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Prayer for Catechists

Heavenly Father,
in your goodness bless all catechists
of the Archdiocese of Philadelphia .

Send your Spirit upon them
to be living witnesses
to Your message of love
and salvation.

Deepen their understanding
of Your Holy Word
so they may faithfully teach
the truth revealed
by your son, Jesus Christ.

Strengthen their resolve
to be true sons and daughters
of Your holy Catholic Church.

We ask this in the name
of Jesus, the Master teacher.
Amen.






Dear Catechist,

Congratul ati ons! You have responded to a
mission. Your vocation is truly a blessed one. In collaboration with your pastor, you introduce real
people to the real person of Jesus. As a result, they come to know Jesus better and find themselve
transformed by Him.

The Second Vatican Council ushered in a new era for catechesis. The Council taught of the
necessity of presenting Catholic doctrine in a manner suited to the needs of the time. Further, the
Council decreed that a directory for the catechetical instruction of the Christian people should be
created. In the years following the Council, a number of bold initiatives gave evidence of a renewal in
catechesis. Pope Paul VI hosted the First International Catechetical Congress, established the
International Council for Catechesis and idsuadgelii Nuntiandan Apostolic Exhortation which
promoted the revival of evangelization and catechesis. Pope John Paul Il continued the catechetica
resurgence. He issu€atechesi Tradendae an encycl i cal t hat foster
mission. Later, he approved the publication ofCdwechism of the Catholic Chyrthe first
universal catechism in more than 400 years. More recently, Pope Benedict approved three valuabls
catechetical tool$he National Directory for CatechesiSompendium of the Catechism of the
Catholic Churchand theUnited States Catholic Catechism for Aduite live in a privileged
moment of catechesis.

Whil e all members of the Church participat
been called to a more specific role. You guide the believer to a more mature faith in Jesus, a deepe
knowledge and love of his person and message, and a firm commitment to follow him. Through cat-
echesis, others grow in a personal relationship with God, participate in the sacraments, develop a ma
ture conscience and integrate faith in all areas of their lives.

In order to be effective in this important ministry, there is the need for systematic training.
The oCatechi st Orientation Coursed is one o0
personal, spiritual and professional development. It is designed to help you acquire the knowledge
and skills that you need to hand on the faith to those entrusted to your care. | know that you will find
the information interesting and the materials beneficial.

Thank you for being a catechist. The Church is always in need of those who sacrifice for the
good of others. May your own relationship with Jesus deepen as you engage in this exciting ministry.

God Bless,
Ann M. Menna
Deputy Secretary

Office for Catechetical Formation

January 2016



January 2016

Dear Colleagues,

In March of 2008, the Office for Catechetical Formation gathered a group of Directors of
Religious Education who were actively involved in orienting new catechists to the catechetical
ministry through regional wor kshops. The gr o
orientation, its standardization and accessibility to all new catechists.

As these Directors of Religious Education shared their experiences and insights it became
apparent that a totally new approach was warranted. It was also decided that commercial products
were too universal and not specific to the guidelines and policies of the Archdiocese. Additionally,
the busy lives and responsibilities of catechists and Directors of Religious Education were
recognized and became driving forces which called for a new approach for this orientation. After
two years of meetings, email exchanges, and revisions, the Catechist Orientation Course binder
became a reality in the Spring of 2012.

Recently, a select committee reviewed the binder in preparation for the Winter Professional Day
Presentation on Catechist Formation (January 29, 2016). The following pages are the result of
revisions and addition to the original Obl uct
Directors/ Coordinators of Religious Educatio
parish within a manageable time frame. The course binder structure is specifically designed to
allow for future revisions and/or additional materials. A table of contents directs you to six major
divisions which include website addresses and/or references to an appendix for more information
and printable resources. An official course record form can be found as the last Appendix. Use
this form as an active <checkl i st to track t
orientation course. Upon completion, send the signed form to the Office for Catechetical
Formation.

Personally, since the implementation of this Catechist Orientation Course in my own parish a few
unexpected bonuses occurred. | found myself turning to the binder to refine our Catechist
Handbook, to update parish policies to meet Archdiocesan guidelines, to structure the content of
ongoing formational meetings for all our catechists, and to evaluate areas that simply need
6refreshingo.

It is my prayer that this catechetical tool blesses your ministry in a like manner.

