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Catechetical Ministry 
 

The ministry of catechesis finds its origin in the Great Commission of Jesus Christ: “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.” (Matthew 

28:19-20)  This ministry is a sacred trust to be practiced in communion with the local bishop, 

who is the chief catechist of any diocese, and the pastor, who is responsible for directing and 

providing for parish catechesis.  Catechesis is an essential moment in the process of 

evangelization. 

The person who undertakes the ministry of catechesis is much more than what is understood to 

be a “teacher.”  The role of the catechist is not merely to impart knowledge: it is to develop, with 

the help of God’s grace, an as yet initial faith; and to advance and nourish the Christian life of 

the learner.  In the words of the Second Vatican Council, catechesis is the work of maturing the 

seed of faith into one that is “living, conscious, and active through the light of instruction.”  

The person of the catechist is the most vital element in the catechetical process, and is more 

important than any tool, method, or textbook.  The catechist is called to serve as a living example 

of Christian faith for the students.  A catechist needs to lead an active prayer and sacramental life 

– both to grow in faith personally and to be an authentic witness of the life of grace.     

The General Directory for Catechesis (#85-86) lists the “fundamental tasks of catechesis” as: 

 Promoting knowledge of the faith 

 Liturgical education 

 Moral formation 

 Teaching to pray 

 Education for community life 

 Missionary initiation   
 

Mission 

Saint Raphael Religious Education Program (SRRE) assists the parents of Saint Raphael 

Catholic Church in providing religious instruction for their children (preschool through the high 

school) who attend non-Catholic schools.  We do so in accordance with the Archdiocese of 

Washington’s Policies for Parish Catechesis (2013).  SRRE is also responsible for providing and 

supervising sacramental preparation for children and teens, up to age 18, who are preparing for 

First Penance, First Eucharist, and Confirmation.  In addition, we offer the Rite of Christian 

Initiation, adapted for children and teens, for those who have not been baptized. 

This faith formation seeks to evoke and support a life-long relationship with the person of Jesus 

Christ and the Church he founded.  It strives to develop this relationship with Christ through the 

promises and commandments contained in the Gospel message, as well as through prayer, the 

liturgy, sacraments, and service. This work is done within the context of the parish community 

and the family. 
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I. SRRE Catechists and Aides 

Qualities of an Effective Catechist  

As catechists we share our personal faith and humanity.  The ability to share authentically 

requires certain qualities that include:  

 a desire to grow in our faith 

 an awareness of God’s grace and the desire to respond to that grace 

 a commitment to the Church’s liturgical and sacramental life and moral teachings 

 a strength of character built on patience, responsibility, confidence, and creativity 

 an understanding of the developmental level of the children with whom you work 

 a generosity of spirit, respect for diversity, and a habit of hospitality and inclusion 

 

(taken from Finding God catechist guide introduction) 

 

Professional Conduct 

Even though all catechists, class aides, office aides, and child care providers who serve in SRRE 

are volunteers, they are representatives of the parish.  As such, they have obligations and 

responsibilities toward the families they serve.  All must abide by a Christian and professional 

code of conduct.  Catechists are entrusted with particular knowledge and familiarity with persons 

and relationships.  As such: 

- Any information that is received or acquired about students and their families is confidential 

unless otherwise instructed. 

- A child/teen’s behavior or performance should not be discussed with anyone other than the 

Director of Religious Education (DRE) or the child’s parents. Any comments made about 

children/teens should be prudent and discreet, both in and out of the classroom.  

Conversations need to be held in a private setting. 

- The DRE should be informed if there is an unusual need or difficulty with a child/teen.  The 

catechist should not attempt to handle it alone. 

- Catechists must report any suspected child abuse or neglect to the DRE, as well as to the 

Montgomery County Dept. of Health and Human Services at 240-777-4417. 

 

Communication from the SRRE Office 

 Information from the SRRE Office is sent by email.  

 When SRRE correspondence is sent to parents, it will also be provided to catechists. 

 The quarterly SRRE parent newsletter is called Passing It On.  It is sent by email in 

September, November, February, and May. 

Approval of Catechetical Materials 

 The Archdiocese requires that all catechetical materials reflect the full content of the faith 

and be aligned with the Catechism of the Catholic Church.  The textbooks we use are 

approved by the Archdiocese.  All other materials must be vetted by the DRE before use. 
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Weekly Attendance 

 In general, catechists, co-catechists and class aides are expected to be present for class 

every week.  If a catechist needs to be absent because of illness, business travel, or a 

personal reason, the DRE can help find a substitute. Please arrive 10-15 minutes before 

classes begin. 

 

Parking, Drop-Off and Pick-Up Procedures  

 Catechists and class aides may park in any open spaces.  All pedestrians should cross 

only at the designated crosswalks - directly in front of the main door (across to the island) 

and at the end of the sidewalk near the church (across to the island). All drivers must 

move slowly and carefully, stopping at the crosswalks to allow pedestrians to cross. 

 Parents must park and accompany younger children into the school building and to their 

classroom.  Older children may be dropped off in front of the building. 

 Parents must collect their children in the school building and, for younger children, in 

their RE classroom.  Catechists may only release children to their parents or an adult 

explicitly authorized by the parents.  The DRE will inform the catechist and aide of any 

custody situations or restrictions on who may collect the child. 

 If a parent wishes to pick up a child before the dismissal bell, the parent must go to the 

SRRE office.  A staff member will go to the classroom and bring the child to the office to 

meet the parent.  This is to ensure minimal disruption of class and safety for the child.   

