[Parish/School]
Standard Operating Procedure (SOP) for Religious Education 

General
· The role of Catechist is critical to the life of the church.  It carries with it a high level of responsibility and trust because it involves not only the sharing of the Catholic Faith, but also the care of young persons. It is essential that catechists carry themselves at all times with a sense of the importance of the office they hold, and yet not offer services beyond their authority and competence. Instruction should be based on materials approved by the Pastor and Director of Religious Education (DRE).  Maintaining visibility and accountability are the necessary elements for conducting this ministry safely. 

· Screening and initial education
· All candidates for the role of Catechist whether employees or volunteers will be required to undergo the screening process of the Diocese of Tucson.  
· They will submit the required on-line application and the paperwork necessary to complete a criminal history check.
· No catechist will be placed in service until notice is received from the Diocese of Tucson Department of Human Resources that he or she successfully passed the criminal history check and has been approved for service.  
· Each person accepted as Catechist will complete initial education in the on-line Safe Environment Program presented by the Diocese of Tucson.  
· No person who has been selected for the role of Catechist, will be placed in service without having completed the process of screening and initial education. 

· Personal Demeanor 
· Catechists should present themselves at all times as persons of integrity. Their demeanor should be consistent with their office. They should treat others at all times with respect, affirming the basic human dignity of all they meet. 
· Catechists are to dress in a professional manner, at all times, consistent with their role and the expectations of the pastor and parish leadership. 

· Religion Classes
· The DRE or a delegate will be on-site prior to, during and after the instructional period. He or she will provide active supervision of the classes and be available for consultation by a catechist as necessary. 
· Catechists are to be in their rooms 20-30 minutes before class is scheduled to begin. This allows sufficient time for coordination with the DRE or other teachers, preparation of the room, and for prayer. 
· Lesson plans should be prepared and written at home. 
· Students are to be brought to the classroom by a parent/legal guardian, or by another person designated by the parent/legal guardian, and signed in. 
· The Catechist will maintain a class list and ensure a record of attendance is kept.  
· Access to the instructional area is to be limited to those who have a need to attend. Any person visiting the site must sign in with the DRE and must be actively supervised during the visit. 
· Catechists are to maintain control of the classroom. No disruptive behavior is to be tolerated; no bullying among the students in any form is tolerated. 
· Communications by phone or texting will not be allowed while in the classroom. 
· Students are to be returned only to a parent/legal guardian or to a person explicitly designated, in writing by a custodial parent or legal guardian, to pick up the child. 
· If a student is stranded, call the DRE to determine appropriate action. 
· Students are not to be transported by the catechist or any other employee or volunteer under any circumstance. 

· Boundaries 
· Catechists should avoid putting themselves in one-on-one situations with minors. 
· Classes should be offered at times when other adults are in the building. The classroom should be visible and accessible from the hall.
· Instruction is to be provided only during regularly scheduled class times and in the designated classroom. Home instruction of any kind is not permitted. 
· Any individual tutoring must be approved by the Pastor and DRE and carried out in a public place approved by them. 
· Children in religious education are expected to be able to manage their own trips to the bathroom.
· Supervision by adults is limited to monitoring from the entrance to the bathroom, except in case of emergency. 
· Trips to the bathroom should be only on an as-needed basis to avoid disruption of the classroom and to limit unsupervised activity among students. 
· Catechists are not to allow those they serve, whether student or parent/legal guardian, to cross appropriate boundaries with the Catechist. When the student or parent/legal guardian has strong emotional needs, there is even more reason to hold firmly to these boundaries.
· The Catechist is not to show favoritism to any student. 
· In a situation in which a student or parent/legal guardian is pressing for special treatment or counseling, the catechist is to inform the DRE or Pastor, seeking support and suggested alternatives (e.g., referral for psychotherapy or counseling). 
· Catechists are not to carry out private communication with a student by telephone, email, or electronic communications such as Face Book or other similar social media.  
· Parents or the legal guardians of the student should always be informed of necessary communications, except in the case (described later in this document) of a mandatory report to law enforcement or the Department of Child Safety of possible child abuse. 

· Mandatory Reporting 
· Whenever a catechist feels there is reasonable suspicion that a child has been abused or is in danger, he or she is personally responsible for making a report to law enforcement or other authorities (i.e.; Department of Child Safety; Adult Protection Services (APS), in keeping with the mandatory reporting law of the State of Arizona and Section VII of the parish or school compliance plan. 
· During or following a report to civil authorities, the DRE and Pastor should be notified as well. They will follow up with a notification to the Office of Child, Adolescent and Adult Protection (OCAAP) of the Diocese of Tucson.
· A chronological log should be maintained, detailing all actions taken in the course of making a report. The log should include name and badge number of persons taking the report and the report number. 
· Whenever there is an event that might result in a complaint against the catechist, whether the complaint is seen as valid or not, the catechist should seek consultation from the DRE and Pastor, who will then alert OCAAP. 

· Ongoing education
· Catechists will participate in all classes scheduled for ongoing education in the ministry of Catechesis. 
· Catechists will complete at least one hour of Safe Environment Program education once per three years; more frequent education, in conjunction with the ongoing education of catechists, is preferred.
· Catechists will provide or oversee the provision of Personal Safety Education of the students in their class, according to the curriculum and method adopted by the parish. 
· This education will be provided at least once per year, with repetition of the key message of the education throughout the year. 
· Catechists will provide documentation to the DRE and Compliance Officer as to when the primary class and repetitions are provided so that an accurate count of students can be obtained. 
· The goal is to reach at least 90% of the students with personal safety education. 
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