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Faithbuilders

Sunday 1:00PM - 2:15PM Grades 1-5

3:00PM - 4:15PM Grades 1-5

Monday 5:30PM - 6:45PM Grades 1-5

Encounter 

Sunday 3:00PM - 4:15PM Grade 6

Monday 5:30PM - 6:45PM Grade 6

Ignite

Sunday (see schedule 
for more information)

11:00PM - 1:30PM Year 1 and Year 2

Class Times
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Director of Religious Education
Meredith Skowronski

mskowronski@sjnovi.net

Office Administrator
Kimberly Tannahill

religioused@sjnovi.net

Family Program Coordinator:
Marge Fitzpatrick

mfitzpatrick@sjnovi.net

 Curriculum Support & Website Design:
Deanna Satti

dsatti@sjnovi.net

Parish Office Hours:
Monday - Thursday

9:00am-4:00pm
248-347-7778

Religious Education Office Hours:
Monday - Thursday

9:00am-4:00pm & During Religious Education Sessions

St. James Website:
Stjamesnovi.org

Attendance Form Link

mailto:mskowronski@sjnovi.net
mailto:religioused@sjnovi.net
mailto:mfitzpatrick@sjnovi.net
mailto:dsatti@sjnovi.net
http://stjamesnovi.org/
https://forms.gle/7Sm9f5EcBiXU5Mob6


Our Mission and Ministry

St. James Parish Mission Statement 

The mission of St. James Catholic Church is to preach the Gospel. The church 
does this by teaching as Jesus did, drawing all the members into a holy 
community, serving the needs of all, and celebrating our common faith 
through the sacraments, especially the Holy Eucharist.

St. James Religious Education Mission Statement

St. James Religious Education Program is a springboard for a lifetime of faith 
formation. Through dynamic, interactive lessons, students will experience 
God’s love and answer Jesus’ call to shine that love for others. 

Religious Education Handbook
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From the Desk of Meredith Skowronski

Dear Parents, Students and Volunteers,

To our Catechists and Volunteers: Thank you for answering God’s call to work 
with us this year! The gifts of your service and willingness to showcase God’s 
love to our children is greatly appreciated by our staff and the families of our 
religious education students..

The Religious Education Department has compiled this handbook  to assist 
you in teaching and serving our youth. Please know that we are  here to assist 
you and provide anything you might need, please don’t hesitate to ask! 

To 0ur Parents: Thank you for entrusting us with the faith formation of your 
children.  We are excited to walk with them on their spiritual journeys.  We look 
forward to partnering with you this year to help your children better 
experience and recognize the love of God in their lives.  Remember, they learn 
the most from you! 

Please take a few moments to familiarize yourself with this handbook and 
reach out to us with any questions. 

Many blessings to all, 

Meredith Skowronski
Director of Religious Education
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Curriculum

Religious Education Curriculum
The Religious Education Curriculum uses an experiential approach in faith 
formation for children in grades 1 -8.  We understand that there are many ways 
to understand and experience God. We try to incorporate these into the 
classroom as much as we can- through the stories in the Bible, our worship in 
the church, serving others, and in how we live our faith in our daily lives.

Our theme this year is, “Shine with Jesus”!  A portion of each class will focus on 
this theme and how we can live it in our daily lives. We will explore practical 
ways to embrace God’s love in our lives and discover ways to reflect that love 
outwards to those we encounter each day.  

We provide diverse and age-appropriate curriculum to best meet the needs of 
our students.  Each lesson consists of reading, writing, small group discussions, 
prayer-time, activity time and time for students to ask questions and explore 
concepts.  While hearing the “Good News” is a wonderful first step- we strive, 
within each lesson, to teach students how to live the good news of Jesus, as 
well!  

Grade-level themes for the year:
Focused on how we can incorporate Jesus into our lives so that we can Shine 
with Him!

1st Grade: Shine with Jesus by knowing Him 

2nd Grade: Shine with Jesus by experiencing Him through the Sacraments

3rd Grade:  Shine with Jesus by learning about His Saints

4th Grade:  Shine with Jesus by learning about Him through Bible stories 

5th Grade:  Shine with Jesus by learning to ask Him questions and through the 
Sacraments

Encounter/6th Grade:   Shine with Jesus by studying His word and learning to 
pray.

Ignite:   Shine with Jesus by learning to love yourself and others as you prepare 
to become missionary disciples and receive the full gift of the Holy Spirit at 
Confirmation. 

Religious Education Handbook
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Faithbuilders - Grades 1-5
These dynamic and faith-filled lessons are designed to engage your child in 
the wonders of the church and teach them to be better disciples of Christ. 