Roberta Ortwein

Chairperson, Catechist Orientation Committee
Director of Religious Education

St. Anthony of Padua Parish, Ambler
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The Catechetical Ministry






0 @ AND TEACH ALL NATIONSO *
THE CHURCHG® MISSION OF EVANGELIZATION AND CATECHESIS

Al |l baptized Catholics share in the Churchods

Christds saving message of faith, hope and |
presence and actions of the Holy Spirit in the world and in the Church.

WHAT 1S CATECHESIS?

Catechesis is sharing the teachings of Jesus Christ in such a way that a person comes to know about
and believes in God, enters a relationship with God and is transformed by him. The definitive aim

of catechesis, then, is to put people not only in touch but also in communion and intimacy with Jesus
Christ through word and sacrament.

Thus, catechesis:
1 centers on the Paschal Mystery of Jesus Christ, the Son of God
1 presents the doctrines of the Catholic faith in an attractive and systematic fashion
1 strives to make disciples of Jesus Christ through the reception of the sacraments of initiation
1 invites believers to ongoing faith formation
1 includes liturgical, communal and personal prayer experiences
1 recognizes the influences of family, culture and society

The General Directory for Catechemml theNational Directory for Catechewlentify six tasks of
catechesis which promote:
1 Task 1: knowledge of the faith through revelation of Jesus Christ in Sacred Scripture and
Sacred Tradition
Task 2: knowledge of the Liturgy and the sacraments
Task 3: understanding of moral formation in the life of Christ
Task 4: the teaching of prayer in communion with Jesus Christ
Task 5: active participation in the Body of Christ and the mission of the Church
Task 6: missionary spirit that prepares the faithful to be present as Christians in the world.

= =4 —a —a -8

CALLED TO BE A CATECHIST

The ministry of catechist is a vocation, an interior call of the Holy Spirit. It springs from the
Sacrament of Baptism and is strengthened by the Sacrament of Confirmation. Commissioned by the
Church, catechists patrticipate in a divine calling to teach as Jesus did. Catechists need to be practicir
Catholics who participate fully in the communal worship and life of the Church. They are prepared
by the Church for their apostolate through appropriate catechetical training.

WHO IS A CATECHIST?

The Church has identified specific catechetical roles. Bishops are primarily teachers of the faith and
are responsible for catechetical activity of his diocese. Priests share in the teaching role of the bishoy
and are his immediate collaborators. Catechists assist bishops and priests in the catechetical mission
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Catechists include: deacons, catechetical leaders, catechists of the parish religious education
program and Catholic school, youth ministers and campus ministers. Parents/guardians are the
first teachers of the faith. When a child reaches catechetical age, catechists assist them in their role.
Therefore, the spiritual life of a catechist should be characterized by:
1 love of God and the Catholic Church
faithful practice of the Catholic faith
personal prayer and dedication to the evangelizing mission of the Church
missionary zeal by which they are fully convinced of the truth of the Catholic faith
enthusiastic proclamation of the faith
active participation in their local parish community
faithful attendance at Sunday Eucharist
1 devotion to Mary, the first disciple and model of catechists
1 devotion to the Most Holy Eucharist, the source of nourishment for catechists.

= =4 —a —a -8 -9

To help the catechist gain a fuller understanding of the catechetical ministry, the Director of
Religious Education is to review the following appendices with him/her:
+ Appendix 1, Qualifications and Responsibilities for a Parish Religious Education Catechist
which is to be signed and dated by the Director of Religious Education.
+ Appendix 2, Sample Catechist Information Form
+ Appendix 3, Sample Catechist Evaluation Form.

CATECHIST FORMATION

In order to present the Catholic faith in a full and attractive way, those who catechize need ongoing
faith formation. Through intellectual, spiritual, pastoral and human formation, the catechist
develops a personal knowledge and understanding of the Catholic faith. Such formation promotes:

1 the study of scripture and theology

1 a familiarity with catechetical resources and teaching methodologies

1 unity with pastors and the Church where all authentic religious education occurs.

CATECHIST CERTIFICATION

The Archdiocese of Philadelphia Catechetical Certification Policy presents the requirements for
certification as a parish catechist. Through core and elective courses, catechists become familiar
with the basic content and dimensions of the Catholic faith. The Director of Religious Education is

to review the Catechetical Certification Policy with catechists which is posted at:
www.phillyocf.org

-Catholic Elementary School Teachers may earn one (1) elective credit annually for service as the
lead catechist in a Religious Education Pro§esmAppendix 4.

