Nuts and Bolts I: Professional Development for Catechetical Leaders
Agenda
August 6th, 2020

Opening prayer: Lectio Divina on Matthew 8:23-27
Introductions and welcome
The vision, mission and values of the Diocese of Green Bay
Discover, Follow, Worship and Share Jesus
What does this have to do with RE & YM? In our diocese everything we do must tie in to
discover Jesus, follow Jesus, worship Jesus and share Jesus.
Social Distancing Guidelines for fall 2020
Some possible options of how to do RE & YM this fall due to COVID
Does anyone have questions or concerns about your job descriptions?
Quick look through the handouts:
o Putting together a RE Handbook
o Sample RE Handbook (Nativity Parish)
o Sample catechist agreement
o Sample registration form
o Digital options for online registration
o Welcome to Gabriel
o Sample Parent/Student agreement
o Sample RE calendars
o Helpful month-by-month checklist
o FCC (Foundational Catechetical Certification)
o www.GBresources.org
o Top of the Hill Administrators
o Recruiting volunteers
o Safe Environment
o Home school guidelines
o ProCLAYM 2020-21
o Suggested reading
Any last questions?
Future Nuts and Bolts dates (times and locations may change due to COVID) :
o TUESDAY September 8th, 2020 9:00AM – 11:15AM, Bona Hall
o Thursday November 12th, 2020 9:00AM – 11:15AM, Bona Hall
o Thursday March 25th, 2021 9:00AM – 11:15AM, Bona Hall
Closing prayer

August 2020 Diocese of Green Bay: Office of Child & Youth Faith Formation

PUTTING TOGETHER
A RELIGIOUS EDUCATION HANDBOOK

TYPES OF INFORMATION TO INCLUDE:










Name(s) of Administrator(s) and support staff and how to contact them.
List office hours.
Mission statement and Goals of the program.
Schedule/calendar of the year.
Expectations of the catechists and in-service opportunities.
Expectation handbookof the involvement of parents.
Role of the Board of Education or Faith Formation (include names if possible).
Specific information about the sacrament programs.
Specific Issues/expectations, policies and guideline in regard to:
o Protecting God’s Children
o Tuition and other fees
o Discipline
o How to excuse an absence/release a child from class
o Make-up work
o Supervision before and after class
o Withdrawal from the program
o Special health concerns

THINGS TO REMEMBER:
 A handbook is considered a contractual agreement; should include a page for parents, catechists
and participants to sign.
 A handbook “tells” a lot about the program and the parish, so keep it informational, but friendly
in tone.
 Be sure to have someone proofread your material; make it colorful and attractive with good
quality print used.
 Consider sending out your handbook to the whole parish community (bulk mail)
 In-service volunteers and families on the handbook so they are familiar with what is contained
in it and are in agreement with your policies and procedures.

Program development begins with a clear, comprehensive mission statement that embodies your vision
and understanding of catechesis. Such a mission statement must be rooted in the documents that
summarize the Church’s catechetical tradition.

HANDBOOK

Discipleship Formation

INSIDE
ATTENDANCE
Regular attendance, what it means
and why it is important for our
discipleship journey.

EMERGENCIES
We do our best to prepare our
leaders and students in the case of
an emergency. See how on page 3.

SAFE ENVIRONMENT
We want to be a safe space for
your children to encounter Jesus.

WELCOME!
LEARNING TO FOLLOW JESUS IS A LIFELONG ADVENTURE.
Our K-12 students do this through many opportunities, but primarily through our
school-year grade-level learning. Led by other members of the parish, our young
people learn about Jesus and the church through prayer, projects, learning tools,
song, video and so much more in their weekly sessions. Additional opportunities
include church practices like reconciliation, Stations of the Cross, celebration of
church feasts, and intergenerational nights.
Nativity is also pleased to begin offering online Family Faith Nights beginning in 2019.
This tool will be online video based with opportunities for families to gather and
share about how they are growing in their faith journey.

ATTENDANCE
To report an absence, please call 499-6012. If you call during
regular office hours (8 am – 4 pm), we will record the absence. If
you call after office hours please leave a detailed message on
the Voicemail, in order for everyone (staff and parents) to have
the peace of mind knowing their child(ren) are safe. The
discipleship formation staff will not make absence calls unless
otherwise noted on the registration form.
To have a child released from class early, the child needs to
bring in a signed note from their parent stating the time and
reason for release. This should be handed into the catechist and
will then be recorded for safety purposes in the Ministry Center.
Policy of Absenteeism and Make-Up Work
Each time a youth is absent, they are missing important
information that may not be repeated that year. We understand
that sickness, conferences and other events get in the way of
faith formation, but we encourage you to make faith formation
a priority. If your child(ren) are absent three times or more
throughout the year, make up work will be assigned to the
youth that will need to be taken home and completed.

INCLEMENT WEATHER
When weather conditions are hazardous on a school day,
Nativity Parish Faith Formation Department will follow the lead
of the Ashwaubenon Public School District. When the
Ashwaubenon Public Schools are cancelled for the day, there
will be NO Faith Formation that night. If the weather becomes
hazardous mid-day, a public announcement will be made in
regards to the cancellation of Faith Formation. Please watch
email and social media for up-to-date information or tune into
your local news channels. Sunday morning classes will not be
cancelled, due to the fact that they take place during the 10:15
am Mass.

CARRY-INS
We are committed to
modeling Jesus in all our
actions and relationships.

Discover,
Follow,
Worship and
Share Jesus.

COMMUNICATION DEVICES
The only time students are permitted to use their
communication devices are when the catechist asks
them to use them for educational purposes. We ask
that parents do not request their students
communicate with them during classes (Ie: “Let me
know when you are halfway through class.”)
WEAPONS POLICY
Firearms, weapons and other dangerous objects are
not permitted in any parish building. Exemptions to
this policy are granted to law enforcement officers.
Any instrument or device of any sort that is actually
used in such a manner that it may inflict death or
serious injury to another, establishes the object as a
weapon. Weapons include, but are not limited to, any
form of knife, firearm, or device such as clubs or brass
knuckles that may inflict injury.
DRUG AND ALCOHOL POLICY
Any student registered in the Discipleship Formation
program found in possession of, or under the influence
of intoxicating or mood altering drugs, not prescribed
by a physician, or in possession of drug related
paraphernalia at any parish sponsored event shall be
subject to the following: (See Diocesan Board Policy
#5141)

EMERGENCY PLAN
The emergency plan is posted in each room for fires or tornado warnings, and should be checked by each catechist. A red
envelope will be provided with the same information. In case of an emergency, catechists and students should exit the building
or move to safer areas according to the posted directions. In the event of a lock down, you will hear the phrase, “THE BISHOP
IS IN THE BUILDING.” Please lock your doors. Turn off the lights, clear the table, push in the chairs, and gather into a space
where you can’t be seen. Please re-take attendance at this time. If you are missing any youth, please use your cell phone and
call the office at 499-6012.

CLASSROOM MANAGEMENT
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All classes follow a consistent classroom management policy. 1
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from
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disruptive the following procedure will be implemented.