Our theme for this year is “Shine with Jesus” (Matthew 5:14-16).  We are eager 
for our students to learn ways to embrace the love of Jesus and practice how 
we can then reflect His love and light to others: Just like Jesus taught us to do! 

FOGO - Family based home program for Grades 1, 3, 4, 5
Faith on the Go is a home study option of religious education offered to:

● Grades 1, 3, 4, 5: (Sacrament years, grades 2, 7 and 8, are completed 
in-person.)

● Parents and children will attend two large group sessions and will be 
guided via email to complete discussion and experience faith-based 
lessons at home that are due each week.

 
● Faith on the Go students will be invited to join their in-class friends for 

Faithbuilder enrichment experiences such as the Nativity Play, Stations of 
the Cross, and more!

 
● Faith on the Go home study program will be offered during the Religious 

Education class calendar.
 

● To enroll, please select the Faith on the Go option on the Religious 
Education registration form.

Encounter - Grade 6
Students will spend time in a youth-ministry style setting participating in large 
group activities and lectures based upon the book and video series, 
Encounter-Exploring God in Every Day, by Mark Hart).  Students will learn about 
the Bible as a guide and resource, find comfort and strength in prayer, attend  
reconciliation, and participate in small-group discussions, pray for others, and 
learn the value of service.
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Ignite Confirmation Preparation Program:  (2 year program- 
generally 7th and 8th grade)
The Sacrament of Confirmation completes a person’s Initiation into the Catholic 
Church. Through the Ignite program, Confirmation candidates will develop a 
deeper understanding of God’s love and learn about the gifts of the Holy Spirit 
which are strengthened in this sacrament. We’ll explore how to use those gifts 
to give back to God and our community.

Ignite lectures, prayer experiences and small group activities will help students 
develop a more mature relationship with Jesus, teaching them to discern and 
welcome His voice, not as a stranger, but as a trusted guide for their life 
journey.  

Please see the schedules on pages 13 & 14 for more information on days and 
times.

Religious Education Handbook
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Arrival and Dismissal

General Traffic Flow of Students and Parents
For arrival and dismissal, please enter the parking lot via the east drive (the 
driveway nearest to Taft Road) and leave the parking lot via the west drive (the 
driveway nearest to Beck Road).  This allows traffic to keep moving, eliminates 
turning around and reduces the number of cars in the area where families are 
exiting the building.  PLEASE DO NOT PARK AT THE CURB.  Park in a 
designated parking space only.  We want to ensure the safety of all the 
children entering and leaving the building.

Arrival of Students - Grades 1- 6
All parents of children grades 1-6 will park their cars in the lot and escort 
children into the building. Upon entering the building through the Religious 
Education Doors, Door 3, parents will escort their children into their classroom. 
When exiting the property, parents will proceed to the west drive (nearest Beck 
Road).  By implementing these policies, we are focused on the safety of all 
children.

Arrival of Students - Ignite 
Parents of students in grades 7 and 8 can park in the main church lot. Students 
can enter through the Religious Education Doors, Door 3.    All students report 
to the Parish Hall for the beginning of class. 

Dismissal
All parents will park their cars in the lot and come into the building through 
Door 3 to pick up their children. Please wait in the RE Gathering Space near the 
gym until classes have been dismissed.  Parents of 1st - 5th graders may 
proceed to the classroom to pick-up their child after the session bell has rung. 
Children will be matched with their parent by the classroom catechist and then 
dismissed. Parents of children in Encounter and Ignite will continue to wait in 
the Gathering Space for their student to be dismissed after the session is over.

Religious Education Handbook
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Policy and Procedures

Early Dismissal
Early dismissal can be disruptive for catechists and children and we discourage 
pick-up prior to the end of class. If early pick-up is needed, a phone call or 
email from the parent is necessary. If leaving early, parents MUST stop at the 
Session Support Desk to “sign out” their child. Session Support Staff will then 
proceed to the classroom to retrieve their child. In an effort to keep your child 
safe, children will not be released without being signed out.

Late Pick-Up
If a child has not been picked up from the classroom ten minutes after the end 
of a Religious Education session, the catechist will accompany the child to the 
Religious Education Office and a member of the RE team will attempt to 
contact the parent. At that time, the RE team will assume responsibility for the 
student. Please ensure that we have correct contact information for both 
parents. 

Communication During Class
Please know that we are busy during classes and may not be reading emails in a 
very timely manner.  Please do your best to arrange early dismissal/late arrival 
before class when possible.

Religious Education Handbook
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Policy and Procedures

RE Office Communication with Parents and Catechists 
The most current and effective means of communication is email.  Please read 
weekly email correspondence.  Please ensure that we have your most up to 
date email address at all times during the year.  If you are not receiving a 
weekly email via Flocknote, please contact Kimberly Tannahill, 
religioused@sjnovi.net, so that we can update our records. 