-Catechists who are not Catholic School Teachers will be credited with five (5) elective credits up-
on the completion of their 5th year of teaching and then on an annu&kba&gendix 5.

*NOTE TO THE DIRECTOR:
The Catechetical Ministry section should be reviewaltlGaiadhisysvith



The Classroom






INTRODUCTION

To teach the faith effectively to children, catechists must be persons of prayer who communicate
the beliefs of the Church through a systematic and thoughtful approach. In order to accomplish
this goal, they must be aware of basic educational policies, concepts, and strategies.

RELIGION GUIDELINES FOR THE ARCHDIOCESEOF PHILADELPHIA

The Archdiocese of Philadelphia provides Religion Guidelines from Early Childhood to Level 12.
These guidelines present the truths of the Catholic faith in an age appropriate and systematic
manner.

The Scope and Sequence Charts for the Parish Religious Education Progran®) lpgestni

an organized schedule for the teaching of the core or essential curriculum over one academic year.
The Guidelines and Scope and Sequence Charts can be fdatmfphttlyocf.org/prep

resources/

TEXTBOOKS

Parish Religious Education Programs of the Archdiocese of Philadelphia may only use the religion
series and sacramental textbooks which are approved by the United States Conference of Catholic
Bishops (USCCB). The USCCB list includes only those texts which are in conformity with the
Catechism of the Catholic Churthe Director of Religious Education in consultation with the

pastor selects these textbooks from this list.

BASICVVOCABULARY FOR CATECHISTS

Catechists may be unfamiliar with words, terms, and acronyms used in Church documents, religion
textbooks and catechist manuals. Appendix 6 is a list of basic vocabulary to assist the catechist.

PRAYERSFOR CHILDREN

Basic prayers which reflect the teachings and language of the Catholic faith are part of the religious
education curriculum. Appendix 7 is a synopsis of these prayers and is to be reviewed by the cat-
echig. For atri-fold format, go to: http://phillyocf.org/prep-resources/

LESSONPLANS
Planning and preparation are key factors for good classroom organization and management.
An effective lesson plan communicates the objective of the instruction and outlines the teaching
strategies and learning activities which lead to this outcome.

The Director of Religious Education assists the catechist in the task of lesson planning by:
1 reviewing the section on lesson plans in the catechist manual
{1 assigning a mentor to assist in the writings of lesson plans
1 providing sample lesson plans or web resources.
Refer to Appendix 8 for a sample lesson plan.



LEARNING STYLESOF CHILDREN

Children learn in many different ways. Needs vary and creative approaches help children to learn
effectively. The catechist should review the section on this topic in the teacher manual.

ACCESSAND INCLUSION OF CHILDREN WITH DISABILITIES

Catechesis, according to @eneral Directory of Cateche@one of the most important ecclesial
activities. The catechetical program must reflect the broader meaning of the mission of the Church.
In accord with Canon 777, all the baptized, because they are called by God to maturity of faith,
have the right to adequate catechesis. It is the responsibility of the Church community to respond

in a fitting and satisfactory manner. This vision prompted the United States Catholic Bishops to
write a OPastor al St atement on People with Di
Sacraments with Persons with Disabilitiesd. B
programs need to be inclusive of parishioners with disabilities. As far as possible, individuals with
disabilities should be integrated in the ordinary catechetical activities of the parish community.

The Director of Religious Education, therefore, invites, welcomes and makes accommodations for
the religious education and faith formation of parish children with physical, sensory, mental and
behavioral disabilities who do not attend the Catholic elementary school. In order to provide for
their full inclusion, the Parish Director of Religious Education and catechists need to seek out and
utilize the resources of families, parishioners and diocesan personal to support the religious
education of children with special needs.

To assist the Parish Religious Education Programs, the Archdiocese of Philadelphia provides:
1 a model of Access and Inclusion for the Parish Religious Education Program (Appendix 9)
which is to be reviewed by the catechist
1 a sample registration form designed to identify children with medical conditions and/or who
are in need of learning support (Appendix 10)
1 resources on inclusion, accommodations and modifications which can be found at:
http://phillyocf.org/prep-resources/

CONFIDENTIALITY

Matters of a confidential nature are often disclosed to a catechist for the purpose and only for the
purpose of his/her work in the parish religious education program. This information may not be
disclosed beyond the purpose of his/her work in the parish religious education program.