Removal
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SAFE ENVIRONMENT
Nativity of Our Lord Parish Faith Formation Program, as part of the Diocese of Green Bay, abides by the policies and regulations
of the Diocesan Board of Education. Not all of the diocesan policies are duplicated in this handbook. A copy of the diocesan
board policies can be found at http://www.gbdioc.org/education-portal/board-of-education/policies.html. The following
diocesan policies are listed here because of their serious nature.
PROTECTING GOD’S CHILDREN – VIRTUS TRAINING AND BACKGROUND CHECKS
The Bishops’s Charter for the Protection of Children and Young People, Article 12 & 13 state: “Dioceses will establish ‘safe
environment’ programs, and evaluate the background of all diocesan and parish personnel who have regular contact with
minors.” The Diocese of Green Bay has determined the following persons are covered by this charter and will participate in a
Protecting God’s Children Adult Awareness Session:
All employee, volunteer or person
who has contact with children/youth/individuals at risk and encounters said person(s) more than four (4) times in a program
year and/or acts as a chaperone on an overnight event and/or is the sole adult driver in a vehicle transporting said person(s)
and/or spends an average of one (1) or more hour(s) a week in any given four (4) week period with said person(s) and/or is
not under the direct/immediate supervision of a parish/educational/catechetical employee.
After the training session, all volunteers are required to complete an electronic volunteer application for the Diocese of Green
Bay. One aspect of the application process involves a background check. All volunteers, 18 years of age and older, are required
to fulfill these requirements.
HARASSMENT POLICY
It is the policy of the educational programs governed by the Diocesan Board of Education to maintain a learning and working
environment that is free from any type of harassment. No employee, volunteer, or student associated with these programs
shall be subject to any type of harassment. It shall be a violation of this policy for any employee, volunteer or student to harass
another employee, volunteer or student. Each administrator shall be responsible for promoting understanding and acceptance
of, and assuring compliance with local, state and federal laws and board policy and procedures governing harassment within
the educational/catechetical program or office. Violations of this policy or procedure will be cause for disciplinary action.
REPORTING CHILD ABUSE AND NEGLECT
Since parish, school and faith formation personnel are in a unique position to observe and identify potential cases of abused
and/or neglected children, responsible action by school and faith formation personnel and catechists can be achieved through
recognition and understanding of the problem, knowing the reporting procedures and acting accordingly as specified by state
law. Administrators are required to follow the requirements of civil law and the guidelines as set by the Department of
Education. Such guidelines should make staff personnel aware that by state statute they are immune from civil and/or criminal
liability when reporting suspected child abuse cases. Failure to report may result in legal action which may include a fine,
imprisonment or both. Please feel free to consult with the Servant Leader/Coordinator of Faith Formation to help aid you in
this process.

HOUSEHOLD DISCIPLESHIP COVENANT
Under the leadership of Pope Francis, Bishop Ricken, and our Pastor Father Mike
Ingold, Nativity Parish is on a quest to develop Missionary Disciples who are
ready to go out into the world spreading Jesus’ Good News. To do so we must
first deepen our personal relationships with Jesus Christ, learn about His Church,
and strengthen our families.
Through our baptism we are each responsible to the command Jesus gave his apostles in Matthew’s Gospel:

“GO THEREFORE, AND MAKE DISCIPLES OF ALL NATIONS, BAPTIZING THEM IN THE NAME OF THE
FATHER, AND OF THE SON, AND OF THE HOLY SPIRIT, TEACHING THEM TO OBSERVE ALL THAT I HAVE
COMMANDED YOU. AND BEHOLD, I AM WITH YOU ALWAYS, UNTIL THE END OF AGES.” (MATTHEW
28:19-20)

THE CHURCH HAS GIVEN US FIVE SIMPLE STEPS:
Attend Mass on Sundays and Holy Days of Obligation, doing no unnecessary work on those days.

1

We are strengthened and nourished by Christ in the Mass. By taking the time to enter into prayerful
dialogue with God, we can better understand the plan that God has for each of us and our family as disciples.

Confess sins at least once a year.

2

Through both the Sacrament of Reconciliation and living the life of forgiveness
(both seeking forgiveness and granting forgiveness), we not only strengthen our
relationship with our Lord, but also help grow the Kingdom of God here on earth.

Receive Holy Communion frequently and at least during the Easter season.

3

In Holy Communion we are fed as we receive Jesus’ Body and Blood, Soul, and Divinity. We are
nourished, strengthened and grow in our love of God and His Holy Church

Observe the prescribed days of fasting and abstinence.

4

In these small worldly sacrifices, we draw closer to our Lord and his suffering. We also grow in love for our
brothers and sisters whose suffering we may or may not be aware of.

Provide for the material needs of the Church - its buildings, its structure and most importantly,
its people - according to one’s abilities.

5

While we do have a financial obligation to support the workings of the Church, we
should be willing to do more by sharing our time and talents with the Church – not
only to help maintain the Church but also help bring others into the Body of Christ.

HERE IS WHAT
THOSE STEPS
LOOK LIKE
HERE AT
NATIVITY:

1. ATTEND MASS
Parents:
†
†

Attend Mass regularly with your children, so that your whole family may be nourished by
God’s Word and Eucharist (age applicable).
Discussing the weekly Mass experience as a family. Fill out the required weekly Mass
worksheet - share insights to the readings, talk over what words touched your heart that
day in the readings and/or homily, etc.

Students:
†

Regularly attend Mass and complete at least one required Mass worksheet/month.
Grades 1-5, one sheet per family, Grades 6-11, one sheet per student

Nativity Staff and Volunteers:
†

Attend Mass and pray for and with you regularly.

2. CONFESS SINS
Parents:
†

Be a faith role model, for you children and realizing that as parents, you are in charge of your domestic church (home) and
are recognized as your child/children’s primary faith former. This includes confession and the willingness to apologize to your
children and spouse, modeling humility.

Students:
†

Attend reconciliation at least twice a year.

Nativity Staff and Volunteers:
†

Be humble and authentic witnesses to God’s forgiveness and mercy.

3. RECEIVE HOLY COMMUNION FREQUENTLY
Parents, Students, Nativity Staff and Volunteers:
†

Knowing that in the Eucharist we become Jesus’ hands and feet, we will be role models in faith both here at Nativity and
throughout the community.

4. FAST AND ABSTAIN
Parents:
†

Abstain from time-sucking activities and use that time to pray with and for your children.

Students:
†

Abstain from hurting others: treat all others with courtesy, compassion, respect, and love, knowing that each one of us is a
holy child of God, created in his image and likeness.

Nativity Staff and Volunteers:
†

Be role models in faith both here at Nativity and throughout the community, fasting from things that distract from God and
feasting upon a healthy prayer life.

5. SUPPORT THE WORK OF THE GOSPEL
Parents:
†
†

Spend time each week with your child reading through material from their discipleship formation sessions, discussing any
questions assigned/provided, and in prayer.
Share your Time, Talent, and Treasures in the parish and community.

Students:
†

Come to each class prepared, ready to participate, cooperate and prayerfully deepen your relationship with Jesus Christ and
learn more about our Holy Catholic Church.

Nativity Staff and Volunteers:
†
†

Give generously of our time, energy and witness to share Jesus’ love with all of our students and parents.
Provided resources and support to help your family grow in faith.

NOTES

CONTACT US
Discipleship Formation Staff
Mary Carter, Director of Discipleship Formation
Amberly Boerschinger, Coordinator of Discipleship
Formation and Communications
Heidi Stubb, Church Time Coordinator
Barb Torreano, Tuesday Coordinator
www.nativitydisciples.org/parentresources

Find us Online!
Phone : 920.499.6012
Email: maryc@nativitydisciples.org
Website: www.nativitydisciples.org
Nativity of Our Lord Parish
nativitydisciples

Snow Day
Makeup

Ash
Wednesday

CALENDAR KEY

Classes

Catechist Formation

VIRTUS Volunteer
Training (Reg. required)

First
Reconciliation/First
Eucharist

Confirmation Retreat
or Sacrament

Confirmation Class

Evenings with Classes
AND Adult

Agreement for Catechist  [SAMPLE ONLY – adapt for your parish] [PARISH] –
RELIGIOUS EDUCATION PROGRAM
CATECHIST AGREEMENT for  [academic year]
This agreement between  (Parish Name) Religious Education Catechists and (Parish Name) Religious Education
program, (city) , shall be binding for a single school year, beginning with the Catechist In-Service on  date), and
ending on (date), renewable upon consent of both the Catechist and the RE Administrator. This agreement may
be canceled by either party upon thirty days written notice.
Professional Requirements: Catechists of religion shall agree to the following education requirements:
1.
2.
3.
4.
5.
6.
7.