 No one may ever park or “wait” in the fire lane – where the curb is painted yellow.   

 

Class Size 

As much as possible, class size will be held within the guidelines set by the Archdiocese of 

Washington.   

 Pre-K through K . . . . . . . . .  8 students per catechist 

 Grades 1 – 6 . . . .  . . . . . . . . 16 students per catechist 

 Grades 7-8 . . . . . . . . . . . . . .  12 students per catechist 

 Grades 9-12 . . . . . . . . . . . . . 10 students per catechist 

 

Attendance Sheet (blue card) 

Each class section has an attendance sheet (blue card) that is completed each session. 

 The attendance sheet is a legal document.  Please be sure the Class Aide (or Catechist) 

completes it carefully and thoroughly.   

 Attendance should be taken during the first 15-20 minutes of class time.   

 Under the appropriate date, place a √ next to the names of students who are present.  If a 

child is absent, leave the checkbox blank.  If a child is more than 15 minutes late, place a 

“T” in the checkbox.   
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 Place the blue card on the clipboard outside your classroom (old building) or on the floor 

or window outside the classroom door (new building).  An office aide will pick up the 

blue attendance card about 25 minutes into class time.  The office staff will return your 

blue attendance card to your mailbox.  Catechists may want to keep a copy of the 

attendance sheet for their records.   

 Do not add or delete any student from your class list unless given official notification 

from the DRE. If a student appears in your classroom and his/her name is not on your 

class list, please send the student to the SRRE office immediately. 

 If possible, the catechist should call or email the parents of any child who is absent to 

find out the reason for their not attending class. The DRE and SRRE Assistant can help 

with this.  The catechist should leave information about the lesson and any assignments 

with the DRE so that these can be sent to the parents of the absentee. 

 

Class Roster and Sacramental Preparation 

The class roster includes parent names, phone number, email address, and postal address.  It also 

includes two columns with information about sacraments for each child:  “Sacraments Received” 

and “Sacrament Prep.”  Below is the explanation of the codes: 

 B = Baptism [If no B appears, the child has not received any sacraments.]  

 E1 = first year of preparation for Penance and Eucharist  

 E2 = second year of preparation for Penance and Eucharist  

 C1 = first year of preparation for Confirmation 

 C2 = second year of preparation for Confirmation 

 E1+ = Eucharist, first year of preparation / child is older than grade 2 

 E2+ = Eucharist, second year of preparation / child is older than grade 2 

 

Catechists who serve in grades 2, 7, and 8 are encouraged to attend sacramental parent meetings, 

rites, rehearsals, liturgies, and other special events connected with the celebration of First 

Penance, Confirmation, and First Eucharist. 

 

Communication with Parents 

 Catechists are asked to foster family involvement as much as possible. Please have 

children take their book home with them each week or have them tear out the final page 

of the chapter to take it home in their SRRE folder.  (Backpacks are provided for 7th and 

8th grade students so that they can easily bring their textbook home and back to class.)   

 Periodic written communication with parents is encouraged.  An introductory letter or 

email at the beginning of the year is very appropriate.  Updates, reminders and 

announcements can be sent periodically.  Please copy the DRE on emails to parents.  The 

SRRE office can provide an electronic list of email addresses for parents of children in a 

section. 
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 Catechists prepare progress reports for children in grades 1-12 at the end of each 

semester. The SRRE office emails completed reports to parents.  

 If the catechist is given information involving such things as a chronic illness, an 

impending move or important family situation, the catechist should relay this information 

to the DRE.  Likewise, the DRE will inform the catechist of any situation affecting the 

student’s attendance or performance. 

 If parents contact the DRE with a complaint about a catechist, the DRE will contact the 

catechist immediately to discuss the situation.  The privacy of all parties will be protected 

as far as possible. 

 

 

II. Students/Learners 

Student Attendance 

According to Archdiocesan policies, all students are expected to attend at least 85% of all 

classes, except in extraordinary circumstances.  In other words, students should miss no more 

than four classes out of the 28 class sessions in a year.  As far as possible, the student must 

complete all class work and homework whether they are present in class or absent. Students in 

sacramental preparation years are expected to complete a make-up packet once they have missed 

25% of the classes. 

 

Tardiness 

Catechists are asked to begin class on time.  Children who arrive late are expected to enter 

without disrupting the class.  Having “bell work” ready and on the learners’ desks before they 

arrive will insure that time is used effectively.  Bell work could be Junior Saints newspapers, 

Maryknoll magazines, an assessment of material covered the previous week, worksheets, writing 

or drawing projects, journaling, etc. Check with DRE for bell work ideas for your class. 

 

 

Assessments and Progress Reports 

 

It is important to assess the formation that is taking place in children and to offer feedback 

leading to further growth.  Because children learn in a variety of ways, a variety of forms of 

assessment is needed.  Some children speak easily in front of their peers and teachers; others 

prefer to take time to carefully think first or to express themselves through writing or drawing. 

Formal assessment (written quiz) asks the question What do you know/understand?  Informal 

assessment (ongoing and specific) asks the questions What can you do with what you know, and 

how do you do it?  A catechist can assess a child’s progress by observing his/her participation in 

discussions, group work, and in service and care for others.  Catechists can also evaluate a 

child’s verbal (oral and written) and nonverbal (drawn, crafted, etc.) expressions and responses.  