It is very important for catechists to be informed of medical conditions, individual education plans
and/or custody arrangements. This information should be captured on the annual registration
form. In matters of custody, it is incumbent upon the Director to obtain the most recent legal
custody agreement. See Appendix 10 for a sample registration form which captures this
information.



CATECHIST WHO TRANSPORTSTUDENTS TO AND FROM RELIGIOUS EDUCATON

A parent/guardian (s) who permits a catechist to transport his/her child(ren) to and/or from the
parish religious education program must complete a permission and release form. The catechist
must also sign this form. Refer to Appendix 11 for a sample form.

TRIP PERMISSIONAND RELEASE FORM

No student is permitted to participate in any trip sponsored by the Parish Religious Education
Program without a completed, signed and returned trip permission and release form. For a sample
trip permission and release form, refer to Appendix 12.

ACT 175 RLEASED TIME FOR RELIGIOUS EDUCATION

The concept of oOreleased timed is based on ¢t}
in a public school to direct the religious education of their children. In Pennsylvania, the child may
be released for such religious instruction no more than thirty six hours per schopbyetie

written request of a parent, the superintendent of the school district shall excuse the parent's child
in order to attend religious instruction (sectich54%). The parent's request must identify and
describe the religious instruction and the dates and hours for which the absence is requested.
Following each absence, the parent/guardian must also furnish in writing to the district school
superintendent attesting to the fact that the child did indeed attend the religious instruction that
day.

Often Parish Religious Education Programs use released time for religious education instruction,
activities or trips. The Director of Religious Education oversees this process.

Refer to Appendix 13 for a step by step procedure regarding Act 175 as it pertains to the Parish
Religious Education Program. For a sample letter for released time, refer to Appendix 14.

ATTENDENCE RECORDS

Religious Education Programs are required to take attendance for each session. Catechists should
take attendance in a timely manner and submit to the Director according to parish policy. The Di-
rector should keep a cumulative electronic or hard copy annual record of attendance. These rec-
ords should be retained up to the completion
transferred to another parish program.

HoME-BASED CATECHESIS

Homebased Catechesis is permitted by the Archdiocese of Philadelphia, however, the parish sets
the local policy. For guidelines for hdrased catechesis guidelines, see Appendix 15.






Safety Policies and Plans
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SAFETY

The Parish Religious Education Programs of the Archdiocese of Philadelphia are committed to the
safety and well being of their students. Safety policies and plans help to ensure this protection.
These policies and plans must be approved by the pastor, implemented by the Director of
Religious Education, and always include considerations for students with special needs. The
Director of Religious Education is to review these policies and plans with the catechist.

Contact 911 immediatelyf a serious emergency or threatening behavior by a student or an adult
occurs on campus.

IMPORTANT PHONE NUMBERS

During the religious education session, the Director of Religious Education must have easy access
to the contact information for: Police, Fire, Ambulance, Poison Control and Toxic Chemical Spill
centers. The Director of Religious Education is encouraged to carry a cell phone at all times and
include these numbers in his/her contact list.

LOCAL AUTHORITIES

The Director of Religious Education is encouraged to send an annual calendar to the police and
fire departments which includes the dates, times and location (s) of the religious education pro-
gram. This information assists these agencies in the case of an emergency.

INCIDENT REPORT

In the case of an accident, unusual event, injury and/or illness, an incident report is completed and
kept on file as a record for the calendar year. The Director of Religious Education, a catechist, a
witness, or a staff person completes this report. For a sample incident report, see to Appendix 16.

MASTERAND CLASSLISTSOF STUDENTS

In the case of an emergency and/or evacuation of the building:
1 the Director of Religious Education must have easy access to a master list of all classes with
studentds names, home and emergency phone nt
ft he catechist must have easy access to a cl
home and emergency phone numbers.

EVACUATION OF BUILDING DUE TO AN EMERGENCY

It is a proven statistic that emergency evacuation plans save lives. Catechists must become familiar
with and practice classroom evacuation route(s). These plans should include an outside location/
destination and if necessary, another location for supervised parent/guardian pick up.

In the case of an evacuation of the building for an emergency or fire drills:

T the Director of Religious Education carries
home and emergency phone number
M the catechist carries out a class |ist with

and session attendance report if separate from the class list.
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FIRE DRILLS

Parish Religious Education Programs are required to conduct at least one fire drill annually. The
Director of Religious Education should notify the local fire department of this date. Often local
fire companies will lend assistance with this safety exercise.
The catechist must become familiar with the following:

{ evacuation routes for class

1 location/activation system of fire alarms in the building

1 procedure for contacting the fire department in the case of a real emergency.