Flocknote is an email distribution platform that St. James uses to communicate 
with our parents and students.  These notes  are sent weekly on Wednesdays 
with pertinent class information, updates and news.   The email address(es) 
you provide at registration will be added to our Flocknote system. If you do not 
receive a Flocknote from us within the first week of class, please contact our 
office. 

Guest Policy
No guests will be allowed in the classroom without prior approval by  the 
Director of Religious Education and permission of the catechist. Visitors must 
sign in with the Religious Education Department prior to visiting the classroom.

Cancellation of Session
The Religious Education Department follows the Novi School District weather 
cancellation policy. If Novi Public Schools have closed due to weather the 
Religious Education session will also be canceled.

In the event that Religious Education sessions are canceled but public school 
has not been canceled, catechists will be notified promptly via  Flocknote 
email. Cancellation information will also be posted on the website.
  
Housekeeping
As a community, our facilities are shared by many groups. Please include 
children in straightening the room at the end of the session, prior to dismissal. 
Contact the Religious Education Department with any housekeeping issues.

Religious Education Handbook
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Weather and Drills

Severe Weather 
When Novi Public Schools are closed due to severe weather there will be no 
Religious Education classes.  If classes need to be canceled you will be notified 
by email via Flocknote. This information will also be posted on the parish 
website.

Fire Drill
Children and staff will be educated how to properly proceed during a fire.  
Children will be taught our fire evacuation routes and meeting locations.

Severe Weather Drill
Students will participate in a severe weather drill in which we will practice 
taking cover in the case of a tornado or high wind warning.  Children will be 
educated on how to properly proceed in case of severe weather.  Children will 
be escorted to the designated “safe” space in our building.

Lock-Down Drill
Specific directions for an enhanced lock-down drill in the event of an intruder 
will be covered during safety week. 

Religious Education Handbook
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First Aid, Medication and Snacks

First Aid
If a child requires minor first aid, please call Safety and Session Support 
through the walkie talkie and send the child and a fellow student to 
accompany him or her to the Religious Education Office. If an emergency 
situation arises, keep the injured child in the classroom and use the 
walkie-talkie to contact the Religious Education Office to request assistance. 
Religious Education staff is first aid trained.

Dispensing Medication 
No medication, including over-the-counter medicine, will be given to a child 
(under 18 years of age) without the written permission of the parent.  All 
medication will be stored in the Religious Education Office and must be signed 
in/out by a parent each session.

Food/Snacks in the Classroom
Due to the large number of food allergies in children, we do not allow food in 
the classrooms. Please do not hand out special gifts at holidays that contain 
any food items.

Religious Education Handbook
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Behavior Management/Discipline

We ask the following of our students
As children of God, each student will treat their classmates and teachers with 
respect and reverence.  The Religious Education Program should model a 
school setting where students respect their teachers, administrators and peers. 
Occasionally, a child may fail to be respectful or reverent and correction may 
be necessary. Below is a general outline of our disciplinary procedures and 
steps.

Behavior Management
Upon occasion, children may need to be corrected for inappropriate  behavior. 
Behavior Management is administered in a positive manner, never with the 
intent to humiliate or frighten a child. It is recommended to send a child to the 
office for an opportunity to reflect on poor choices and set a positive plan for 
returning to the classroom.

Special Needs
We may have students with special needs or students receiving special 
services in school, (IEP, 504) if you need strategies for classroom management 
please notify the RE office.

Discipline
It is the goal of St. James parish staff and volunteers to offer safe and 
productive learning opportunities for all of our students that allow each child 
to be respected, nurtured and lead to a sustaining, loving relationship with God 
and active participation in the Church.

● Classroom coaching – Catechist will verbally correct 
negative/disrespectful behavior. 

● Referral to Religious Education Office – The RE Director will discuss and 
verbally correct negative/disrespectful behavior.  Once the correction 
has been discussed the child will apologize to classmates and catechist 
upon return to classroom.

● Contact with Parents – RE Director will discuss and verbally correct 
behavior.  Parent will be contacted and behavior plan will be discussed 
and implemented.  The Child will apologize to classmates and catechist 
upon return to the classroom.

Religious Education Handbook
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Behavior Management/Discipline

● Transfer to Home Based Program – Director will discuss and verbally       
correct behavior.  Parent will be contacted.  Child will be transferred to 
Home   Based Program. 

● Immediate Transfer to Home Based Program- Any threatening or violent 
behavior may result in an immediate transfer to the Home-Based 
Program.  The illegal use of cigarettes, vaping devices, alcohol, drugs or 
violent behavior will not be tolerated. 