Complete the Diocese of Green Bay Background Questionnaire and Authorization Form
Have a Background Check and attend a VIRTUS Training Session at various location, put on by the Diocese
Take one ten hour course per year as directed by the the Diocesan Religion Certification for Foundational
Catechetical Certification and Ongoing Formation Certification. For information go to www.gbdioc.org/fcc
Attend Catechist In-Services of this religious education program
Assist at Parent Meetings for Sacramental Programs as appropriate
Attend Sacrament preparation and celebrations as appropriate
Be familiar with our parish Student/Parent Handbook and Catechist Directives and sign that you have read
and agree to the policies of the religious education program.

Teaching Requirements: Catechists are expected to be available 15-20 minutes prior to a class period. The
ordinary duties of a Catechist shall be interpreted to include the following:
A.
B.
C.
D.
E.
F.
G.
H.

Check mailboxes upon arrival for any information or last-minute changes.
Be responsible for creating a Christian atmosphere through attitude and example.
Prepare for each lesson by creating or executing the given lesson plans
Evaluate the students’ performance through semester report cards.
Submit the weekly requisition form for teaching materials and visual aid equipment.
Inform the Coordinator/Director at the earliest date you will need a substitute teacher
Carry out gentle but firm discipline of students in accordance with the parish policies. Refer to
Parent/Student Handbook for specifics.
Responsibly share tasks for maintaining classroom appearance and housekeeping. Leave the classroom in
good condition for the next Catechist to use the room.

-------------------------------------------------------------------------------------I, 

, by signing below, I agree to the above terms. Furthermore, I agree to
live the Catholic faith to the best of my abilities, living out the love of Christ and His Church in following
Church teaching. I agree to grow in knowledge of my faith so that I can best teach the true fullness of the
Catholic faith in truth and love in accordance with the Magisterium.

Catechist’s Name (print) _______________________________________________________________
Address: __________________________________________ Phone ___________________________
Catechist’s Signature _______________________________________ Date _______________________
RE Administrator’s Signature __________________________________ Date _________________

Some (not all) Options for Online
Registration/Payment for Religious Education
We Share/LPI: http://www.4lpi.com/solutions/church-online-giving/

Coursestorm: https://www.coursestorm.com/

E-Catholic: https://ecatholic.com/

Wufoo:
https://www.wufoo.com/home/?utm_bu=wufoo&utm_campaign=20_
Wufoo_WF_BR_US_EN_Core_Exact_X&utm_content=WF_BR_US_EN_C
ore_X&utm_medium=c&utm_source=bing&utm_term=wufoo&utm_kxc
onfid=s4bvpi0ju&msclkid=b39dd3f55b79191309c28cf35052d89e

Google Forms: https://www.google.com/forms/about/

Registration [SAMPLE ONLY]

Parish ID: __________

8.5 X 14 (legal-size) paper

(Office use only)

[Name of Parish]
Faith Formation Registration Form [Academic Year]

FAMILY NAME: _____________________________________________________________________________________
ADDRESS: ________________________________________________________________

ZIP: ________________

HOME PHONE NO: ___________________________________________

FATHER/GUARDIAN’S NAME: __________________________________________________________________________
ADDRESS: ________________________________________________________________

ZIP: ________________

Religion: ______________________________________

Marital Status: _________________________________

Occupation: ___________________________________

Work Phone: __________________________________

Email: ________________________________________

Cell Phone: ____________________________________

MOTHER/GUARDIAN’S MAIDEN NAME: __________________________________________________________________
(MAIDEN NAME)
(FIRST)
ADDRESS: ________________________________________________________________

ZIP: ________________

Religion: ______________________________________

Marital Status: _________________________________

Occupation: ___________________________________

Work Phone: __________________________________

Email: ________________________________________

Cell Phone: ____________________________________

INFORMATION SHOULD BE SENT TO:

Father

Mother

Both

Other: ___________________________________

Email address to be used for newsletters, reminders, class cancellations/updates (required):
______________________________________________________

Child’s full name

Male
or
Female

Grade

Date of Birth

Baptism
Date & Place if not St
John’s

First
Eucharist
Yes/No

School(s) your child(ren) attend: ______________________________________________________________________
(Page 1 of 2)

Emergency contact: _________________________________________________

Phone: ____________________

If emergency treatment is required, and the parents/guardians cannot be reached immediately, your signature in the space
provided below empowers parish authorities to exercise their own judgment to transport your child to a hospital emergency room.
This is a general authorization and is not sufficient for the release of confidential information protected by Federal Law.

Parent’s signature: _________________________________________________

Date: _____________________

Do/does your child(ren) have any learning, physical or developmental challenges? If so, please list specific information
about those special needs.
Name(s): __________________________________________________________________________________________
Nature of disability: __________________________________________________________________________________

Name of any children who have allergies AND type of allergy:
Name: _________________________________________________________

Type: ___________________________

Name of any children who are on medication AND type of medication:
Name: ________________________________________________________

Type: ________________________

Media Release: Do we have your permission to take your child/children’s picture during the year for display in the
hallway, bulletin, website, etc. of different activities that they are involved in? _____ Yes _____ No
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
Please check the area(s) your family would like to VOLUNTEER in to help the Faith Formation Program (tuition for
children of catechists is waived):
_____ Catechist
_____ Classroom Aide (Grade preferred: ________ )
_____ Substitute Catechist
_____ Hall Monitor (collect attendance charts and supervise hallways during class)
_____ General Volunteer on Wednesday nights (help w/ art projects, Xeroxing, etc.)
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
[NAME OF PARISH] TUITION PAYMENT PLAN
Fees:

One Student - $?.00
Two Students - $?.00
Three (or more) students - $?.00
nd
***2 Grade students will be charged an additional $?.00 sacrament fee***
***Homeschooled students will be charged $65/student (in parish) or $?/student (out of parish)***

Please make your check or money order payable to [NAME OF PARISH]. Tuition payments may be made in several
ways. Please indicate your choice below.
_____ Full Tuition payment due at registration
$ ______________________
_____ Monthly payments of:

$ ______________________

_____ First Half Tuition payment due at registration $ ______________________
***Second Half Tuition Payment due February 1, 2017***
If any of these fees create a financial burden, please contact the RE Office at [phone number]. Payment plans and
tuition assistance are available. No one shall be denied a Catholic Christian Education based solely on his/her ability to
pay tuition. All children must be registered PRIOR to attending classes. Thank you!