FIRSTAID AND UNIVERSAL PRECAUTIONS

First aid refers to the initial and reasonable care given in response to an illness, accident or injury.
Uni ver sal precautions refers to the avoidanc
Refer to Appendix 17for more detailed information.

Lock DOWN AND LocK OUT PLANS AND PROCEDURES

0 L o ¢ k dpmowradures are used to protect building occupants from potential dangers in the
building (e.g. student threat or an intruder) or external threats that may enter the building.
A o0Lock Down with Warningd occurs when ther e
(e.g., fugitive on the run and in area; a medical emergency outside the building)
A oLock Down with Intrudero occurs when thert
0 L o ¢c k p@cedures are used when the danger is in the building and conditions are safer out-
side the building.

The Parish Religious Education Program should consult with local or state law enforcement for the
devel opment of oOLock Downdé and oLock Outd pl
responsibility of the Director of Religious Education-geimice the Catechetical staff regarding

these plans and procedures. The Director of Religious Education should schedule practice drills
throughout the academic year.

SHELTER IN PLACE

Some emergencies call for all to take shelter immediately. Examples are (but not limited to) a
hurricane, tornado or hazardous waste release in the general area. The Religious Education
Program should stock water and snacks and have easy access to flashlights, a cell phone and
portable radio. If the Parish Religious Education Program meets in a school building, the Director
of Religious Education is encouraged to coordinate the Shelter in Place plan with the school
principal.

HAZARDOUSWASTE

According to the United States Environmental Protection Agency, hazardous waste is defined as
waste that is dangerous or potentially har mf
liquids, solids, gases, or sludges.

The catechist must be aware of the following:

T disposal of hazardous waste on the parish site

1 parish staff person responsible for the safe removal of hazardous waste.



Safe Environment Requirements
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SAFE ENVIRONMENT

The Archdiocese of Philadelphia is committed to creating a network of prevention and protection

for the children entrusted to the care of the Archdiocese. Through the Safe Environment Program

the Office for Child and Youth Protection through it Safe Environment program assists parishes,
schools and Youth Ministry programs to comply with Policies for the Protection of Children and

Young People. The Safe Environment Program is a comprehensive child safety and child sexual

abuse prevention and education progvamth includes but is not limited to the following

requirements:

1 providing training to clergy, parish personnel, school personnel, catechists, teachers and volun-
teers regarding their responsibility, under civil law, as mandated reporters. This training also
pertains to Archdiocesan personnel who are working in social services and educational ministry.

T obtaining the background checks of all archdiocesan personnel, including clergy, religious and
laity, as well as volunteers who have contact with children

T providing educational programs for students who attend Archdiocesan elementary and second-
ary schools and parish religious education programs.

SAFE ENVIRONMENT TRAINING PROGRAM

The Safe Environment training is a required awareness program for adults who are Archdiocese of
Philadelphia clergy, employees or volunteers and who interact with childieses learn the

signs otchild sexual abuse, the methods and means by which offenders commit abuse, steps to pre-
vent or avoid sexual abuse and Pennsylvania law and Archdiocesan policy for reporting suspected
child abuseCatechists may not begin their ministry until all training is completedré-anfan-
mation, go to ww.childyouthprotection.org to

BACKGROUND CHECKS

All clearances must be updated according to Archdiocesan policy. It is the responsibility of parish
administration to keep the records of each employee and volunteer, and to renew these background
checks accordingly. Catechists may not begin their ministry until all clearances are obtained. For
more information, go to: www.childyouthprotection.org

THE STANDARDS OF MINISTERIAL BEHAVIOR AND BOUNDARIES

The Standards of Ministerial Behavior and Boundaries of the Archdiocese of Philadelphia are
intended to provide clear standards of behavior and boundaries of appropriate behavior regarding all
interactions with children and young people by priests, deacons, religious, pastoral ministers, admin-
istrators, staff and volunteers in the Archdiocese of Philadelphia. These standards are reviewed dur-
ing the safe environment training. Trainees are required to sign an acknowledgment form and return
to the place of service.

For a Safe Environment Checklist for clearances and training, refer to Appendix 18.

