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Mission Statement

The mission of the catechetical program of ___________________________ Parish of 

________________________, Hawaii, is to help all participants and their families develop a personal relationship with Jesus Christ, and to live out their Catholic faith in ways that draw others to Christ and the Church. We seek to carry out this mission through catechesis, sacramental preparation, liturgy, and service.  

Objectives for Parish Catechetical Program

· To present a comprehensive and systematic formation in the faith, that integrates knowledge of the faith with living the faith

· To center on initiation into the life of the Triune God

· To be appropriate to the age level, maturity, circumstances, language and ethnic background of each participant

· To involve all members of the parish community, particularly the parents

· To focus on the symbols, rituals, and prayers of the Church

· To enable the believers to live out their faith in their everyday life

from the National Directory for Catechesis (NDC, 2005)

Catechist Role Description

Qualities of a Catechist:

· Practices the Catholic faith and is actively involved in parish life

· Knows and supports the teachings of the Catholic Church

· Shows a concern for ongoing personal spiritual growth

· Maintains a positive attitude in relating to others

· Holds diocesan Bearers of the Light Track I and II Certificates or is working toward it

· Relates well to the assigned age group

· Has a sense of humor

General Responsibilities:

· Is familiar with this Catechist Handbook.

· Attends scheduled catechist meetings, in-service opportunities, and diocesan classes and workshops as appropriate.

· Communicates with the RE coordinator if you are unable to attend meetings, be present for your class, and have significant student concerns.
· Cooperates with RE coordinator in implementing the goals and objectives of the parish program.

· Observes parish guidelines and policies, as well as diocesan guidelines and policies.

· Uses textbooks and materials recommended by the diocesan Office of Religious Education as listed in the Conformity Listing of Catechetical Texts and Series, published by the USCCB  and selected by parish leadership for use.  The Conformity Listing is available at: 
 http://www.hi-care.org/EducationandFormation/GradesPreK12/tabid/719/Default.aspx
· Requests needed supplies, equipment, audio-visual resources from the RE coordinator.

· Is compliant with the diocesan Safe Environment Program.
Responsibilities:

· Prepares weekly lessons.

· Arrives early before each class and arrange the space to be orderly, attractive and conducive to learning; and return space in the order in which it was found.
· Greets participants as they arrive.

· Begins and ends each session on time.

· Sets and posts a few simple and clear rules for discipline, and follow the policies in the Parish Catechetical Handbook for Families. 
· Maintains attendance records. 

· Presents material clearly, with enthusiasm, and in an interesting manner.

· Uses a variety of methods to present material that would appeal to all learning styles.
· Reviews the previous lesson and relate new material to the previous lesson.
· Summarizes lesson at the end of each class.

· Begins and ends with prayer, using prayer table and religious symbols as appropriate with the Liturgical Year.

General Classroom Policies and Procedures

1. Each class will have at least two adults who will share responsibilities for planning and leading classroom activities. 

2. Volunteer parents will be available to assist catechists with parties, service projects, field trips, special projects and activities.   These activities should be discussed with the RE coordinator in advance.

3. Outside doors, classroom doors and copy room will be unlocked by ______________ a.m. 

4. Classes will begin promptly at _________ a.m. and will be dismissed by _________ a.m.

5. Each catechist upon arrival should check in with the RE coordinator or office assistant, and should pick up attendance sheets, mail, supplies etc. from their assigned basket.

6. Copying procedures . . .

7. Please take attendance at the beginning of each class. Keep attendance notebook accessible in the event you must quickly evacuate the classroom and need your attendance list to account for students and volunteers. Attendance records should be returned to the RE coordinator at the end of each catechetical session.

8. All children must be registered before attending class. A visitor information form (Welcome Form) is provided for unregistered children who may be visiting class as a guest.

9. A list of names, addresses and phone numbers of all catechists, aides, and parent volunteers will be provided and updated as necessary.

10. Communication with parents, i.e. letters to parents about special activities, a reminder to send an item with the child, notification of field trips, etc. may be sent home with children from class on Sunday mornings or mailed by the RE coordinator.  Please make sure the RE coordinator has a copy of all communication prior to being sent out.

11. Catechist meetings will be held on dates as found on page __________. The purpose of these meetings is for staff to receive resource information, coordinate class plans, discuss concerns, training needs, etc. 

12. Bearers of the Light  courses and other workshops will be offered throughout the year.  The schedule of classes may be found on page/website ____________.  Any registration fees for these sessions will be paid for by the parish.

13. TV/DVD/VCR and/or CD equipment is available for you to use. Arrangements should be made with the RE coordinator.

14. If you need supplies  . . .

15. Prayer tables . . .

Curriculum

Age/Grade



Basal Text


Other

Preschool Program


(title & publisher)

Kindergarten



(title & publisher)

First through Sixth Grade

(title & publisher)

Seventh & Eighth Grades

(title & publisher)

High School



(title & publisher)

When planning your class activities, you are welcome to use ideas from a variety of resources to support the main concept presented in the “chapter” for the week’s lesson. Additional catechist resources on topics such as drama, skits, music, games, crafts, prayer, etc. are located in ________________________, or on our publisher’s website: ____________________________.

Lesson Planning

Each class period should include time for prayer.  Music resources are provided. Prayer may be spontaneous, guided meditation, and/or reciting traditional prayers appropriate for the age level (see Diocesan Curriculum Guidelines). Suggestions for how to incorporate prayer into class time are located in your curriculum resources. Items are available to set up a prayer table or area in your classroom. Seasonal or liturgical items will add variety and interest to your prayer area.