Parent Signature: ______________________________________________________
(Page 2 of 2)

Date: ___________________

Catechetical Leaders:
Welcome to Gabriel
Gabriel Software is an online parish information and communication management
system. The Diocese of Green Bay partners with Gabriel Software to provide its parishes
this tool to help support their vision and mission of leading all people to the Kingdom of
God.
How to Take Advantage of Gabriel Software for Religious Education:
• Check with the parish business manager (or designate) and RE staff to confirm the
parish is using Gabriel for parish membership data and find out whether the parish
is already using it to manage RE records.
o Grade levels
o Class rosters
o Attendance records
o Promotion to next grade/Sacrament Prep
o Coming Soon: Online registration & payment
• Make use of the tutorials provided by Gabriel to become familiar with its features
and usefulness. There are currently 14 tutorials available for Religious Education
uses of Gabriel:
https://gabrielsoft.freshdesk.com/en/support/home
• Contact others in the RE field in our Diocese who have been using Gabriel for their
record management. Ask questions, get advice and guidance on best practices.
Learn from their successes.
o Gabriel ‘super-user’: [Name; Parish; Location; Contact Info]
o Gabriel ‘super-user’: [Name; Parish; Location; Contact Info]
• Use the Diocesan’s webpage for Gabriel users to see others’ comments,
advice and specific updates/fixes.
parish.freshdesk.com/support/home

[SAMPLE ONLY] Parental/Student

Agreement Form: [Academic Year]

I have read the (PARISH NAME) Faith Formation Parent/Student Handbook for [YEAR], and I am familiar with
its contents. I agree to abide by its practices and policies.
______________________________________________
Parent’s Name (please print)
______________________________________________
Parent’s Signature
I understand the information that is in the [PARISH NAME] Faith Formation Parent/Student Handbook for
[YEAR], and I am familiar with its contents. I agree to abide by its practices and policies. (All children from your
family that are in the F.F. program must sign.)
_____________________________Grade____________
Student’s Name (please print)

_________________________________Grade_______
Student’s Name (please print)

_________________________________________
Student’s Signature

_______________________________________
Student’s Signature

_____________________________Grade____________
Student’s Name (please print)

_________________________________Grade______
Student’s Name (please print)

_________________________________________
Student’s Signature

_______________________________________
Student’s Signature

[SAMPLE ONLY] Parental/Student

Agreement Form: [Academic Year]

I have read the (PARISH NAME) Faith Formation Parent/Student Handbook for [YEAR], and I am familiar with
its contents. I agree to abide by its practices and policies.
______________________________________________
Parent’s Name (please print)
______________________________________________
Parent’s Signature
I understand the information that is in the [PARISH NAME] Faith Formation Parent/Student Handbook for
[YEAR], and I am familiar with its contents. I agree to abide by its practices and policies. (All children from your
family that are in the F.F. program must sign.)
_____________________________Grade____________
Student’s Name (please print)

_________________________________Grade_______
Student’s Name (please print)

_________________________________________
Student’s Signature

_______________________________________
Student’s Signature

_____________________________Grade____________
Student’s Name (please print)

_________________________________Grade______
Student’s Name (please print)

_________________________________________
Student’s Signature

_______________________________________
Student’s Signature

Sample Calendar Styles

Month-by-Month
General Checklist for Catechetical
Leaders/Youth Ministers
AUGUST (Cont’d.)
AUGUST:
Faith Formation:
 Review Diocesan/Parish policies,
especially regarding Religious Education,
Youth Ministry
o Registration, Tuition
o Attendance, Discipline
o Safety, Inclement Weather
o Photo release
 Use online tutorials to review potential
and usage of the Gabriel app for
enrollment and management tasks.
 Develop/Update Handbook and cover
letter for families, catechists
 Finalize the calendar with all catechist,
student and family classes/events
 Check in with neighboring parishes for
possible collaboration on events/sharing
of resources
 Acquaint yourself with budget
 Begin class lists based on registration,
room assignments
 Review/update Emergency Plan
 Order Compass in the Classroom
 Review/update ministry descriptions for
catechists, volunteers. Evaluate
catechists, recruit new where needed.
 Check textbook, materials inventory;
order where needed
 Establish/maintain online presence on
parish website, social media.

 Check technology in the classrooms and
gathering space.
 Establish good working relationship with
school leadership
 Establish good working relationship with
parish staff
 Prepare for Catechetical Sunday in
September
 Lesson Planning
 Confirm you are receiving the Diocesan
Updates and communications from the
Office of Families & Schools via Constant
Contact

Youth Ministry:
 Obtain, read and share Renewing the
Vision
 Recruit & train volunteer team
 Finalize calendar
 Acquaint yourself with budget
 Plan kick-off event
 Find out about Diocesan, National
Events (GBYC, Love Begins Here,
Steubenville Trips, etc)
 Familiarize yourself with Diocesan
policies/guidelines regarding
chaperones/trips and start recruiting
chaperones
 Check Diocesan policies about social
media and begin/update/maintain YM
info on parish’s social media pages
 Review Diocesan policies on Safe
Environment; incorporate into all
planning

General Checklist for Catechetical Leaders
SEPTEMBER:
Faith Formation:
 Prepare report for pastor, parish
council, education committee, etc.
o Registration figures
o Copy of Handbook(s)
o Budget update
o List of volunteers
o Faith Formation calendar
o Safe Enviornment
 Catechist Training/Orientation
 Catechetical Sunday Observance
 Parent Orientation Night
 Continue to recruit/train volunteers,
substitute catechists
 Think Safety
o Fire drill procedures, route maps
o First Aid kits readily available?
o Intruder prevention/procedure
 Compass in the Classroom?
 ProCLAYM Kick-off event
 Outreach to absent families

Youth Ministry:
 Check w/Diocesan Office of Families &
Schools for upcoming Youth events and
start planning:
o Recruit participants
o Recruit chaperones
o VIRTUS for chaperones
o Budget (Registration,
Transportation, other expenses;
Fundraising, Grants, etc)
 Learn about KREWE (Diocesan program
of Kerygma experience for youth)

OCTOBER
Faith Formation:
 Monthly report to pastor/council/board

OCTOBER (Cont’d)





Form Sacrament Prep teams
Continue catechist development
Informal classroom observation
Take photos/publicize good works of
program (bulletin, Compass, social
media)

Youth Ministry:
 Maintain supplies, environment for
meetings.
 Seek feedback from participants,
families and YM Team for early
indicators of enthusiasm, spirit.
 Continue social media postings of
events. Invite, invite, invite.
 Plan for fall/winter service opportunities
 Youth Jam? GBYC? Plan ahead!

NOVEMBER
Faith Formation:
 Advent Plans as per calendar
 Thanksgiving plans as per calendar
 Give feedback to catechists from
classroom observations
 Complete and submit Diocesan
Annual RE Report
 Invite and promote sacrament
preparation meetings

General Checklist for Catechetical Leaders
NOVEMBER (Cont’d)
 Prepare report for pastor, parish
council, education committee, etc.
 Catechist Professional Development
 Prepare holiday season service projects
 Plan Christmas appreciation for
catechists, volunteers

Youth Ministry:
 Plan for Advent service & prayer
projects
 Register for GBYC; fundraising, planning

DECEMBER
Faith Formation:
 Prepare report for pastor, parish
council, education committee, etc.
 Holiday service projects
 Clean-up office; filing; update records
 Check w/catechists on second semester
needs
 Provide blessings for the tree, crib
scene, baking projects, etc.
 Send Christmas cards to volunteers,
staff

DECEMBER (Cont’d)
Youth Ministry:
 Plan for Advent service & prayer
projects
 Final plans and attend GBYC
 Christmas celebration w/youth?