MANDATED REPORTING LAWS

As defined by Pennsylvania Child Protective Services Law, a mandated reporter is any individual,
including both paid (staff) and unpaid (volunteer), who are an integral part of a regularly scheduled
program, activity, or service and accept responsibility for a child. Additionally, anyone who is
supervised or managed by a mandated reporter is also a mandated reporter. A child is defined as at
individual under the age of eighteen.
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CATECHISTAS MANDATED REPORTER

The state of Pennsylvania defines child abuse as an act or failure to act which is committed
intentionally, knowingly or recklessly. Child abuse includes bodily injury, serious mental injury,
sexual abuse or exploitation, serious physical neglect, fabricating, feigning or inducing medical
symptom or disease. Any person who comes into contact with children in the course of their
employment or volunteer service must report suspected child abuse.

A catechist, therefore, is a mandated reporter. A catechist may view the role of a mandated reporter
as difficult and challenging. The catechist may equate a disclosure or suspicion of child abuse with
breaking a confidence or invading anotherds
usually disclose abuse to a trusted adult because they want the adult to take action on his or her
behalf.

In the case of a disclosure or a suspicion of abuse, the catechist must report directly and
immediately to Child Line, the PA Statewide hotline. He/she must also completd tHer@Y

and submit to the county children and youth agency. The form can be submitted electronically or
via hard copy (see the OCYP website for further information). The catechist must also
immediately notify the person in charge of the institution.

For a brochure for responding to a studentds

0 IEEPING GOD® CHILDREN SAFEO E4SONS

The Parish Religious Education Program is required to teach one personal safety lesson annually.
The Parish Religious Education personal safet
and can be found &ittp://phillyocf.org/prep-resources/The Office for Catechetical Formation

and the Office for Child and Youth Protection recommend that these lessons are taught in the sec-
ond semester as a relationship between the catechist and students has been established.

PARENT OPT OUT

Parents/guardians may opt out their child from the scheduled session for the teaching of this
lesson. Parents should receive ample notification of when the lesson will be presented and
provided an opportunity to review the personal safety lesson. The Director of Religious Education
should, however, encourage parents who do not wish their child to receive a personal safety lesson
to review this important lesson with their child at home.

The Director of Religious Education must obtain a written signed and dated opt out form from the
parent or guardian. These forms are to be submitted to the Office for Child and Youth Protection
with the annual parish audit report.

For a sample Opt Out Form, refer to Appendix 20.
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PHOTO AND VIDEO POLICY

Parental permission is necessary for the photographing or filming of Parish Religious Education
students. Without this permission, photos and/or videos may not be taken of this child or this
child in a classroom or parish group setting such as the reception of sacraments.

The Director of Religious Education is to obtaimmamual written permission for each student
and retain on file for the entire school year. Before taking pictures or videotaping students, the cat-
echist must check that parentd permission has been granted.

The Photo and Video Permission may be included as a line item on the Parish Religious Education
Program Registration Form (Appendix 10), or refer to Appendix 21 for a sample form.

LIMITED CONTROLLED ACCESSIO THE PARISH RELIGIOUS EDUCATION PROGRAM
FOR PARENTSIDENTIFIED AS SEXUAL OFFENDERS

Parishes are to follow the guidelines developed by the Office for Child and Youth Protection
regarding the presence of parents/guardians identified as sexual offenders.

Refer to Appendix 22 for these parish guidelines.

ELECTRONIC COMMUNICATION WITH TEENS

Permission of the parent or guardian must be obtained, in writing, in order for an adult to
communicate with minors via telephone, cell phone, text messagigs@cial networks, or
other electronic means. See Appendi x 23 for
with Minorsoé form.
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PARISH RELIGIOUS EDUCATION HANDBOOKS

An essential component of Parish Religious Education Programs are handbooks. PREP handbooks clearly
outline the catechetical mission of the Catholic Church but also the policies, guidelines and procedures of
the Archdiocese of Philadelphia and the local parish community. Therefore, the Parish Religious Education
Program should provide a handbook for catechists and a handbook for families which is issued annually.
The handbook may be in an electronic or paper format.

