
Policies and Procedures for Catechists 

 

PLANNING 
 

Before class/session starts: 

• Arrive AT LEAST 10 minutes before class so you can be prepared and greet your students. 

• Check your mail box just inside the Elementary Faith Formation Office. 

• Attendance sheet (and anything special you have requested) will be in your mail box. 

• Check the whiteboard above the boxes for last-minute announcements too! 

• Support resources including bibles, posters, and basic school supplies will be in your room, 

additional supplies are available in the AV room. 
 

Beginning of class/session: 

• Parents/guardians will drop the Pre-K students off at the classrooms. 

• Grades 1-5 will be dropped off in their classrooms unless otherwise noted. 

• Middle school youth will begin in St. Francis Hall. 

• Confirmation youth will begin in the Atrium.  

• During the first 5 minutes you are in your classroom, please greet your group and take attendance.  
 

Lesson Plans:  Good lesson plans should have several components. For Elementary and Pre-K,  

these should be planned out in advance in some form even though you might adapt as you go along or 

need to add/subtract based on time and discussion.  Writing/typing your plan in advance will help you 

make sure that you use a variety of instructional methods to reach the needs of your learners.  Remember 

to think about those that learn best by moving, seeing, speaking, listening, reading and creating as you 

plan and try to vary the ways you present information.  For Middle School and Confirmation, look at the 

lesson plan ahead of time and choose the activities that you think will work best for your class. 

  

To Think About:  

• How is this lesson going to help build a relationship with God for the child/youth? 

• What is the main question or objective of the lesson? 

• How will I introduce and review any new words/concepts or vocabulary words? 

• What might fit from the Sunday readings or Liturgical Season? 

• Is there a supplemental activity offered that might work well? 

• What stories do I know or experiences have I had that show the essential ideas of this lesson? 

• Is there anything I want to review from previous classes? 

 

Making Plans: 

• Check the calendar for the lesson, chapter, or topic that will be covered and any requested 

information from the Faith Formation staff to be included in your lesson.  (Sometimes there will 

be seasonal or special lessons or activities to incorporate into your lesson) 

• There will be a variety of online resources available for you to use.  Details on additional 

information for the grade level you work with will be given to you. 

 

Closing of class:  

• Before you dismiss your group, please be sure to have prayer time, hand out any information 

needed, and remind your group about the next class date.  Please do NOT dismiss the group 

until the end of class time! 
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PROCEDURES 
 

These procedures are for the safety and well-being of our young people and catechists.  Please follow 

them carefully to help maintain safety, supervision, and sanity! 

 

Attendance: Please take attendance on the provided form as the young people arrive.  This serves as 

a greeting and saves time.  Attendance forms should be left in your mailbox in the faith formation office 

at the end of each class.  PLEASE do not take attendance forms home with you.   

 

Supplies:  Basic supplies will be provided in each room for writing and basic art ideas.  When 

applicable, young people will be provided with a student book.  Other art supplies, including construction 

paper, tag board, and various craft supplies are available in the AV Room.  The closet in the Faith 

Formation office holds extra supplies such as pens, pencils, glue, tape, scissors, etc.  If you need more 

supplies for your classroom, we can get them for you or you can help yourself.  If you would like to use 

outside books or videos/DVDs, please check with Faith Formation staff for prior approval. 

 

Room Responsibilities: During the Faith Formation year, your room belongs to you and your 

group and many other groups during the week.  You are expected to make sure that your young people 

clean up the space and return everything to its place each time.  For your own benefit, please ask your 

group to help clean up! This includes vacuuming and washing the tables if needed as well as shelving 

supplies.  There are carpet sweepers and electric vacuums in the AV Closet. You are also encouraged to 

hang up artwork or projects that your group has completed in your classroom or in the hallway. 

You’re invited to decorate your room and to make the space warm, inviting, and child-centered.   You 

can use supplies from the AV Room.  Be creative with your use of the tables and chairs. To help 

emphasize that we are not stressing a school model, you may want to have the group sit on the floor or sit 

in a circle of chairs and leave the tables against the walls for use during projects and writing.  

 

Question Jar: You will find a “Question Jar” on top of the mailboxes in the faith formation office.  

This is a way to encourage children and youth to be asking any questions they may think of during class 

and to take some pressure off our volunteers!  If a question comes up during your class time that you are 

not comfortable answering or you would like to hear a better answer than what you are prepared to give, 

have the student write that question on a slip of paper and put it in the question jar.  The next time we 

have class, we will either give you a written response from one of the faith formation staff or clergy or 

someone will come to your class to answer question.  