 

The archdiocese requires a standardized assessment of children in grades 3 and up based on the 

Religion Curriculum.  This Faith Knowledge Assessment will be given in October or 

March/April of each year, according to the schedule set by the Archdiocese. 
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Catechists complete progress reports for each of their students (grades 1-12) twice during the 

year (January and May).  These reports are meant to provide parents with information about their 

child/teen’s growing knowledge and understanding of their faith, including progress in 

memorizing prayers, as well as their class behavior and participation.   

 
Introverts and Extroverts 

 Introverts are energized by quiet and solitude; stimuli comes from within. 

 Extroverts are energized by noise and company of people; stimuli comes from the 

environment. 

 Introverts will scan their own heads to find their Aha! moment. In class, introverts draw 

energy from very small groups and writing-based tasks. Their learning unfolds in chunks 

rather than short intense bursts. 

 Extroverts will scan the outside world to find their Aha! moment. In class, extroverts 

enjoy group-based learning and brainstorming. 

To put it another way: 

 Introverts Think—Act—Think 

 Extroverts Act—Think—Act 

It’s important to honor these differences rather than try to fix them. Instead of using coercion to 

force participation among introverted students, we must strive for “cultivating engagement from 

both camps. Rather than dichotomizing both ends of the introvert/extrovert spectrum, we must 

optimize.” 

(from 4 Powerful Approaches for Connecting to Introverted Students by Lee Watanabe-

Crockett)  
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III. Weekly Procedures 

Preparation for Class 

- Catechists are expected to plan and prepare thoroughly for each lesson, including taking time 

to read the background material in the catechist manual, to pray and reflect on the lesson, and 

to consider how best to teach the particular group of learners. 

- Any instructional materials, other than the textbook and ADW curriculum, must be 

approved ahead of time by the DRE.  This includes videos, handouts, etc. 

- Catechists and class aides are expected to be present every week.  Pairs of co-catechists may 

choose to team teach each lesson or alternate roles as lead catechist and class aide each week.  

- Catechists and aides need to arrive at the school building in plenty of time to gather 

materials, to prepare the classroom, and to “check in” with the DRE.   

 

 

Photocopies 

- Please email or call the Assistant for RE to request photocopies, computer set-ups, and other 

items needed.   

- When necessary, copies may be made before class, but there will likely be a waiting line at 

the copier just before class time. 

- Copyright laws must be respected.  All materials that are copied outside of worksheets 

provided by the textbook series must fall within the scope of fair and legitimate use. The 

photocopying of an entire work to avoid the purchase of additional copies is outside of this 

scope.  Check with the DRE if there are questions.  
 

 

Computer, DVDs, and Internet 

Please contact the Assistant for RE a day in advance when you plan to use a computer, DVD, or 

internet.   
 

 

Mailbox 

When you arrive, stop at your SRRE mailbox to pick up the blue attendance card and any 

memos, requested materials, or information to be distributed to students.   

 

 

Name Tents and Seating Charts 

Name tents are always recommended, particularly during the first 4 to 5 weeks so that catechists 

and class aides can learn the name of each child in a large class.  Please save the name tents in 

your book crate box so that they can be used if you ever need a substitute.  Catechists and aides 

should wear nametags or write their names on the white board so that students and parents 

become familiar with the adults in the class.  Using a seating chart is helpful for separating 

students who behave better when sitting apart.  Do not hesitate to assign seats.  Update your 

class seating chart as needed throughout the year.   
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Student Supervision 

 Greeting children with a smile at the classroom door as they arrive sets the right tone for 

class and can go a long way toward positive interactions throughout the session.  

 Be sure that everyone in the class feels loved and accepted.  Be conscious of cliques, and 

be sure to gently open them so no one feels like an outsider.  The greatest predictor of 

success is if the child has made a friend in the first month. 

 Never leave children alone in a classroom.  If assistance or materials are needed, send 

an aide or a trusted student (or pair) to the SRRE Office.  There is also a black “panic 

button” in each classroom (located near the light switch or outside wall) which will sound 

over the intercom system to the school office; once it is activated the SRRE staff will be 

able to communicate with you immediately and directly.  Mary’s SRRE cell phone 

number is 202-294-7697; the direct line to the Assistant is 240-864-2523. 

 Schedule stretch breaks into your lesson plan.  A good rule of thumb is 20 minutes of 

instruction, then 1.5 minutes of movement.  Younger children will need more frequent 

changes in activity. 

 When asking questions it is better to call on a learner than to ask for a volunteer.  Use a 

stack of notecards or popsicle sticks with each child’s name so that each one is called on 

equally. 

 Wait time: when calling on a learner wait a few seconds (3-5) for a response.  Do not 

short-change the learner who you are afraid might not know the answer.  Give each child 

time to think and respond.  Another great technique is the use of a talking piece, which is 

passed from person to person in a discussion circle, giving each an opportunity to speak 

while all the others listen. 

 Teach learners to raise their hands when they have a question, rather than when they have 

the answer. 

 

Discipline Policy 

 An atmosphere of mutual respect and kindness is expected in all classes. This is 

necessary for learning and growing in faith.  Catechists are encouraged to read Discipline 

Made Easy:  Positive Tips & Techniques for Religion Teachers; copies are available in 

the SRRE office.   

 For a loving Christian classroom environment, the catechist must set the tone and foster 

cooperation so that the message of Jesus Christ can be imparted and understood.  Ideally 

each SRRE class is a small community where all participate fully and share their gifts. 

