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Dear Catechists:

Just this morning | had a wonderful conversatiothwbomeone about how important the routine
things of our lives are in setting the patternsdgira-special things we would like to happen in
“Spiritual City”.

Maybe it's a function of age or longevity in théjdut more and more | am coming to treasure
the importance of the people who work so hard, yeand year out. | am fully aware that there
is always the danger of falling into ruts, or sgpe®ple building kingdoms and all the rest of the
human foibles that can afflict us.

But when | think of all of you | don’t think of rat I think of faithfulness, the kind of faithfulres
that builds foundations for faith. And so, as Idsti the parents, | smile. | also told the parents
that you all must be the best, because good thmgse people smile, and | am smiling more
than any pastor | know when I think of the Religidtducation program of this parish.

You may never see the fruit of your labor this safi¢he grave. | promise you that the faith-filled
people who line the road cheering you into heavéhall have been in front of you here on
earth! Have a fantastic year.

In Christ our brother,

-

James F. Fetscher, Pastor

Dear Catechists:

Thank you for responding with a “Yes” to God’s c&brming children in the Catholic faith is a
profound task and the responsibility may seem enaanhowever, you are not alone in this
endeavor. The Holy Spirit will help you to bringobachild into union and intimacy with Christ.

The following statement from the General DirecttmyCatechesis may sound like a tongue
twister but it is true that “catechists catechiteeos by firstly catechizing themselves” (GDC
#239). We encourage you to take advantage of ffexelit faith formation activities that are
available through our department and at the paeist.

As a teacher of the faith, may you grow in joy &mlfiliment in handing on the revelation of
God’s love through the person of Jesus Christ.

Our office doors are always open for you and veehare to assist you.
Sincerely yours in Christ,

Maria-Teresa Lopez, DRE



POLICIESAND PROCEDURES

Absenteeism: If you will not be able to attend class, pleasetachnyour assistant so that she/he
can prepare and notify the office. If a substite@cher will be needed, please contact the office
with as much notice as possible so that we maydordeone qualified to handle your class.

Accidents and lllnesses: Please report all accidents and illnesses to theeofWe have a
supply of band-aids and can provide ice but no oain should be given to any student.

Accreditation: The Archdiocese of Miami recommends all catectbstsvorking to achieve at
least a Level One Certification.

Attendance: All students should have their name listed on phe-printed attendance sheet
supplied by the office. Please indicq#) for absent and the parents to initial the log at
dismissal time to indicate attendance for eachestudvery week. If you have a student who
does not appear on the attendance sheet, bringtthéie office; he/she may be in the wrong
class. A student who is out several classes ionaar has an attendance problem should be
brought to the attention of the office. Leave radi@nce sheets in your box.

Arrivals. With the exception of the first day, all studemi meet in the Main Sanctuary prior
to class. Parents are instructed to walk theitdotm to the Main Sanctuary and wait for
teacher’s supervision.

Authorization Pick-Up Cards: Each parent will be given an orange authorizatick-pp card
when they drop off their child on the first dayatdss. They will need to display this card when
they return to pick up the student for the remairafehe school yeaDO NOT RELEASE A
STUDENT TO ANYONE WITHOUT THIS CARD. If a parent shows up without the card,
send them to the CCD office where they may getlteratard by showing ID and verifying that
they are authorized to pick up that student.

Bathrooms: Each classroom downstairs has it own bathroom.suBe the light is out before
you leave. For classrooms upstairs, communal bathsoare located at both ends of the hall.
Please encourage students to use the bathroonebméss starts but if a student must leave the
classroom to use the bathroom an assistant or dd$Bustudent should accompany them.
Students should never leave the classroom alone.

Beginning of School Year: You will receive a class attendance roster. Pldaseot add names
to this list or accept any student whose nametipnoted on the attendance sheet. He/She may
be in the wrong classroom. There may be frequeamges in the first few weeks of class but
hopefully in October all the changes will be contgle

Books: Each student will receive a book that is theirkdep. Students may write in their books
and/or tear out send-home pages at the end ofseasion. If a student wishes to take his or her
book home throughout the year, remind them to rebeerto bring it back otherwise, they will
not have a book for class. Lost books must be cepldy purchasing them for $30.00. We
recommend that books be kept in the classroomkthatend of the school year.

Chapd: With the exception of the first class, all stugeshould report to the Main Sanctuary
for prayer. _Please sit with your class or sendtasipervisionand encourage all parents and
siblings to join your class in prayer.

Class Parties: We will be permitted to have a party at the endhef year that will usually be
held in the Family Center or in the outside courdya We cannot collect money for these parties



but we can ask parents to bring snacks and drifksase ask students and parents to help with
the parties and the clean up after.

Classroom Management: Maintain class discipline by setting the rulesghasg beginning of the
year. In a loving fashion explain the need for orded the procedure that will be used when
order is disrupted. Remind students at the beggaf class about rules. Usually softening your
voice instead of raising it will calm things downickly. A student will be told twice that he/she
is disruptive, once silently, if possible, the sad¢dime verbally. If behavior continues to be a
problem, bring student to the office. If need be/ler parents will be asked to accompany
student who is continually disruptive in class.