JANUARY
Faith Formation:
 Prepare report for pastor, parish
council, education committee, etc.
 Begin Lent/Easter preparations
 Final planning/implementation of
sacrament parent meetings
 Plan questions for interviews for
candidates for Eucharist, Reconciliation,
Confirmation
 First semester progress reports and
catechist evaluation/feedback
 Professional Development
 Assess programs for special needs and
home-schooled students
 Prepare a list for parents of prayers
students should know at their age/level

Youth Ministry:
 Follow-up from GBYC
 Promote/participate in Vocations
Awareness Week

General Checklist for Catechetical Leaders
FEBRUARY
 Prepare report for pastor, parish
council, education committee, etc.
 Catechist Professional Development
 Research new online and printed
resources for Lent/Easter
 Plan/promote Lenten activities
o Ash Wednesday
o Stations of the Cross
o Reconciliation
 Follow-up on progress reports and
catechist evaluations
 Follow-up on Sacramental Parent
Meetings (absences, concerns, etc).
 Arrange for ACRE Assessment:
o Materials
o Set dates (March)

Youth Ministry:
 Plan for Lenten service & prayer
projects
 Look ahead to summer YM plans
 Start identifying potential chaperones
for summer activities/trips

MARCH
Faith Formation:
 Prepare report for pastor, parish
council, education committee, etc.
 Begin plans for Vacation Bible School
o Materials, Resources
o Recruit catechists, helpers
o Initial announcement
 Review retreat plans for sacrament
candidates
 Discuss final plans for liturgical
celebration of the Sacraments w/the
parish liturgy committee, music
ministers, Pastor.

MARCH (Cont’d)
 Follow-up on the requirements for
sacraments – students who have not
fulfilled them, those who need a gentle
reminder or phone call.
 Review the interview procedure with all
involved and being interviews
w/candidate for Sacraments.
 Implement Lenten activities as planned.
 Begin plans for Vacation Bible School
o Materials, Resources
o Recruit catechists, helpers
o Initial announcement
 Implement ACRE Assessment as planned

Youth Ministry:
 Plan for Lenten service & prayer
projects
 Look ahead to summer YM plans
 Start identifying potential chaperones
for summer activities/trips

APRIL
Faith Formation:
 Prepare report for pastor, parish
council, education committee, etc.
 Complete sacrament interviews.
 Implement sacrament retreats as
planned.

General Checklist for Catechetical Leaders

MAY/JUNE
Faith Formation:

APRIL (Cont’d)
 Finalize plans for sacrament
celebrations re: environment,
reception, etc.
 Continue plans for VBS
 If you do Spring Registration,
review/update format and send out
 Prepare student progress reports and
catechist evaluations/feedback.
 End of year procedures;
o Materials that need replenishing
o Wrap-up professional
development/certification for
catechists
 Register for and attend Diocesan
professional development event.
 Prepare for end-of-year gatherings,
catechist/volunteer appreciation, etc.

Youth Ministry:
 Finalize summer plans and begin
publicity, registration.
 Plan special night for graduating seniors
and parents.

 Complete the recording of all
sacramental records
 Write thank-you’s to all who planned,
volunteered at sacramental
celebrations.
 Order materials for VBS
 Prepare end of year report for pastor,
parish council
o Enrollment
o Staff/volunteers
o Budget
o Facilities and materials
o VBS update
o Vision for next year
 Write an evaluation of the year for
reference in the Fall
o Anticipated challenges
o Possible solutions
o Strengths
o Room for Growth
 Implement plans for final catechist
gathering, appreciations, etc.

Youth Ministry:
 Continue to publicize and implement
summer youth ministry plans.
 Host end-of-year party for youth &
families
 Appreciation for chaperones,
volunteers, leaders.

Diocese of Green Bay
Foundational Catechetical Certification
Summary
One component per (calendar) year for continual growth!
Discover Jesus. Follow Jesus. Worship Jesus. Share Jesus with others.
Six Foundational “components”

(equals 60 hours of class time, total)

Requirement: Each component =5 classes @ 2 hours long each = 10 hours total.
1.
2.
3.
4.
5.
6.

Creed
– USCCA (chapters 1-2, 4-13)
= 10 hours
Sacraments & Liturgy – USCCA (chapters 14-22)
= 10 hours
Morality
-- USCCA (chapters 23-34)
= 10 hours
Prayer & Spirituality – USCCA (chapters 35-36)
= 10 hours
Bible
– USCCA (chapter 3)
= 10 hours
Methods
= 10 hours
a. Track A: Methods for Catechists in Parish Faith Formation Programs
b. Track B: Faith Integration for Teachers in Catholic Grade Schools
c. Track C: Methods for Youth Ministers

Live, in-person courses will be offered at parish/schools throughout Diocese using a unified, consistent
set of lesson plans so that sessions are interchangeable between locations/dates. Schedule will be
maintained at www.gbdioc.org/fcc.
Courses (with the exception of Bible) are also offered online. Contact education@gbdioc.org for access
and instructions for getting started.
In 2019, the successful completion of an ALPHA course or Disciples on the Way event will fulfill the
annual requirement for an FCC component. It is the responsibility of the Teacher/Catechist/Administrator
to submit the appropriate paperwork to receive credit for any/all certification courses completed.

On-going Formation:
Ongoing Formation Courses are required of Catechists/DREs/Catholic School Teachers who have completed the
Foundational Catechetical Certification components (BIBLE; METHODS; PRAYER & SPIRITUALITY; MORALITY;
CREED; SACRAMENTS & LITURGY). to continue to grow in the faith. Again, one course per year.
If the Catechist/Teacher/Administrator feels that one of the FCC Components fills a gap in their formation, the
FCC component may be used as Ongoing Formation.
Diocese of Green Bay
FCC Summary, Revised 2020; Page 1 of 2

Other Options for Ongoing Formation:
•

•

Equivalent College Courses in specific subject areas within five years of applying for certification
o Examples of equivalents
 Theology course in Sacraments
 Theology course in Old Testament/New Testament
 Theology course in Morality
Parish/Diocesan offered courses (i.e. Life in the Spirit; Cursillo Retreat; Catholic Evangelization
Studies; Choice Wine; Alpha; Integrating Science & Christianity; EPIC Journey through Church History)

All other courses being taken for Ongoing Formation must be approved ahead of time by the Children &
Youth Faith Formation Office (education@gbdioc.org or 920-272-8309).

Personal Enrichment:
If a person, who has not already completed all six FCC components takes a course that would normally
be classified as Ongoing Formation, the course is designated as Personal Enrichment. It does not fulfill
the requirement for one FCC component per year.

For More Information:
•
•
•

www.gbdioc.org/fcc
Diocesan Policy on Catechetical Certification, dated 2012, available at www.gbdioc.org/fcc
Office of Families & Schools of Discipleship: education@gbdioc.org or 920-272-8309

Diocese of Green Bay
FCC Summary, Revised 2020; Page 2 of 2

The Children & Youth Faith Formation Office (part of Families & Schools of
Discipleship of the Diocese of Green Bay) presence on the web: gbresources.org

Catechists
Youth Ministers

Religious Education
Administrators

Teen Events

Adult Professional
Development Events
Our Lady of Good
Help Resources

Handouts from
Previous
Professional
Development Events
Theology of the
Body

Policies & Forms

Top of the Hill Administrators
1. Orientation on the ministry site
2. Good communication between catechists and administrator
3. Consistent/ongoing enablement and feedback
4. A sense of acceptance and belonging to a parish team/community

7 Tips for Effective Delegating
1. Choose the right volunteer.
2. Communicate what the job requires.
3. Let them take some control.
4. Checkpoints are needed.
5. Delegate the entire task.
6. Encouragement is crucial.
7. Summative evaluation should be provided.