 Corporal punishment in any form is against the law.  Corporal punishment is defined as 

“any touching that can be construed as punitive.”   

 

Maintaining discipline is like removing obstacles in the path towards our goal  

of good catechesis.  We learn how to remove and avoid these obstacles  

so that our destination can be reached.  – Joseph Paprocki 
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Learning Disabilities and Behavior 

Be sensitive to the needs and circumstances of your students.  These can often give the catechist 

an indication of how to handle a particular student or situation.  Be aware that learning 

difficulties and home problems are often the source of behavior issues.  Do not hesitate to ask for 

help from the child’s parents or the DRE. 

The DRE will inform the catechist of any learning disability or medical condition that could 

impact behavior.  Information of this kind is strictly confidential.  

Be conscious of children/teens who have difficulty reading. Avoid asking them to read out loud 

until you discuss with their parents or with the child privately. 

 

 

Classroom Management 

 

Catechists should always strive to maintain good classroom discipline with love.  Be sure that 

every person is treating everyone else with respect and kindness.  Be sure that expectations are 

clear and rules are enforced.  Following a weekly classroom routine is very helpful for most 

learners.  
 

Always be prepared for class.  Have enough for the children to do and learn.  Be ready with fun 

activities - appropriate to the topic of class - to fill in any unexpected gaps.  
 

Do not let behavior get out of hand.  This only leads to frustration for the catechist and for the 

children in the class.  Please notify the DRE at the first signs of concern about a child's behavior.   
 

 Some helpful ideas for the new teacher: 

 

 learn to scan the room as you teach 

 assign tasks and responsibilities to learners 

 move around the room as you are speaking and when learners are working 

individually or in groups 

 use the child’s name when you call on him/her 

 use eye contact and non-verbal communication 

 reinforce good behavior 

 be firm, confident, and consistent 

 

 

During the Course of Class 

It is very important that the DRE knows where children are.  Be sure to speak with the DRE 

before conducting any activity outside of the classroom itself.  Whenever the catechist takes the 

children out of the classroom, one adult is to be at the head of the line and another adult is to be 

last person in the line.  No student should be allowed to run ahead of the lead adult or lag behind 

the last adult.   

For younger children bathroom breaks are to be limited to one event during class time.  Older 

children should use the restroom before class begins.  An aide should escort younger children to 

the restroom. 
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Do not allow the water coolers or plastic cups to become the focus of the children’s attention. 

 

Dismissal 

- Be sure your watch or classroom clock is set to the correct time.  Please continue teaching or 

productive learning activities until class time is up.  Parents will be allowed to enter the 

building at dismissal time and will walk to their child’s classroom.  The arrival of parents is 

the catechist’s signal that class is over. 

- Middle school children can be escorted to the front hallway where parents can collect them 

inside the building. 

- If a parent does not pick up their child, please bring the child to the SRRE office.  We will 

help the child contact their parent and will stay with them until the parent arrives.  

 

 

IV. Faith Formation Resources and Supplies 

Curriculum 

o Forming Disciples for the New Evangelization is the title of the Archdiocesan Religion 

Curriculum.  It contains 14 overall standards (these are the same for each grade) and many 

specific indicators which list what children should know, understand, and be able to do at 

each grade level.  The DRE supplies a pacing guide for each grade with indicators correlated 

to each chapter in the textbook.  This pacing guide assists the catechist in both immediate and 

long-range planning, so that the archdiocesan indicators can be covered over the course of 

the year.  This is accomplished through the use of the textbook and other materials, events, 

and speakers that address the indicators.   

 SRRE uses the Loyola Press textbook series Finding God for kindergarten through 

the eighth grades.  Each textbook addresses the topics of the God, Jesus, the Church, 

the Sacraments, and Morality.  The material for each grade level builds upon previous 

ones, following a pattern of continuous growth in depth and scope.   

 Pre-school classes use Stories of God’s Love.  

 Learners in the high school class use textbooks published by Ave Maria Press, 

including The Catholic Faith Handbook for Youth. 

 All of these textbooks are approved for use in the Archdiocese of Washington.  

 

Library 

o We now have a searchable catalog for books and DVDs in the SRRE library. Go to 

https://srre-resource-library.librarika.com/ and to Search Catalog. 

o A few other resources for catechists are available to download: 

https://drive.google.com/drive/folders/12rrWx0MELYpXlNPdnfWXIOyM47rx4c1U 

o The Catechist magazine is available in the DRE’s office.   

 

https://srre-resource-library.librarika.com/
https://drive.google.com/drive/folders/12rrWx0MELYpXlNPdnfWXIOyM47rx4c1U
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o Copies of the Catechism of the Catholic Church, YouCat, and various other books on 

catechesis, theology, liturgy, church teaching, prayer, teaching, etc. are available in the 

DRE’s office. The DRE can help you identify resources appropriate to your need. 

 

o SRRE also provides supplementary materials including reference books, activity 

resources, storybooks, and videos to support and enhance the curriculum. Please return 

these to the SRRE office for proper re-shelving. 

School Supplies and Craft/Project Materials 
 

In the front hall closet there are craft supplies for use in all SRRE classes.  Please borrow only 

those supplies that you will use that day in class.  Please return all supplies to the closet at the 

end of each class.  Do not store shared supplies in your book crate.   
 

Religious articles and liturgical color cloths are available in the DRE’s office. 