The FAMILY HANDBOOK should include but not limited to the following topics:
An introduction to the catechetical ministry of the Catholic Church/parish
Annual Parish Religious Education Program calendar

Program or class cancellation due to emergencies or inclement weather
Homebased catechesis policies

Discipline policies

Curriculum overview

Access and Inclusion of students

Arrival and dismissal times and procedures for students

Family drop off and pick up of students with parental permissions
student attendance

student homework

student assessments

student progress reports

illness and/or injury of students

Custody issues

Safety policies

Safe Environment policies

Food in classrooms/students with food allergies

R W N I R R B B R R |

CATECHIST HANDBOOK: elements of the Family Handbook should be included in the
Catechist Handbook as well as but not limited to the following:
1 prayer environment and prayer at beginning or end of session (classroom or communal)

1 relationship with day school teacher/usdasfsroom if applicable

1 relationship with the classroom aide (s)

{1 acceptable attifer catechists and students

71 lesson plans

{1 classroom management (include arrival and departure time for catechist)

1 Confidentiality

{ attendance records

1 learning/medical data of student

1 parish resources/personnel for children with disabilities

7 incident reports

1 approval of guest speakers

1 use of parish resources

1 approval for catechist use of outside resources in the classroemddialttechnology, websites, in
particular, YouTube, Apps, etc.)

f guidance regarding the catechistds use of inter]

1 use of bathroom facilities during the religious education session

f use of hall monitors

1 The teaching of personal safety lessons

1 Electronic Communication with minors

1 communication with other staff, parents/children (written or electronic)

1 trips

1 reimbursement for supplies
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QUALIFICATIONS AND RESPONSIBILIESFORA
PARISH RELIGIOUS EDUCATION CATECHIST

1. This catechist meets the following personal qualifications and abilities:

1
1
1

A~~~

1
1
1

a fully initiated, practicing Catholic

eighteen years of age or older

an exemplary follower of Christ with unquestioned personal integrity and moral
character

committed to presenting the authentic teachings of the Church
committed to developing a greater personal understanding of Catholicism
a person of prayer who has carefully discerned the ministry of catechesis
a disciple of Christ who can share his/her faith with students in an age
appropriate manner

an effective communicator with adults and children

capable of relating to people in general and children in particular

capable of working collaboratively.

2. This catechist has completed all Safe Environment Training and submitted all clearances and
forms as required by the Archdiocese of Philadelphia.

3. This catechist understands and agrees to the Archdiocesan Catechetical Certification Policy.

4. This catechist understands and agrees to his/her parish responsibilities:

e T S

completion of a personal information record (Appendix II)

adherence to the Archdiocesan Religion Guidelines

adherence to the policies/calendar of the Parish Religious Education Program
adherence to the directives of the Director of Parish Religious Education
attendance at catechist meetings

preparation of lesson plans in a thorough and faithful manner

submission of lesson plans if requested by the Director of Religious Education
punctuality for class

responsibility for his/her classroom or meeting space

proper attire

evaluation by the Director of Religious Education.

| have reviewed this document with the above named catechist.

Signature of the Director of Religious Education Date
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CATECHIST INFORMATION

Last name First Maiden d u Marital status (circle one)
Mr. Miss
[m] [m] Q Single QO Married O Divorced
Mrs. Ms. QO Separated 0O Widowed
Street address/Apt Home phone no. Cell phone no.
«C ) ( )
City State/Zip Code Date of Birth

Are you a registered, baptized Catholic of this parish? U yes Uno
If “no”, please indicate the name and address of the parish where you are registered in space below.

Parish Name Parish Address

Archdiocesan Catechetical Certification
Have you attained Archdiocesan Catechetical Certification? Qyes Uno

Are you familiar with the Archdiocese of Philadelphia Catechetical Certification policy? O yes U no
Please indicate your total number of credits towards Catechetical Certification

Safe Environment/Clearances: Have you obtained all clearances and participated in all training as required by the Archdiocese of
of Philadelphia which are listed in the “Safe Environment Checklist (Appendix XIV)?  Qyes Qno

Number of years teaching Other Parishes Served
Religious Education

Are you a recipient of the following Archdiocese of Philadelphia Catechetical Awards:
St. John Neumann (Date:__ ) PiusX (Date: ) Our Lady of Guadalupe (Date: )

St. Martin DePorres (Date: ) St. Charles Borromeo (Date: ) _Pope John Paul II (Date: D)

Why do you feel called to the Catechetical Ministry?

Catechist Signature: Date:

QT O N S ST O

Grade Level Assigned: O Catechist O Aide O Other

Director of Religious Education Signature: Date:
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Reprinted from Faith First Legacy Program Director's Manual, copyright 2006, RCL Benziger 206 East Bethany Drivé2llen TX 750
Used with permission.