Affirmation/Support
“Find the best, train the best, reward the best.” Ron Wolf (Green Bay Packers)

Tips for Effective Meetings
1. Start and Stop on Time.
2. Clear Goals – Agenda
3. Keep the Meeting Flowing (stop to summarize and then move to next point)
4. Action Plan – What is the Next Step

RECRUITING VOLUNTEERS
A Few Basic Principles
T – Talent for the Task
A - Always and everywhere be alert for volunteers (connections)
P – Aware of personal needs/growth/relationships (family)
S – Sincerity – appreciate the gift, be honest about the
commitment
WHY DO PEOPLE VOLUNTEER?
 Because they are asked
 Because they believe in the cause
 Because they want to make a difference
 Because they are grateful for what they have and want to give back
 Because they have a meaningful relationship with the person asking them to volunteer
 Because they are leaders in other organizations, and volunteering is expected of leaders
 Because they have an intense interest in a particular program
 Because they want to challenge others to volunteer
 Because volunteering is a family tradition
 Because they believe that volunteering is good business
 Because they feel peer pressure
 Because they want to be recognized
TEN COMMANDMENTS OF VOLUNTEER TRAINING
1. Appreciate the experience and skills that volunteers bring
2. Offer practical training first – adults learn for the present
3. Training should be informal and on-going
4. Time required realistic – mindful of other commitments
5. Training seen as fruitful, preparation for more responsibility
6. Prepare volunteers for challenges
7. Be a supportive, listening ear
8. Create an element of team building
9. Include goals for self-growth
10. Do not forget the role of the Holy Spirit

SAFE ENVIRONMENT
EMPLOYEE/VOLUNTEER REQUIREMENTS
All employees (regardless of position/job title) and all adult volunteers who have contact with
minors and individuals at risk as part of their volunteer duties are required to:

1.
Complete an application in which:
1) you provide the Diocese with
professional and personal references;
2) you complete, sign and date the
appropriate declaration form;
3) you authorize a criminal
background check and receive a
satisfactory report.
www.gbdioc.org
Roll over “Protecting Our Children”
Click on “Background Checks”
Click on “eAppsDB” link
Access code: gbdioc04

2.

3.

Complete the VIRTUS® Protecting
God’s Children Adult Awareness
Training.

Sign the Agreement Form
in which you agree to follow and adhere
to Our Promise to Protect (employees) or
the Diocesan Code of Pastoral Conduct
for Volunteers (volunteers) and submit
the signed form to your immediate
supervisor i.e., DRE, Principal, etc.

Register at www.virtus.org
Several sessions are offered throughout the
diocese at various dates and times.

*Ask your principal, DRE, or LoSEC for assistance in completing the requirements.
Gratefully adapted from materials provided by Interparish Religious Formation, Appleton, 8/2006.
Revised 10/2013

Diocese of Green Bay
Safe Environment Training for Children
FAQ: 2020 - 2021
The following questions and answers are to assist you in understanding what is required in the
Diocese of Green Bay for Safe Environment Training for Children; and will need to be recorded
for the July 1, 2020 – June 30, 2021 USCCB Safe Environment annual Audit period.
EVERY child enrolled in a Catholic school or a parish faith formation program must receive
education regarding safe environment issues annually. That means every child needs to be
“trained” and counted as ‘trained’. Children may also be ‘opted out’ but only at the request of
parent(s) or guardian(s). As we looked at questions received and issues present, there appear to
be four areas of concern.

1. Training Question:
What is Safe Environment Training, for children, and what qualifies as Safe Environment
Training?
The Diocese of Green Bay has requested that Catholic schools devote a minimum of
three (3) classes per grade level per year to this issue. Since religious education
students attend public schools where this topic is mandated, the Diocese requests
these programs devote at least one (1) class per grade level per year to these topics.
The Diocese asks that teaching objectives incorporate the following ten guidelines:
Each human being is created in the image and likeness of God. Our bodies are sacred and
holy.
We are blessed with families and loving communities to help us grow.
We must differentiate between safe, unsafe, and unwanted touch.
Because each person is made in the image of God, each person must be treated with dignity
and respect. This respect includes respectful privacy of our own bodies.
The God-given gift of choice has consequences.
Some actions or behaviors are wrong or sinful. Behavior or actions that harm self or others
physically, psychologically, or spirituality are wrong.
We must differentiate between good and bad play and avoid keeping secrets.
Each of us experiences good and bad human relationships and friendships.
Children and youth must be provided with basic information to enable them to be safe and
protected by the adults in their lives. The task of keeping children safe is shared by families,
extended families, their neighborhood and community, and their school and church.
Children and youth must identify a number of trusted adults to go to for help.

2. Lesson Plans:
Safe Environment lesson plans, utilizing the VIRTUS material for children are
available to assist you in incorporating the teaching objectives.
Lesson plans purchased by the diocese from VIRTUS, can be found on the Diocese of
Green Bay website: www.gbdioc.org under “Protecting Children” /Lessons Plans &
Resources for Children” The VIRTUS lesson plans are expected to be utilized as the
main safe environment training material for children but can be supplemented with
other material and resources.
Resources and curriculum questions can be directed to Deacon Dan Wagnitz, Safe
Environment Coordinator 920-272-8174 or Jane Schueller, Assistant Superintendent
of Instruction &Academic Accountability 920-272-8284 or Maximus Cabey,
Children & Youth Faith Formation Director 920-272-8288.
Can materials simply be mailed out to all families in the parish program or school?
No. On site or face to face training needs to be offered annually to every child
enrolled in a parish program or Catholic school.

3. Absent Children:
What should I do if a child is absent from training?
Age appropriate materials are sent home to the parents of those children that are
absent on the day of training. For example, if a parent has children in grades 2, 4 and
8, only the age appropriate materials for the absent child are sent home. To ensure
that materials arrive home, the best way to send them is via the US mail or e-mail.
However, you can use other alternatives such as a take home or parent folder.
Can we just offer the materials to be picked up at the parish or school office?
No. This practice does not place enough urgency or importance on the subject matter.
Our children deserve to be knowledgeable regarding their physical, emotional and
spiritual well-being. Child sexual abuse can be prevented when children and youth
are educated. As educators and ministers, it is our responsibility to directly present
age appropriate programs or provide materials for parents to utilize at home when
children are absent.
Can we refer parents to the diocesan website to get the materials?
No. Though materials are on the diocesan website, it is again our responsibility to
make sure age appropriate materials are provided to the parents of absent children.
Additionally, the material provided by the parish or school should be age specific,
causing less confusion for the parents.

4. Opted Out Children:
What is the purpose of the Opt Out form?
The Opt Out form is used to substantiate that all children in a school/program are
accounted for regarding safe environment training, that such training has been offered
to them and that the parent(s)/guardian chose to decline it. The annual USCCB audit
requires an opt out form for every child whose parents’ decline to have their child
attend the safe environment training provided by the parish/school.

Who completes the Opt Out form?
The parent(s)/guardian of the child complete the form and return it the parish/school
office. This form is to remain in the child’s permanent school or religious education
file.
A copy of each Opt Out form must be sent to the Diocesan Office of Safe
Environment for audit documentation.

When should an Opt Out form be used?
The Opt Out form should ONLY be used if a parent declines to have their child attend
the safe environment training provided by the parish/school. Therefore the number of
opt out forms that you have on file should be very minimal! Concurrent to the practice
of those children that are absent, age appropriate materials should likewise be sent
home to the parents of those children opted out of training.
Where can I get an Opt Out form?
The Opt Out form can be found on the diocese website, www.gbdioc.org under
“Protecting Children” /Lessons Plans & Resources for Children”.