 

Box Crate, Clear Shoe Box, Bible Box  
 

 A plastic crate is provided for each class section to hold books and items that belong to 

the catechist (including name plates).  In the new school building classrooms there is one 

shelf for each of these boxes.  In the nursery school building, these boxes are kept in the 

large closets in Rooms 3 and 5, or in the Room 12 closet. 

 

 Each classroom has a clear box filled with these items: 18 sharpened pencils; 2 dry 

eraser markers; a dry-erase eraser; an adult scissors; a pad of paper; and a pen. These 

boxes are shared by 2, 3 or 4 classes - all the RE classes that meet in that room.  Please 

work together (catechist and class aide) to be sure everything is put away in that box after 

class. Also, please do not store anything else in that box.  Additional sharpened pencils 

and other supplies are available in the supply closet or in the SRRE office. 

 

 A box of Bibles is stored in each classroom (new building); additional boxes of Bibles 

are available in the Duffy Center closets, front storage closet, and the SRRE office.  

There are Bibles for middle school students (Breakthrough Bible) and other bibles (New 

American translation or Good News translation).  Please be sure children/students treat 

each Bible with care.  At the end of class, place Bibles gently in the box and return the 

box to its storage place, mindful of the SRS flashlight in the same space (new building). 

 

 

Books, CD Players, DVDs/Videos, and Other Equipment 
 

 Most classrooms have CD players for your use.  CD players for the Duffy Center are 

stored in the SRRE office closet.   

 Story books and other resource books are kept in the DRE’s office.   

 DVDs (Scripture stories from the Old and New Testaments, stories of virtue or from the 

lives of the saints, contemporary topics, and several other subjects) are stored on the rack 

in the front hall storage closet.   

 Finding God CDs are kept in the Assistant’s office. 

 Finding God art prints are stored in the classroom closet (new building), Room 12 closet, 

or Room 3 & 5 closets. Ask SRRE staff if you cannot locate the art prints for your grade. 
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V. Facilities 

Use of Facilities  

SRRE shares classroom space and equipment with St. Raphael School (SRS) and St. Raphael 

Nursery School (SRNS).   

- In the new education building classrooms, each SRRE catechist has one shelf in the closet.  

In the nursery school, catechists store their book crates in Room 12 or in the Duffy Center 

(Rooms 3 and 5) closets. 

- The Finding God  art prints are stored in new education building tall closets, Room 12 closet, 

or in the Duffy Center (Rooms 3 and 5) closets. 

- Please teach all children good stewardship of facilities, ensuring that they treat all property 

respectfully.  Please do not allow children to waste the small plastic cups; instead have 

children use the water fountain in the hall by the bathroom. 

- The SRS/SRNS teacher should leave plenty of clean space on the white board.  Please tell the 

DRE or Assistant for RE if this is not happening.  We will remind the SRS or SRNS 

classroom teacher.  Please erase the boards after SRRE class.   

- Desks and tables may be moved or rearranged to better serve the needs of your class, but they 

must be returned to their original placement when your session is over.  The classroom 

teacher should have posted a desk position chart for you. 

- Always leave the classroom neat and in order.  Please check for books or other items a child 

might have left behind.   

- If using glue, markers or paint, be sure to wipe the desks clean with the wipes provided in the 

room or in the SRRE office. 

- For lower grades, please wipe the desks with sanitizing wipes to remove fingerprints. 

- Before leaving the classroom at the end of a catechetical session, the catechist or class aide is 

responsible for seeing that: 

 Materials are returned to their proper storage place 

 Desks are cleaned and returned to their place 

 White board is erased 

 Windows are closed 

- Instruct and remind students to respect the classroom environment they use and the personal 

belongings of other students.  Please be careful that materials in the desks, lockers, and in 

the classroom periphery are not used or removed.  Please report any personal property or 

facility damage to the DRE immediately.  

- A large yellow flashlight is stored in each classroom for use in case of a power outage. In the 

New Building, the flashlights are stored on the RE shelf.  Please be especially careful of 

them. They don’t belong to RE, but they are there for our use.  The duct tape (or packing 

tape) with the flashlight is only for emergency use – to seal the classroom doors in case of a 

toxic gas emergency. 
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- It is preferable that food and drink not be part of the class session.  Some children will need 

to bring a snack if they are coming directly from school (afternoon session) or have not had 

time for dinner (night session). Sunday morning preschool classes are provided with snacks. 

- The St. Raphael school building is a nut free facility.  No type of food containing peanut 

butter and/or nut products may be brought into the building.  

- If you want to take your class to visit the church or to any location outside the assigned 

classroom, you must speak with the DRE ahead of time.  The DRE needs to know where 

each child is at every moment.  Be careful to not disrupt or distract any other classes.   

- When visiting the church or any sacred space, be sure that everyone is respectful and behaves 

appropriately.  Catechists cannot assume that students will know what that behavior is and so 

must be proactive in this regard.  Of course, food, drink, candy, and gum are never allowed 

inside the church. 

 

 

VI. Emergency Procedures 

Inclement Weather 

SRRE follows Montgomery County Schools for weather-related closings.  When Montgomery 

County Public Schools (MCPS) are closed because of inclement weather, SRRE classes do not 

meet.  When MCPS cancels after school, evening, and/or weekend activities because of weather, 

SRRE after school, evening, and/or weekend classes are also cancelled.  See 

www.montgomeryschoolsmd.org or call 301-279-3673 or listen to WTOP radio (103.5 FM).  If 

MCPS “school activities” are called off, but “community events” in MCPS buildings are taking 

place, we may or may not have SRRE.  This is a relatively rare occurrence and the DRE will 

make a decision based on the time of the class and the expected weather event.  In all cases, 

parents and volunteers should make their most prudent decision regarding personal safety. 
 