Sunday morning class time should be different than what children experience during the school week. Children may have attended Mass, and are now ready for some activity. Class activities should be developmentally appropriate with the following goals in mind: teaching bible stories and Catholic Christian traditions, developing community, leading children toward prayer, worship and service.

Class time may include a variety of activities, i.e., service projects, guest speakers, working with another class on a project, field trips, etc.  Permission slips must be obtained from the RE coordinator for activities outside of regular class time or if children are transported from ______________________ Parish.  All off-site activities must have a catechetical/educational purpose. 

Snacks/Refreshments – are best avoided, since we have such limited time for catechesis. Special occasions may warrant an exception. Consult the RE coordinator about appropriate snacks and drinks to serve on these occasions. 
Safety

First Aid supplies are located _______________________________.  Caution should be taken if there are any blood-related injuries, bloody noses, serious cuts, etc.  Use gloves. The RE coordinator should be notified immediately.

Illness/Accidents – Contact the RE coordinator or ____________________if a child becomes ill and to report accidents. The RE coordinator is required to complete an accident report the next weekday.  

Registration forms include parent-reported information on special needs, medical allergies, etc.

Emergency evacuation procedures are posted on each classroom wall near the doorway. Become familiar with the routes suggested for your classroom. 

In an emergency, take the attendance folder and calmly lead children to designated area. Once evacuated, check attendance to account for every child and volunteer.  In order to have an accurate count of staff and children in your care, always take attendance at the beginning of class (both students, visitors, and any volunteers present each day).  These serve as legal documentation.

Emergency notification procedures Should state or county officials declare a natural disaster, such as a hurricane or storm watch, or recent seismic activity (earthquake) that may affect your area, do not report to class.  Remain at home or seek appropriate, safe shelter.  The RE coordinator will communicate instructions to parents and catechists via “phone tree”.
Child drop-off/pick-up policy is . . . list how, who, when these are to occur, also traffic plan if applicable.  Remind catechists that it is their responsibility to know this information.

Forms

Attendance - All classes are required to take attendance using the form provided. Both student and staff attendance must be taken at the beginning of each class meeting, and returned to the RE coordinator office at the end of class. 
Class list of registered students, as well as those with special needs information including medical needs, allergies, learning disabilities, medications, etc. will be provided and updated as necessary. This list will also include names of those who have permission to pick up the child after class.

Visitor forms are available for use when a parent or child brings a non-registered visitor to class. Please have responsible adult complete form before leaving child in your care. Return the visitor form to the RE coordinator. 

I have read, understand, and agree to uphold the policies and procedures stated in this Catechist Handbook. 
Volunteer’s Printed Name: __________________________________________

Volunteer’s Signature: _____________________________________________

Date: ____________________
Religious Education Coordinator Signature: ____________________________

Date: ____________________
OTHER ITEMS FOR THE HANDBOOK

Parish

· Parish Calendar

· Curriculum (primary text or resources for each grade level)

· Visitor Form
· Forms: supply order form, lesson planning, attendance, accident report, etc.

· Catechist List (names, addresses, phone numbers, email, grade teaching)
· Safe Environment Re-certification Form (for those catechists who completed background screening and training through Shield the Vulnerable in a previous school year)

Diocese
Unless indicated otherwise, the Diocese of Honolulu, Office of Religious Education provides all resources listed below at www.hi-care.org
· Bearers of the Light Catechist Certification requirements
· Catechist certification and on-going adult faith formation events

· Grade-level Diocesan Curriculum Guidelines (contact diocesan Office of Religious Education to obtain CD)

· Assessment for Catechesis/Religious Education (ACRE)  
Safe Environment Re-certification

Intended for those catechists who completed background screening and initial certification through Shield the Vulnerable in a previous school year.

Volunteer’s Code of Conduct

Our children are the most important gifts God has entrusted to us. As a volunteer, I

promise to strictly follow the rules and guidelines in this Volunteer’s Code of Conduct as

a condition of my providing services to the children and youth of our Diocese.

As a volunteer, I will:

» Treat everyone with respect, loyalty, patience, integrity, courtesy, dignity, and

consideration.

» Avoid situations where I am alone with children and/or youth at Church activities.

» Use positive reinforcement rather than criticism, competition, or comparison when

working with children and/or youth.

» Refuse to accept expensive gifts from children and/or youth or their parents without

prior written approval from the pastor or administrator.

» Refrain from giving expensive gifts to children and/or youth without prior written

approval from the parents or guardian and the pastor or administrator.

» Report suspected abuse to the pastor, administrator, or appropriate supervisor and the

local Child Protection Services agency. I understand that failure to report suspected abuse

to civil authorities is, according to the law, a petty misdemeanor.

» Cooperate fully in any investigation of abuse of children and/or youth.

As a volunteer, I will not:

» Smoke or use tobacco products in the presence of children and/or youth.

» Use, possess, or be under the influence of alcohol at any time while volunteering.

» Use, possess, or be under the influence of illegal drugs at any time.

» Pose any health risk to children and/or youth (i.e., no fevers or other contagious

situations).

» Strike, spank, shake, or slap children and/or youth.

» Humiliate, ridicule, threaten, or degrade children and/or youth.

» Touch a child and/or youth in a sexual or other inappropriate manner.

» Use any discipline that frightens or humiliates children and/or youth.

» Use profanity in the presence of children and/or youth.

I understand that as a volunteer working with children and/or youth, I am subject to a

thorough background check including criminal history. I understand that any action

inconsistent with this Code of Conduct or failure to take action mandated by this Code of

Conduct may result in my removal as a volunteer with children and/or youth.

Volunteer’s Printed Name: _______________________________

Volunteer’s Signature: ___________________________________

Date: ___________________
This sample handbook is available on the Diocese of Honolulu, Office of Religious Education website at www.hi-care.org