5. Documentation:
What is the annual Safe Environment Audit Survey?
The annual Safe Environment Audit Survey is distributed to all Local Safe
Environment Coordinators (LoSEC) to report the required training information. The
Diocese of Green Bay is audited every year for compliance by the USCCB.
Who is responsible for completing the annual Safe Environment Audit Survey?
The LoSEC is usually responsible. The pastor/pastoral leader, faith formation
director/coordinator or school principal, should work along with the parish/school
LoSEC and other key staff, to ensure data submitted is complete and accurate. The
pastor/pastoral leader or school administrators have to sign for validity of all Surveys.
What information is required in annual Audit Survey?
The annual Safe Environment Audit Survey collects data from the time period of July
1–June 30 and adheres to ALL employees regardless of position, but only to those
volunteers that have contact with children under the age of 18. (Volunteers in ministry
with individuals at risk adults should not be included in Audit data.)
Historically, the Survey has always required the total number of educators, employees
and volunteers at every parish or school and how many of those have been
background checked and attended a VIRTUS session. The Survey also asks if
guidelines regarding reporting abuse have been reviewed with employees and
volunteers during the audit period.
Every child enrolled in a Catholic school or faith formation program must be counted
as trained, absent with materials sent home or opted out. The total number of children
enrolled should be equal to the number trained + absent + opted out.
(Example: 150 total children enrolled = 146 present + 3 absent + 1 opt out)
If you have further questions please contact Deb Knaus (920-272-8198) or Deacon Dan Wagnitz
(920-272-8174). We are both more than willing to help you.

Messages Children Hear In Safe Environment Programs
In Catholic schools and parishes nationwide, Safe Environment training gives children the skills
necessary to protect themselves from would be-offenders. The Associate Director of the
Secretariat for Child and Youth Protection of the United States Conference of Catholic Bishops
(USCCB), has listed here some of the messages children should hear in Safe Environment
programs.
1. Abuse is never a child’s fault.
The blame always belongs to the adult who is taking advantage of a child’s trust and
vulnerabilities.
2. God loves children forever and wants them to live holy and happy lives.
The shame of child sexual abuse needs to be put where it belongs: on the abuser.
3. Abuse that has happened should be reported.
One study shows that children tell of their abuse an average of nine times before someone
believes them.
4. You can recognize abuse when it happens.
Children learn to trust that feeling that says something isn’t right and to tell a parent or other
trusted adult when something happens that makes them feel uneasy.
5. There are ways to spot a grooming process.
Children learn that anyone who lets children break rules, gives them alcohol or shows them
pornography needs to be reported to parents and other trusted adults.
6. Parents or other trusted adults will talk about this subject.
Children often try to protect their parents from bad news, so they need to learn they can tell their
parents anything.
7. Boundaries exist.
Children who listen to the voice that says, “This doesn’t feel right,” can protect themselves.
8. Children can stand up for themselves.
Children learn when it is appropriate for them to say, “No, stop doing that.”
9. There are ways to explain inappropriate behavior.
The ability to articulate what has happened to a child enables a child to more easily confide in a
parent or other trusted adult. This is ultimately the goal of safe environment education.

AWAREITY

Safe Environment Reporting System
HOW DO I MAKE A REPORT?
If you want to report a concern, please
visit www.gbdioc.org/awareity and
click on the Awareity Incident Report
button. It may also be accessible from
your parish or school website by clicking
on the green butterfly icon (show at left).

As we continue to work toward a safe and secure environment
for all people within the Diocese of Green Bay, the Office of
Safe Environment has implemented a web-based incident
reporting tool called Awareity.
Awareity is a comprehensive platform for reporting, tracking,
and documenting incidents and concerns, making it simple and
confidential to share red flag behaviors such as:
• Sexual abuse of a minor (if this is currently taking place,
immediately call 911 to report)
• Harassment
• Boundary issues
• Threats of violence
• Concerning behavior by clergy, staff, or volunteers
• Misconduct
• Anything that you may find stressful or out of the ordinary and feel
compelled to bring forward regarding clergy, staff, or volunteers
The goal of Awareity is prevention and to help identify red flags
and warning signs before an incident occurs or escalates.
PLEASE NOTE: This is not an emergency reporting system. If this
is an urgent matter, please immediately dial 911.
We must partner with our staff, volunteers, parents, students,
and family members to combat these challenges and take a
proactive approach to preventing what we can by staying ahead of
concerning and potentially harmful situations. By working together,
we can help prevent incidents from occurring and ensure the
safety and security of our school and parish communities.
Actively promoting the Awareity reporting tool and providing
ongoing awareness through posters, announcements, etc., can
help ensure all staff, volunteers, parents, and visitors understand
how they can play an active role in keeping your community safe.

QUESTIONS & ADDITIONAL INFORMATION
Courtney Coopman, Victim Assistance Coordinator
(920) 272-8174 | ccoopman@gbdioc.org

Is the report really anonymous?
Yes! Reporters can remain truly
anonymous if they choose, so they
have nothing to fear in sharing
their concerns. However, we cannot
guarantee we can follow-up unless we
have your name and a way to contact
you by either phone or email.
Once a report is submitted what
happens?
All reports are securely transmitted to
and stored within the Awareity platform.
Immediate notifications are sent to the
appropriate personnel, and reports are
only accessible by approved personnel.
Once the team has reviewed your report/
concerns, appropriate investigation and
follow-up efforts will occur.
Do I have to use the form to make a
report?
No. You are still welcome and
encouraged to speak directly with a
team member at (920) 272-8174 if you
have concerns. Awareity should in no
way replace face-to-face communication,
but instead help our community share
information when someone is less
comfortable sharing it in person.

Parish Religious Education Guidelines for those desiring to teach at Home

Canon Law
It is the responsibility of the Diocesan Bishop to issue norms concerning catechetics and to make provision that
suitable instruments for catechesis are available. (Canon 775 #1)
Pastors have the responsibility for sacramental preparation and all catechesis so that the faith of the faithful becomes
living, explicit, and productive through formation in doctrine and the experience of Christian living. (Canons 843 #2;
773; 777)
Catechetical instruction is to be given by using all helps, teaching aids, and instruments of social communication
which seem more effective so that the faithful, in a manner adapted to their character, capabilities and age,
and conditions of life, are able to learn Catholic doctrine more fully and put it into practice more suitably. (Canon 779)

Guidelines
As the Bishops wrote in their pastoral letter, To Teach as Jesus Did, catechesis “is a perennial task and joy
for the Church of Jesus Christ…[Yet] rarely if ever has it been more pressing a need more urgent a duty and
more ennobling a vocation.”
Catechesis is intrinsically linked with the whole of liturgical life and sacramental activity. In the light of the entire
process for catechesis to include the four components of knowledge, community, service and worship, home schooling
independent of the community cannot replace catechesis or sacramental preparation in the church parish community.
(General Catechetical Directory #17; National Directory for Catechesis #32-33; Catechesi Tradendae #202-26).
“The parish must continue to be the prime mover and preeminent place for catechesis” (Catechesi Tradendae #67).

“Parents are the first and most important educators of their own children, and they also possess a
fundamental competence in this area; they are educators because they are parents” (Letter to Families,
1994). The Church as a universal community finds order in the principle of subsidiarity which means “a
community of a higher order should not interfere in the internal life of a community of a lower order,
depriving the latter of its functions, but rather should support it in case of need and help to coordinate its
activity with the activities of the rest of society, always with a view to the common good” (Catechism of the
Catholic Church, #1883).
The following are guidelines which allow for families and parishes to work collaboratively.
1. Parents will register for Religious Education in the parish and declare their option for
teaching at home in the proper registration timeframe of the parish.
2. Parents will meet with the parish Director/Coordinator of Religious Education to discuss
their program for schooling their children at home and together create an agreement including
but not limited to the following:
 Name of a textbook that will be used throughout the year that has been approved by the
Bishop of Green Bay in order to provide a scope and sequence for learning. This does
not exclude the use of supplemental textbooks or resources.
 The approved number of hours of religious education totaling at least 30-35 hours per
year (Policy #6007).