Emergency Events 

At the beginning of the SRRE year catechists will take a few minutes to review emergency 

procedures with the children in their classes.  These events might include fire, tornado, 

earthquake, or other imminent danger.  We strive to follow the response guidelines used by St. 

Raphael School, including lockdown, shelter-in-place, severe weather safe area, evacuation, and 

“drop, cover, and hold.”  If children and adults need to evacuate the building, we will set up a 

reunification area in the church.  If the church also needs to be evacuated, we will set up 

reunification in the priests’ residence on Kimblewick Road, next to the church. If the residence 

also need to be evacuated, we will use the pool parking lot across Dunster Road (weather 

permitting). 

 

Fire Drills 

An evacuation map and pathway is posted prominently next to the hallway door in each 

classroom.  Every catechist should become familiar with this map and review it with students.   

If the fire alarm sounds, catechists and aides should direct students to exit classrooms quickly 

and quietly according to the evacuation plan.  There should be one adult preceding students and 

one at the end of the line.  The last adult to leave the room must make sure all doors and 

http://www.montgomeryschoolsmd.org/
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windows are closed and that lights are off.  If possible, bring the attendance sheet.  Students must 

walk quietly and in single file to their designated location.  Once the entire class has arrived, 

catechists are to take roll of the class and remain until directed to return to the classroom. 

 

Emergency Response Terminology (See insert on page 18 for details.) 

Lockdown is used to protect children/adults from potential dangers inside or outside. 

Shelter-In-Place is used during an external gas or chemical release. 

Severe Weather Safe Area is used during severe weather emergencies. 

Evacuation is used when conditions outside are safer than inside. 

Drop, Cover, & Hold is used during tornados, earthquakes, and other imminent danger to the 

building and surroundings. 

 

Fire: 

 Duffy Center classrooms 7, 8, 9, 10, 11, and 12 / Trumpet Room go to Raphael House 

sidewalk  

 New Building + Duffy Center classrooms 1, 2, 3, 4, 5, and 6 go to Gazebo Area of 

Playground 
 Class aide checks bathrooms to confirm no one is in there. 

 Turn off lights and close doors when exiting classroom 

 
Tornado Drill: 

 Go to All Purpose Room in the basement of the New Building.  Next best place would be 

the hallway outside Duffy Center 1-2, 7-12; or bathrooms or stairwells. No one can be 

near any windows or doors. 

 Be sure children know how to instantly get into a protective position when instructed: Put 

head next to the wall, with hands over the back of head and neck, tucked into a ball.  
 

 

 

 
 Class aide checks bathrooms to confirm no one is in there apart from the rest of class 

 Turn off lights and close doors when exiting classroom 
 Tornado Watch = conditions are good for tornado to develop /  

 Tornado Warning = hazardous weather event is imminent, but need to know where. 

 
Alert (Universal Emergency Response Guidelines) 

 Threat in Community, but not at our location 

 Announcement will be made over intercom: “We are in an alert status” (also called “Hold 

And Secure”) 

 Lock outside doors/Close windows and blinds 

 No students outside of building 

 Any children/youth/adults outside the building need to return to classrooms 
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 Continue teaching.  Activities continue within building. 

 All external doors need to be checked by office and/or maintenance staff. 

 

Lockdown 

 Threat on grounds or in building 

 Announcement will be made: “We are in a lockdown status” 

 Lock all doors/Close windows and blinds 

 Turn off lights 

 Students on floors away from doors and windows 

o Children/Youth in Trumpet Room go to storage area behind kitchen 

 Class aides check bathrooms to confirm no one is in there. 

 Absolute Quiet 

 Ignore all fire alarms unless otherwise instructed 

 If you are able to email, send attendance to Pietro – plojacono@straphaels.org 

 If outside building, catechist should lead students to run away from the building and take 

shelter at Raphael House or the priests’ residence.  After taking count of children/youth, 

send an email (if you can) to Pietro to announce where you are located. 

 

Lockdown and Shelter in Place 

Could be Chemical or Gas Releases 

 Follow Lockdown Instructions with addition of closing and taping all gaps in windows 

and doors using duct tape, plastic, coats, towels. 

 Duct/packing tape is to be in every classroom. 

 

General Guidelines: 

 Catechist and Aide are responsible for children/youth at all times.   

 Red card: Need Assistance 

Green card: No Assistance is needed, all students accounted for 

Yellow card:  I have extra or am missing students (+/- number missing) 

 Count students and know how many students you are responsible for. 

 The church building is our evacuation center and reunification center.  If the church 

building is not safe, alternates are the priests’ residence on Kimblewick Road, or the 

swimming pool parking lot across Dunster Road. 

 

Toxic Gas Emergencies 

If there are toxic gases in the hallway, use the shipping tape or duct tape in the classroom to tape 

the door shut, sealing it.  Emergency workers will provide further instructions during the 

situation, should it ever arise. 

 

When a Student is Ill or Hurt 

If a student complains of illness/discomfort during class and the catechist deems it necessary, an 

aide should escort the student to the SRRE office.  The DRE will determine whether to let the 

student rest quietly for a short time or to contact the parents.  If parents are called, they will be 

asked to pick up their child immediately.  