Communication Procedures: All messages will be emailed and/or left in yolass boxes.
Please be sure to check your box before classeas thay be important updates or information
to be sent home with the students. General pa@mimunication will be through email and
class letters. Teachers who wish to send lettges#lhome should first obtain approval by the
office. If you need to reach us during class yayrmo so by dialing ext. 300 directly from your
classroom phone. Announcements will also be postethe religious education section of our
website:www.stlouismiami.org

Dismissal: During dismissal time, parents should display teange authorization pick-up card
and sign their initials next to their child’s name the attendance log. If a parent does not have
their authorization card, please send them to BB Gffice where they will be asked to show ID
and authorization can be verified. Please do Hease any student to anybody under the age of
18, even if they are holding the orange card. Aftérminutes of dismissal, any remaining
students may be brought to the CCD office wheresighated adult will supervise them until
they are picked up. Please also bring the atteredoyg to the CCD office so that it may be
initialed when the student is picked up.

Dress Code: Please dress professionally. No shorts or badeiffsiin the classroom. We must
set the example of how to dress in Church.

Fingerprinting: All teachers, assistants and volunteers 18 yedtsand overMUST be
fingerprinted. As of July 2007, the Archdiocesgit@dil processing system must be used. Please
note that they will be conducting digital fingemrng here at St. Louis on Thursday, September
30" between 1:00 and 6:00 p.m. If you are unablecteedule an appointment on that day,
please register online atww.adom.sofn.nefor other places and times that it can be done.
There is no cost for you.

Hall Monitors: A volunteer who arrives 15 minutes before chapélmake sure that there are
no students walking or running around unsupervigefibre class begins. If you can, please
recruit a parent from your class to volunteer fos assignment and instruct them to come to the
office to get an ID.

Implement Clean Up: Designate one or two students each week on a ngtétasis to be
classroom helpers. All rooms have multi-use sagddeave tables, desks and chairs in the same
order you found them. Erase boards only if youdubem. Take special projects home. Turn
off lights and set air-conditioning units to 80.

Name Badges will be provided for teachers and assistancesnamst be worn during class time.
An occasional volunteer or parent must check ithatoffice for a Visitor's ID. An individual
may Vvisit the classroom only three times withoutmpteting the background check,
fingerprinting and Virtus training. Please notihe office if you recruit someone to help in your
classroom on a regular basis.



No food or Drink in Classroom: Even though you are very conscientious in cleangstains
remain and bugs are attracted to papers and crigfbosvernight in the trash. If there is
something special you are doing and plan to hawgedype of food or drink, please contact the
office ahead of time and we will arrange a locatomside your classroom.

Photocopy: If you need material copied for class, please tieeoffice 24 hours advance notice.
Many times we can provide copies with less notigedannot always guarantee delivery. No
one is authorized to operate machinery except theecstaff. Please call ahead of time if you
need a special book or additional equipment fascla

Punctuality: It is very important that you are here on timestpervise your class in chapel. If
you anticipate arriving late to class please callryassistant to be sure they will be able to cover
for you until you arrive and also notify the office

Report Abuse: If you suspect any type of abuse, whether it igspgial or mental, it must be
reported to Maria Teresa Lopez immediately. Evethére is very little or no evidence to
support your suspicion, do not hesitate to merniticas it is always better to be safe than sorry.

Shared Prayer: The Religious Education staff prays regularlydar students, teachers, all who
assist us and their entire families. Should youvehaspecial need or prayer request please don’t
hesitate to submit it to our office and we will gha include it: “Again, | tell you, if two of you
join voices on earth to pray for anything, it shiadl granted to you by my Father in Heaven.
Where two or three are gathered in my name, tharéia their midst.” (Matthew 18:19-20)

Supplies: Pencils, crayons, markers, glue, etc. are availablneeded from the CCD Volunteer
room. For your convenience, you may want to sefeat supplies at the beginning of the school
year and keep them stored in your classroom calftease let us know if you need any other
supplies.

Teacher Meetings & Workshops. are essential for fellowship, opportunities for reciitation,
and effective teaching. You will be notified of feeevents.

Volunteer Applications: The Archdiocese of Miami requires all teachers,istasts and
volunteers to successfully pass a national crimbedkground screening, participate in the
Virtus training program and sign a Code of Conduct.

Visitors: Parents are encouraged to take an active roldenreligious education of their
children. Visits to the chapel are always welcomedlassroom visits must be coordinated
through the Religious Education office and an IDsirie issued. Please do not allow parents or
visitors in the classroom unless they have a Migilo

Virtus Training: “Protecting God’s Children” is a national prograr fthe protection of
children from any form of child abuse and is regdiby the Archdiocese of Miami.

Adults: All volunteers 18 years old must attend the Vinwgrkshop. Please check the CCD
calendar or the Archdiocese websitewatw.virtusonline.orgfor a list of the Virtus training
dates.

Teens: Volunteers between the ages of 16 and 18 yeanwihlde encouraged to attend a Virtus
training prepared specifically for their age group.

Children: This year we are required to provide two (2) \Artlasses for the children on an age
appropriate level. Lessons are on-line.

STUDENTSMUST HAVE ADULT SUPERVISION AT ALL TIMES

NO EXCEPTIONS!



