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CATECHETICAL  INFORMATION 
 
1. STUDENT TEXTBOOKS –  

 Children will have an individual textbook this School Year. 
 Yes, they are to write on them and put their First and Last 

Name. Catechists please, do not write students’ names on 
books until the first day of class. Once a book is 
personalized we cannot reuse it.  

 
2. COPIES 

 Copies will be done by team, we’ll be more than happy to 
make copies under request.   

 Please give us a minimum of one day in advance to get 
your request done.  

 Please use order forms, be sure to include the following: 
plain or colored copy-paper or construction paper, your 
name, # of copies. 

 
3. LAMINATING   

 All laminating will be done by office staff or properly 
trained team.   

 Please do not attempt to use the laminator yourself 
(it's a flimsy machine that jams easily).   

 YOU WILL NEED TO CUT APART YOUR LAMINATED 
MATERIALS. 

 
4. DYE-CUT PAPER MACHINE 

 We own an Ellison machine for making dye-cut paper 
shapes.  

 Some shapes include: crosses, lambs, hearts, bookmarks, 
door hangers, alphabet and a few more shapes. Please see 
the Dye-cut list for more details.  

 If you would like to use the Ellison, please coordinate with 
Director or Team. 
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5. VANDALISM 
 Vandalism  in any form will not be tolerated.   
 If you personally witness a child intentionally destroying 

church property, be sure to leave the student's name and 
short incident note under my attention at the front desk 
and I will handle it. 

 
6. BATHROOMS   

 All students will be encouraged to use the restrooms 
BEFORE class time. We have only 1 hour and 15 minutes 
for class time and there is lots to cover.  

 Guardian Angels will be in the hallway to assists. Just pop 
your head out the door and let us know you are sending 
students to the restroom. We (Director & Guardian 
Angels) we’ll make sure to send them back to class.  

 Do not send more than 3 students to use the bathroom at 
once. Do not send teen helpers alone with students. 

 If a student seems to be taking a longer time than 
necessary, one of our Guardian Angels will check out the 
problem.   

 
7. MEDIA   

 Some classrooms are equipped with mounted TVs. 
 If you are in a classrooms without a mounted TV. 

Please arrange for TV/DVD equipment and media 
use with a team member before class time.   

 If you request a TV, the TV will be delivered and 
picked up from your room by the Director or a 
Guardian Angel.  

 Video will be delivered and picked up from your 
room by the Director or a Guardian Angel. Please, 
send an email or text to the Director with one day in 
advance to make sure we have your selection ready. 
You will receive a list of DVDs available. 
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 CD players are available in the Teacher’s Supply 
Closet located next the elevator. Please use and 
return as needed.    

 
8. USE OF CHURCH  

 If your class would like to tour the church or have a 
prayer service in the chapel, coordinate with the 
Director with at least one day in advance.  

 For Sunday classes, the Church is usually not 
available as there are ongoing Masses, so please 
take into account the garden with the stations of the 
Cross. 

 
9. ADDITIONAL SUPPLIES AND SNACKS  

 Please talk to Director about other supplies you 
may need or want.  You must clear the purchase in 
advance with the Director for the Parish to 
reimburse you.   

 Yes, you can buy snacks for the kids or ask the parents 
to help you with some items to cover the cost. 

 A strict rule that we have is that no product should 
have or be made with peanuts or nuts since we have 
children with severe allergies to these foods and 
can be life threatening for them. 

 Check your student roster list before planning to 
bring snacks as there may be other allergies that 
you have to take into account. 

 We do not recommend eating sweets in the 
classroom or having snacks at every class. 

 Catechists and Assistant Catechists may choose not 
to participate in having snacks on the following 
days: 
1. First day of class 
2. Advent Party (last class before Christmas break) 
3. Return of the holiday season. 
4. Last day of Class. 
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 If a parent wants to bring snacks to celebrate their 
child's birthday, ask them to bring cupcakes without 
nuts or peanuts.   