No volunteer or staff of SRRE is or can be authorized to administer medication to any student. 
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If a child or adult is hurt or injured during the class time, either in or out of the school building, 

the catechist or aide should notify the DRE immediately. The DRE will then determine whether 

first aid (available in the SRRE office) or more serious medical intervention is necessary.  If the 

latter course is called for, the SRRE office staff will activate the emergency information on file 

for each student, and will call 911.   

 

Practicing Universal Precautions (for Blood-Borne Pathogens) 

According to Montgomery County law, any volunteer or paid school personnel must wear gloves 

while caring for a student or any other person who is bleeding or who has vomited.  Disposable 

medical gloves for this purpose are available in the SRRE Office.  This is for the safety of 

everyone involved.  

  

Illegal Substances/Search & Seizure 

As a private institution, SRRE specifically retains the right to and will search for and to seize 

drugs, weapons, or other contraband items when there is a reasonable belief that such contraband 

items are in the possession of a child or teen.  The DRE will assist local government authorities 

by reporting such possessions and will cooperate fully with them.  If any catechist, aide, or other 

person suspects there may be contraband on the property during the operation of SRRE, they are 

to notify the DRE immediately. 

SRRE reserves the right to inspect all desks, lockers, and any other parish-supplied enclosures.  

In addition, we reserve the right to inspect any minor’s personal property when there is a 

reasonable belief that the minor is in violation of the rules and policies of SRRE. 

 

 

VII. Child Protection 

Adults 

The Archdiocese of Washington requires that all persons (paid or volunteer) who have contact 

with children complete the “Protecting God’s Children” program.  It includes a volunteer 

application, a State and FBI Criminal History Record Check, reading a small booklet, and 

participating in a three-hour training course on the prevention, recognition, and reporting of child 

abuse.  All volunteers and paid staff are expected to continue their education by reading the 

monthly training bulletins provided online through the Virtus program. 

 

Children and Teens 

All children and teens are given instruction in maintaining personal safety.  During a regular 

class time in October of each year the catechist teaches the “Circle of Grace” lesson specifically 

designed for each particular grade level.  
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VIII.  Training and On-Going Formation for Catechists 

DRE Class Observation/Feedback 

During the course of the year, the DRE will visit all classrooms for observation.  The purpose of 

this class visit is to assist the catechist for better implementation of program goals and to make 

suggestions on methodology and resources that can be used to enhance and enrich class sessions.  

It is also an opportunity to observe the children/teens in the class. 
 

Ongoing Formation 

o Each SRRE year begins with a catechist retreat morning, as well as a special training 

meeting. An in-service program is offered each February. 

o Catechists are expected to be in formation seeking certification as prescribed by the 

Archdiocese.  (See Living Catholic below.) 

o Catechists are encouraged to participate in a spiritual retreat annually.  Besides 

opportunities available through the parish, the archdiocesan Office for Religious 

Education offers days of reflection for catechists.  A list of retreat centers is included at 

the end of this handbook.  

o Catechetical formation should be thoroughly comprehensive in its presentation of the 

truths of Catholic doctrine and moral life.  This comprehensive formation should: 

enlighten faith; direct the heart toward God; foster participation in the liturgy; inspire 

apostolic activity; and nurture a life in accord with the spirit of Christ. 

 
 

Living Catholic/Faith Foundations Catechist Certification 

The Archdiocese of Washington provides all catechists with the means to grow in understanding 

of the content of our faith through the Living Catholic/Faith Foundations Program.  To be 

certified a catechists must: 
 

1.  Take part in an initial interview with pastor or catechetical leader 

2.  Fulfill Virtus background screening process 

3.  Complete Living Catholic, preferably within a blended program (gathered community 

and online) 

4.  Complete the five core courses of Faith Foundations online or in-parish: 

 Creed 

 Sacraments 

 Christian Morality 

 Prayer 

 Scripture 

5. Complete the catechist formation course Catechesis 101 

6.  Participate in a one-day Archdiocese of Washington catechist formation retreat, 

offered throughout the year in regional locations by the Office for Catechesis 

SRRE will reimburse catechists for certification course fees, once each course is completed.  
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IX. SRRE Staff 

Mary Beaudoin, Director of Religious Education 

301-762-2143, ext. 124 [during class time: 202-294-7697] 

mbeaudoin@straphaels.org 

 

Pietro Lojacono, Assistant for Religious Education 

301-762-2143, ext. 123 

plojacono@straphaels.org 

 

SRRE Office Hours 

The following are the hours staff is generally in the office, but please call or email ahead of time 

as each day is different and some meetings are held off campus and at other times.   

 

Weeks when SRRE classes are in session: 

Monday, 1:00-9:00 p.m. 

Tuesday through Thursday, 10:30 a.m.-6:30 p.m. 

Sundays, 5:00-9:00 p.m. and by appointment 

 

Summer and weeks when classes are not in session: 

Monday through Thursday, 10:30 a.m.-6:30 p.m. 

Fridays and weekends by appointment 

 

 

  

mailto:mbeaudoin@straphaels.org
mailto:plojacono@straphaels.org
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Retreat Centers/Spiritual Formation and Renewal 

Camp Maria   

campmaria.org or 301-475-8330 

Camp Maria is a center for family enrichment retreats, youth retreats and vacation days for the 

disabled.  It is available for programs of a religious and educational nature.   

Camp Maria Retreat Center, 41290 Camp Maria Road, Leonardtown, MD 20650 

Dayspring Silent Retreat Center  

www.dayspringretreat.org/ or 301-9161131 

Dayspring is an ecumenical retreat center hosting silent retreats for all who hunger to deepen 

their spiritual life through silence.   

