Common elements of an SOP for RE

Here are some comments and some examples of what is often included in an SOP for catechists. Although there are many points, most can be stated very briefly and simply. The “KISS” method is applicable for SOPs; in polite words, KISS stands for “Keep it short and simple.” Call for help in developing your own SOP, 520-838-2513 or 2533. 

1. Summarize your plan for receiving and discharging the students to be sure they are safely delivered and returned to their parents. The catechists should be aware of the plan and committed to implementing it. 

2. Catechists should avoid putting themselves in one-to-one situations with minors under any circumstance. If other adults cannot be in the same room, they should be nearby, able to see into the room and with physical access to the room. Arrange the physical setting to allow visibility. Privacy can be maintained without walling off the parties.  

3. Catechists should not transport minors without another adult in the vehicle. If circumstances make this situation unavoidable, there must be other measures in place to insure that the catechist is not in a position of being in a one-on-one position with a minor without visibility or accountability. 

4. Use the SOP to encourage catechists to maintain accountability by letting others know what, where and when they are providing service and interacting with children. 

5. Implement procedures for ensuring that the area in which education is provided is secure. Only those with proper screening and education can be given access except under the direct observation of a person who has been screened and has received education on safe environment requirements. While parents can be in the facility to drop off and pick up their children or to speak with the teacher, they should not be given unsupervised access to the children of others. 

6. Do not provide any education in private homes if it can be avoided. If there is no alternative, see the guidelines for education in private homes. Pay particular attention that no catechist is entering other homes without a companion. Consider and describe how you will control the physical environment so that catechists are aware of who is in the home and how they will maintain supervision of the children in their care.  

7. Catechists should not provide one-to-one education or support except in the context of the organized program. This type of individual assistance must never be provided in the catechist’s home or in the child’s home, except with the immediate presence of at least one of the child’s parents.  

8. Catechists should not conduct private communication with a minor on the telephone, through email, by texting, or via social media.  

9. Catechists must remember their role and fill it with integrity, dignity and respect. They should understand they cannot provide service beyond their role. 

10. Catechists cannot allow those they serve, whether minor or adult, to become unduly familiar. When the child or youth, or a parent, has strong emotional needs, it is even more important to maintain professional distance. 

11. If a catechist recognizes an inappropriate personal attraction is developing between her/him and one being served, whether a minor or an adult, the catechist must seek consultation with his/her immediate supervisor. In this situation, visibility, accountability and professional distance are even more important. 

12. If the catechist senses a strong need in a student, she/he should take steps to communicate to the student that he/she is the only person who can help. With the help of the supervisor, the catechist should identify other resources and insist that the individual use them as a condition of the catechist remaining involved. 

13. Each catechist is required to participate in at least one hour of education in some aspect of maintaining a safe environment each year. Each catechist is encouraged to make use of the DRE or Pastor to process difficult questions regarding boundaries. When necessary, the catechist and supervisor will seek further consultation from the Office of Child, Adolescent and Adult Protection (OCAAP) or the Pastoral Services Department. 

14. The catechist should seek such consultation and document any situation in which there are possible misunderstandings of intention or actions taken. 
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