 Assessment of knowledge and faith development determined by the Pastor and/or
Religious Education Director/Coordinator according to the student’s year of study
(Canon 777)
 Dates for assessment (including the national ACRE test in 5th, 8th, and 11th grades)
determined by the parents and the Religious Education Director/Coordinator.
 Participation in family retreats, family liturgies, diocesan events and youth retreats
according to the parish Religious Education Director/Coordinator.
 Expectations regarding the reception of the sacraments which are to take place in the
parish in which the family is registered.
 Tuition depending on use of parish resources
3. Children are to participate in the immediate sacramental preparation (classes specifically
pertaining to the preparation of the sacrament and the rite) as required or approved by the pastor
and Religious Education Director/Coordinator which includes on site preparation, interviews for
sacramental readiness, practice for sacramental celebration, retreats, and appropriate rites.
4. Parents and parish religious education programs are to teach the truth, beauty, and goodness of the
true faith that Christ passed onto the Church.
5. The pastor or parish religious education director/coordinator should invite the parents to be
involved in the catechetical certification process.

Sample Agreement for Parishes and Families who desire to teach at Home
Student Name _______________________________________________________
Parents’ Names ______________________________________________________
Approved Textbook being used_________________________________________________________
(Approval Letter by Bishop Ricken in 2013 for 5 possible catechetical textbook series from K-8th grade)
(Approval Letter by Bishop Ricken in 2014 for 4 possible catechetical textbook series from 9-12th grade)
Dates of Assessments/Due dates for homework or unit assessments (tests, worksheets, interviews, etc.)
________________

________________

________________

________________

Date of the ACRE Assessment (for 5th, 8th, and juniors only) ________________
Number of catechetical instructional hours will meet or exceed 30-35 hours
(Policy #6007, Diocese of Green Bay)

____ Yes

____ No

Dates of required Retreat_____________________________
Dates of classes for immediate Sacramental preparation________________________________________________
(student is asked to join the parish community for this preparation, at their own parish, confirmation hours total at least 12 hours
per Diocesan requirements)
Parents will…
 Cooperate with the parish family
 Pray for and with their children
 Foster their own personal faith life through personal relationship with Christ
 Act as the primary educators of their children through word and example
 Attend Saturday night/Sunday Mass each week
 Teach the content that is outlined in the approved textbooks
 Introduce their children to the parish community
The parish will…
 Provide the sacraments and proper preparation for the sacraments
 Pray for and with the children and their families in their Religious Education program
 Cooperate with parents and empower them to be their children’s first teachers
 Assist with providing quality catechetical resources including textbooks
 Provide training, support, spiritual enrichment, and formation for their catechists
 Conform their program to the direction of the Bishop of the Diocese of Green Bay
 Provide opportunities for encountering Christ through retreats
 Provide families time to learn alongside of their children
 Notify and communicate with families especially in regards to family nights, sacramental opportunities, or other parish
opportunities
Homeschooling Parent: By signing this agreement, I strive to be a witness and holy teacher for my child and uphold the teachings
of Christ and His Church. I pledge to go to Mass each Sunday and be involved in the parish community, to work in unison with
the parish Director/Coordinator of religious education, and strive for quality communication between my family and the parish.
Parish Representative: By signing this agreement, I agree to support each family in reasonable ways so that their formation might
be supported and encouraged by the parish community. I also pledge to help each family incorporate into the parish community.
_______________________________
Signature of Parent

_______________________________
Signature of Pastor

________________________
Signature of DRE/CRE

_________________
Date

________________________
Date

_____________________
Date

To encourage, support,
and advocate
for catechetical leaders
and youth ministers
as we evangelize, catechize
and form disciples.

Professional
Catechetical
Leaders
And
Youth
Ministers
of the Diocese of
Green Bay

President—Deb Holzem
St. Bernard Parish, Appleton, WI
920-739-8912
dholzem@stbernardappleton.org

Vice President
This could be YOU!

Treasurer-Kathy Prevost
St. Louis Parish, Dyckesville
920-866-2842
kathyp@stlouisdyckesville.com

Secretary
This could be YOU!

Communication/Marketing ManagerNatalie Carney
St. Patrick Parish, Menasha
920-725-8381
ncarney@stpatricksmenasha.org

Event Coordinator-Traci LaCrosse
Our Lady of Lourdes Parish, De Pere
920-337-0443
traci@lourdesdepere.org
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Leadership Team Contacts

2020-2021 Calendar at a Glance

Registration

Kick Off Day: Sept. 24
Online Member Gathering: Oct. 15
Catechist/Youth Minister In-Service: Oct. 21
Purge-Giving Member Gathering: Nov. 19
Online Member Gathering: Dec. 17

ProCLAYM Programs & Events

Winter Warm-up Member Gathering: Jan. 21

Individual Membership: $99.00
Membership includes all ProCLAYM events.

Member Information
Name:

Online Member Gathering: Feb. 18

Kick Off Day
Meet others in parish ministry in a faith
filled day that is casual and fun in a

Spring Fling Member Gathering: March 18
Online Member Gathering: April 15

Title:

Parish:

R&R Day: May 20
Address:

relaxed setting.
Email:

Online Member Gatherings

Phone:

An opportunity to gather and learn new

Birthdate:

trends, best practices, advocacy, and
Committee Choice:

ides that will inspire and enrich parish
programs.

Why Become a Member?
Mini Professional Days

Professional Development

Gather together for fellowship, field

Personal and Spiritual Formation

collaboration, peer support, and program

Experience and Participate in

sharing.

Committees

R&R Day
A favorite day for many! A day to rest,

Advocacy and Local Peer Support
Field Collaborating and Networking
Curriculum and Program Ideas

relax, and enjoy!

Committees
Catechist & Youth Minister Inservice

Please choose a committee to be a part of

Parishes invite Catechists and Youth

for ProCLAYM.

Ministers to come together to learn and
share ideas in working with youth of all
ages.

Payment $

Ck #:

Date:

/

/20

Please mail completed form and check
payable to ProCLAYM to:
Kathy Prevost
St. Louis Parish
N8710 County Line Road
Luxemburg, WI 54217

*Scholarships available by contacting
Treasurer

Catechist & Youth Minister In-Service
Communication
Marketing/Promotion
Member Gatherings
Professional Events

kathyp@stlouisdyckesville.com

Book Suggestions for New Catechetical Leaders

The Catechist's Toolbox features an
invaluable collection of catechetical
tips, techniques, methodologies, and
advice.

The Effective Catechetical Leader series (Also available in Spanish.),
developed in conjunction with the National Conference for Catechetical
Leadership encompasses all the various aspects of catechetical
leadership: practical skills; strategies; and approaches that ensure
successful parish faith formation in an evangelizing manner.
https://store.loyolapress.com/effective-catechetical-leader-series-kit

Directory for Catechesis (2020) lays the how-to guidelines for catechesis
and presents universal norms to guide pastors and catechists in the work
of evangelization. It offers guidelines to assist in the creation of local
directories and catechisms and clarifies the importance of catechetical
renewal in Christian communities.
http://store.usccb.org/directory-for-catechesis-p/7669.htm?utm_source=mailchimp-DforC%20Preorder%202&utm_medium=email&utm_campaign=dir_for_catechesis&m
c_cid=025622934b&mc_eid=f32c251c42

https://store.loyolapress.com/thecatechists-toolbox-by-joe-paprocki

