of their parents.
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