11301 Neelsville Church Road, Germantown, MD 20876 

 

Holy Cross Abbey Retreat Center 

https://www.virginiatrappists.org/retreat-house/ 

In this ministry, the monks share with retreatants their monastic life–the silence and solitude, the 

natural beauty of the setting, and the monastic liturgy throughout the day.  

Holy Cross Abbey, 901 Cool Spring Lane, Berryville, VA 22611. 

Loyola on the Potomac:  A Jesuit Retreat House 
www.loyolaonthepotomac.com or 301-870-3515 

The Loyola Retreat House offers a full program of retreats for groups and for individuals-laity, 

clergy and religious. Loyola’s staff offers spiritual direction through the "Exercises in Daily 

Life."   9270 Loyola Retreat Road, Faulkner, Maryland 20632- 

Our Lady of Bethesda Retreat Center & Center for Family Development  
www.ourladyofbethesda.org or 301-365-0612 

Our Lady of Bethesda is operated by the Legionaries of Christ and the Regnum Christi Apostolic 

Movement and offers a full program of retreats, spiritual formation and spiritual direction for the 

laity.   7007 Bradley Boulevard, Bethesda, Maryland 20817 

 

Franciscan Monastery – DC 

 
 

Basilica Shrine of the Immaculate Conception – DC 
 

 

Shrine of Saint Elizabeth Ann Seton – Emmitsburg MD 
 

 

  

http://campmaria.org/
http://www.dayspringretreat.org/
https://www.virginiatrappists.org/retreat-house/
http://www.loyolaonthepotomac.com/
http://www.ourladyofbethesda.org/
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Helpful Websites 

Church 

Archdiocese of Washington www.adw.org 
 

United States Conference of Catholic Bishops    www.usccb.org 
 

The Vatican / The Holy See  www.vatican.va 

 

Scripture 

Online Bible    www.usccb.org/bible/books-of-the-bible/index.cfm 
 

Scripture Reflection    www.DailyCatholicGospel.com 
 

Bible Study:  www.buildingontheword.org 

Catechist Formation 

www.mycatholicfaithdelivered.com 

vlc.udayton.edu 

www.thereligionteacher.com  

www.catechist.com 

Lesson Planning and Resources 

www.loyolapress.com/faith-formation/finding-god/finding-god-2013/catechists-and-teachers 

Word on Fire online videos (Fr. Robert Barron) www.wordonfire.org/resources/video/ 

Free Flashcard Maker - www.kitzkikz.com/flashcards  

Cooperative Learning – The Essential 5: A Starting Point for Kagan Cooperative Learning 

Saints  www.americancatholic.org/ 

Worksheets www.4CatholicEducators.com 

Diocese of Wheeling – Charleston Video Catechism for Teens - http://vcat.org/ 

Outside the Box - https://odbfilms.com/ 

Ascension Press - https://ascensionpress.com/ 

 

Child Protection and Human Sexuality  

Child Protection  www.virtusonline.org 

Human Sexuality  www.parentsandkidstalking.com 

Catholic News 

http://www.catholicnews.com/    

www.franciscanmedia.org/catholic-news 

www.osvdailytake.com  

http://www.adw.org/
http://www.vatican.va/
http://www.usccb.org/bible/books-of-the-bible/index.cfm
http://www.dailycatholicgospel.com/
http://www.buildingontheword.org/
http://www.mycatholicfaithdelivered.com/
http://vlc.udayton.edu/
http://www.catechist.com/
http://www.loyolapress.com/faith-formation/finding-god/finding-god-2013/catechists-and-teachers
http://www.wordonfire.org/resources/video/
http://www.kitzkikz.com/flashcards
http://www.americancatholic.org/Features/Saint
http://www.4catholiceducators.com/
https://odbfilms.com/
https://ascensionpress.com/
http://www.virtusonline.org/virtus/
http://www.parentsandkidstalking.com/
http://www.catholicnews.com/
http://www.franciscanmedia.org/catholic-news
http://www.osvdailytake.com/
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Publishers 

Liturgy  www.ltp.org and www.litpress.org 

The Pastoral Center  pastoralplanning.com 

Give Us This Day: www.giveusthisday.org 

Magnificat   www.magnificat.com 

Parishes / Mass Times  

http://discovermass.com 

 

Current Events and Cooking 

https://fatherleofeeds.com/ 

 

Family Life 

Strong Catholic Family Faith: http://www.catholicfamilyfaith.org/ 

Going, Going, Gone (The Dynamics of Disaffiliation among Young Catholics): 

http://catholicresearch.smp.org/ 

 

 

Social Media 

Redeemed Online - https://redeemedonline.com/ 

 
 

High School 

Ascension Press: https://ascensionpress.com/ 

Saint Mary’s Press: 

https://www.smp.org/resourcecenter/category/Video/35/ 

https://www.smp.org/resourcecenter/ 

 

http://www.ltp.org/
http://www.litpress.org/
http://pastoralplanning.com/
http://www.giveusthisday.org/
http://www.magnificat.com/
http://discovermass.com/
https://fatherleofeeds.com/
http://www.catholicfamilyfaith.org/
http://catholicresearch.smp.org/
https://redeemedonline.com/
https://ascensionpress.com/
https://www.smp.org/resourcecenter/category/Video/35/
https://www.smp.org/resourcecenter/