 

Bathroom Use: Bathroom use may be necessary during class, but try to minimize the distraction to 

your group by requesting that the young people go before they arrive and/or wait until after your main 

lesson has been completed.  For younger grades, it’s sometimes easiest to take the entire class to the 

bathroom, to avoid several interruptions.  If a child needs to use the bathroom outside of a bathroom 

break, please remind him/her to be quiet in the halls and common areas and to wash his/her hands.  

ALWAYS send two students for safety in PreK-5th.  Even if one does not need to go, there should always 

be two together. 
 

Cell Phones: We understand that many of our young people bring cell phones to class, and that this 

is a part of life.  However, we also feel that phones are a distraction for all of us, and that we need to free 

of distractions during class.  At the beginning of class, please collect any phones in the center of the 

table in the “cell phone basket.”  Set an example for the students by being the first one to put your 
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phone in the basket!  Phones should remain in the basket until the dismissal bell.   This is a hard 

and fast rule, no exceptions. 
 

Communication: Our primary form of communication with catechists and families will be email. 

There will occasionally be notes and updates in your mailbox or on the white board above.  If you want to 

send an email or note home to your group, please ok it with the Faith Formation Coordinator in advance.  

This will insure consistency and that you have the support of the staff for anything you send home in case 

there are parent questions or concerns.  

 

Discipline: The Church of St. Gerard believes in the importance of the fact that the root word of 

discipline is disciple (follower).  Each of us is called to be Christ’s follower.  Each of us must 

make good choices about our actions and how we treat others.  We want our events and programs to be 

peaceful, safe, respectful and fun for all and all of us have a responsibility for making this 

happen.   

 

Please follow these General Guidelines for Discipline: 
• For the most part parents or the Catechist in charge should help their child/ren maintain 

good self-discipline.  

• If there is a young person unable to maintain self-discipline (especially after reminding 

them of the correct behavior) the student can be sent to the Faith Formation office for a break. 

• During large group presentations, all catechists should watch out for the safety and well-

being of our young people and stop any unsafe activities immediately or report any lesser 

problems to the person in charge or parent. 

• When reminding young people of correct behavior, please be as positive as possible, remind 

them of discipleship, and do not use aggressive or threatening tones or words. 

• Never use physical force to correct behavior. 

• Young people should never be left unsupervised, especially during a problem behavior 

situation.  Please send other young people or another volunteer for help if needed. 

 

Here is a general policy: 

• 1st Warning:   Small group leader will speak to the child/youth one on one and address the 

issue. 

• 2nd Warning:  Small group leader will send youth to Faith Formation office to take a break. 

• 3rd Warning:  Small group leader will ask the Faith Formation Coordinator to discuss the 

situation with the child/youth and will contact the parent to determine if he/she can return to 

small group. 
 

Emergencies: Please stay calm, stay with your group and use common sense in any emergency. 
 

 Medical:  If a medical emergency happens in your room, immediately send 

 for help and assist as your own first aid training allows.  First Aid kits are available in each  

 room. Please do not touch any bodily fluids. If the medical problem is serious, call 911.  

Fire:  Follow posted Fire Escape Routes.  Stay with your group and take your attendance sheet 

with you so that we know who is present.  Once you are in a safe location, take attendance and  

notify the Director of Faith Formation/other Formation Staff or the Fire Department if anyone is 

missing.  Young people should NOT remain in the room to close windows, etc. 

 Other:   Should there be an intruder, water leak, severe weather or any other kind of emergency,  

you should keep all group members in the room with the door closed until you are notified by a 

parish staff member or emergency personnel to leave/move locations.   
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Accident Reporting: Even minor accidents should be reported to Faith Formation staff.  Bumped 

heads, cuts, scrapes, falls, etc. could turn out to be more serious than they first appear and for safety and 

liability, they need to be reported.  Faith Formation staff and the Director are on hand to assist with any 

emergency accidents requiring medical help. Once the situation is dealt with, an Accident Report will be 

filled out by the adult who witnessed the accident or was immediately responsible for assistance.  

Accident Forms are available in the office. 
 

Safe Child Concerns:  As a catechist working directly with children, you are responsible for 

following all Archdiocesan and parish expectations for the safety of our young people.  Sometimes, you 

may find that our young people will confide in you and you may be told home information concerning 

possible abusive situations.  You and the Faith Formation staff are mandatory reporters and must take 

proper steps to address any child safety issues.  It is very important that you report any concerns to us as 

soon as possible so that we may take appropriate steps to notify authorities who will investigate the 

situation as needed.  If in doubt, please speak to us and we will help you judge the situation so that our 

children may get assistance when needed.  
 