 If a parent asks if you can hand out invitations for a 
birthday party, you can do so only if all the children 
in the class will be invited if not, the parent must 
deliver the invitations separately and discreetly. We 
do not want any children to have their feelings hurt 
because they are not being invited. 

     
10. TEACHER RESOURCE ROOM 

 The Teacher Resource Room is located in the 
second floor next to the elevator.  

 Available in resource room (most of the time):   
1. FIRST AIDE SUPPLIES  
2. 3' wide roll of newsprint; construction paper; 

stickers, paints & brushes; yarn; paper plates; 
assorted craft supplies, materials to replenish 
your supply box, and other good stuff.  

  
11. DISPLAYING CLASS ARTWORK   

 Please feel free to display any class artwork in the 
halls.  

 Please see Director for proper displaying.   
 
12. END OF SESSION CLEAN-UP  

 All tables are to be wiped off at the end of each day. 
 Blackboards should be erased and all trash placed 

in the trash cans.   
 Return CD players to resource room.   
 Please turn off the lights and close the door as you 

leave. Other groups use these rooms in the 
evenings. Please show good stewardship of our 
facilities. 

 Please be sure to put your chalk and battery candle 
back in your supply box. 
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13. WE NEED ALL YOUR ATTENTION 

 Cell phones, I pods or game machines, etc, may not be 
used (for personal use) during class time. WE NEED YOUR 
ATTENTION AT ALL TIMES  

 
14. STUDENT EARLY DISMISSAL  

 If a child must Leave Class Early, the parent must come 
to the door and a lead team member must be notified.  

 No parking lot pick-ups are allowed even if the parent 
tells the student to come to the parking lot.   
No exceptions!! 

 
15. STUDENT SIGN IN – SIGN OUT  

 Elementary Parents must sign-in and sign-out and Pick 
Up their children from the classroom door.   

 Please do not release any students except to their 
parent unless otherwise arranged. (The parking lot is 
too dangerous!) 

 If a Parent Has Not Come for a student by the time you 
are all cleaned up and ready to leave, bring the student to 
the Director down the Hall Way. Director will stay with 
student(s) until parents arrive.  You can then leave. 

 Finally, please do not let any situation fester.  Please talk 
to Director confidentially.  
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THINGS TO REMEMBER 
 

1.  ARRIVAL & SET-UP   
 School Year Catechist and Assistant-Catechists should plan 

to arrive 10 to 15 minutes early.   
 If you need to come earlier, please notify Director.   
 You should plan to arrive in time to have things set up for 

the students, greet arriving students, and have parents 
sign-in.  

 Bell will ring 1 minute before our official start time. 
 Parents, Students and Catechists will gather in the Hall 

Way for prayer and announcements.    
 
2. STUDENTS’ TEXTBOOKS   

 Please add nametags to each 
student’s text book (see picture) 
but write child’s name until the 
first day of class.   

 Collect textbooks at the end of 
every class. We keep textbooks in 
carts until the next class. 
Textbooks are send home until 
the end of the year.  

 All teaching materials not provided in your lesson plan or 
our library must be approved by Director.   

 
3. PERSONAL EMERGENCIES  

 If you have a last minute emergency and will be late 
or (God forbid) you won't be able to be with your 
class, please call the Director AS SOON AS POSSIBLE 
since there are a whole bunch of kids looking forward 
to seeing you!  (We'd miss you too.) 

 
 
 



 

 
-7- 

4. TEACHER MATERIALS  
 During the school year all your teacher materials 

must be kept in your teacher-resource box.  
 DO NOT LEAVE ANYTHING PERSONAL OR 

VALUABLE IN THE CLASSROOMS OVERNIGHT. 
 Also do not leave personal/valuable items visible in 
your car. 
 

5. WE NEED YOUR HELP   
 If you notice any problems, dangers to the children, 

repairs that need to be made or other additions or 
improvements to our campus grounds or buildings, 
please let the Director know. 

 
 

Thank you for sharing the Good News with our 
children this School Year!!  We look forward to 
meeting you, working with you and serving you.    

 
In Christ,  

Sandy Krzes & Yeimy Lara 
 