Severe Weather: Living in Minnesota, winter severe weather is to be expected!  In general, since 

most families live in the immediate neighborhood, programs will be held in spite of snow and cold.  

When the conditions are severe enough that we must cancel due to safety concerns on a weekday, please 

pay attention to the media and if Anoka/Hennepin School District 11 is CLOSED or CLOSING for 

afterschool activities, we will be closed for programs that day.  Cancellations will also be posted on the 

parish website and on the St. Gerard Facebook page. On Sundays, you will need to use common sense 

about travel conditions.  You can also check the WCCO or KARE websites for a St. Gerard 

announcement. 
 

Special Needs: Many Catholic Church documents support the inclusion of young people with 

special needs into as much of the regular process of faith formation as possible.  In respecting the dignity 

of all people, we do include and support special needs learners in our classes.  As part of this, we use the 

parents as experts on their child, adapt curriculum and class placement as needed, and include aides for 

that child when necessary.  Catechists will be informed in advance of any special needs of which we are 

aware. If after the first few classes, you feel that you are not equipped to accommodate the student with 

special needs, please contact a member of faith formation staff to arrange a meeting with the parent, staff 

member, and yourself to assess the situation. We will provide information and planning assistance to help 

the catechist teach special needs learners.  We will also assist with on-going evaluation of how the child is 

doing in the group and provide alternative support or arrangements when needed.  Please remember that 

any information is to be kept confidential.  If other children in the group seem to have concerns or 

questions regarding the child, please let the Faith Formation staff know so that we can help with 

addressing the issues.  Many times, adaptations that work well for special needs learners actually work 

very well with the whole group (i.e. hands-on learning or a special quiet time) so if possible, the whole 

group should be doing the same thing.  Compassion and understanding are key words in this process and 

we appreciate your assistance with this. 

 

Food in the Classroom: As a general rule, we ask you do not bring snacks/treats into class. Food 

can be a distraction to the lesson, and there are several children/youth in our program with food allergies. 

However, if you would like to bring treats the class before Christmas break or the final class of the year, 

you are welcome to do so. If you plan to bring in treats, please be aware of any food allergies in your 

class. Please check the food label on any treats you bring in. We have a strict no nut policy in all of our 

faith formation programs.  

 

 



Policies and Procedures for Catechists 

 

Dismissal: Parents will be asked to wait until the end of the session to take their child/youth with 

them.  If a parent needs to take their child early, please have them get in touch with a member of faith 

formation staff. Do not allow anyone to take a child anywhere unless it is previously arranged as part 

of the activity or you have confirmed that it is the proper person to take the young person somewhere. If 

someone other than the parent is to pick up the child, the parent should notify a faith formation staff 

member. Please wait for the Dismissal time to end class—do not end early! 

 

Some things to keep in mind: 
 

Preparation: It’s important that you are prepared for each class.  We think you’ll find that your 

time with the children/youth in your group is much more enjoyable and successful when you’re prepared. 

This includes lesson planning as well as reading any materials, emails, or notices we may send to you. It 

will also be helpful to keep up with news from St. Gerard’s Bulletin so you can include things in your 

class discussions, reflect on the readings for the upcoming Sunday, bring items you might want to share, 

etc.  It also means taking a few minutes for yourself before class to help you feel ready and in touch with 

God. 
 

 

Prayer: At the most basic level, prayer is talking to God.  Since the whole goal of faith formation is 

ultimately to be with God, prayer is perhaps one of the most important things that we do each session.  

Many times we will begin classes/sessions with large group prayer.  The times we don’t, please pray with 

your group at the beginning and end of your time with them.  Have a routine so that the young people 

know what to expect.  There are many different ways to pray, including words, movement, drawing, 

meditation.  Be creative! 

 
 

Parents: The Church reminds us often that “parents are the primary educators of their children.”  

We encourage parents to be engaged in their child’s faith formation!  Parents can also give us insights 

into what works best with their child, what is going on for a child with problems, etc.  If parents give you 

information regarding their child, please be attentive to it. Keep in mind that as a catechist, you are called 

to respect the confidentiality of any information a parent or the faith formation staff may share with you 

regarding children/families. Parents with questions or concerns may be directed to faith formation staff so 

that you may give all your attention to your group.   
 
 