Religious Education Handbook
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Parent Information 
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Sacramental Preparation 

Reconciliation
As directed by the Archdiocese, children will be prepared to receive the 
Sacrament of Reconciliation prior to the reception of First Holy Eucharist, 
generally in second grade. We offer age-appropriate instruction which always 
focuses on God’s unconditional love as well as a retreat experience and other 
sacramental formation experiences.

Eucharist
Generally, preparation for the reception of the Holy Eucharist is in second 
grade following Reconciliation.  Preparation is a collaborative effort of the 
Religious Education Department, the candidate, the parent, the catechist, and 
the parish community.  A Blessing Cup craft and other sacramental formation 
experiences are offered to enrich the formation of the child.

*Note: It is important for all of our students to be with us as much as possible.  
However, due to the importance of understanding the sacraments, students 
enrolled in the Blessed program and will be participating in the sacraments of 
Reconciliation and First Communion will be allowed 2 absences between 
September and December and again between January and April.  If a student 
misses more than 2 classes during these time periods, they will be asked to 
repeat the program before participating in the sacraments. 

Confirmation
The Ignite Confirmation preparation program is a two-year in-person program 
designed for students who wish to partake in the Sacrament of Confirmation.   
The program is designed for students to develop a deeper understanding of 
the love that God has for them, and to discover how He demonstrates this love 
to us through the gift of the Holy Spirit and by using the gifts that the He has 
given to each of us. We will foster in our students a more enriched relationship 
with Jesus- teaching them how to discern the still, small voice of the Spirit 
within them and welcoming Him, not as a stranger, but as a trusted guide at 
the time of their Confirmation.

Over the course of the program students will spend time participating in large 
group activities and lectures, prayer services, small-group discussions, a 
confirmation retreat and learn the value of service through service projects and 
service retreat days. 

Religious Education Handbook
26

RELIGIOUS EDUCATION HANDBOOK 2023-2024



Sacramental Preparation 

OCIC for Children (Order of Christian Initiation of Children)
Children who have not received the sacraments of Baptism, Eucharist, 
Reconciliation, or Confirmation at the traditional age will have an opportunity to 
experience God’s Grace through the sacraments in our OCIC program. Each 
eligible candidate will have an individualized curriculum developed to meet his 
or her specific faith journey. The Director of Religious Education will work with 
the candidate, family, and catechist to offer systematic faith formation 
opportunities as well as sacramental catechesis.

Religious Education Handbook
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Religious Education Handbook

First Reconciliation FAQ’s:

● Can I attend First Reconciliation with my child? 
○ YES!  We encourage families to attend and participate in the 

sacrament after the children have finished. 
● How can I help settle my child’s nerves before they receive this 

sacrament?
○ Remind your child that reconciliation is a time for God to show us 

how much He loves us!  The priests are friendly and eager to help 
your child through the process. 

○ Also remind them that they can not make a mistake!

First Communion FAQ’s:

● What should my child wear for their First Communion?
○ It’s customary for girls to wear a white dress. If your daughter 

chooses to wear gloves, they must be removed before they accept 
the host. 

○ It is customary for boys to wear a suit.
● Are photos allowed during mass?

○ We will open the church 45 minutes before each scheduled mass 
time to allow for photos.  You may also remain after mass to take 
photos with Father Ed and around the church.  Out of respect for the 
sacrament, we ask that no photos are taken during mass. 

● How many people can attend my child’s First Communion Mass?
○ You are welcome to invite as many people as you would like.  

However, you will be choosing one row for immediate family in the 
center sections of the church.  Additional guests are asked to sit in 
the side sections. 

● How long does the First Communion Mass take?
○ Please expect the mass to last an 1hr - 1.5hrs. 
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Confirmation FAQ’s:

● Who can be a confirmation sponsor? 
○ Any baptized and confirmed Catholic over the age of 16 who is not 

the parent of the confirmandi. 
● Who should my child choose for their Patron Saint? 

○ Encourage your child to take some time and research saints to 
determine a saint that resonates with them and that they feel led to. 
Patron Saints can be either male or female- girls do not have to 
choose a female saint, and boys do not have to choose a male saint. 

● How should a sponsor and confirmandi dress for Confirmation? 
○ Females avoid low cut tops, spaghetti straps and short, tight 

skirts/dresses.  Males typically wear a suit or suit pants with a dress 
shirt and tie.  Males please avoid tennis shoes and jeans. 

● How many people can attend the confirmation mass? 
○ As many as you would like to invite!

● Where do I sit during confirmation? 
○ Seats will be reserved in the front center rows for sponsors and 

confirmandi.   Families can sit wherever they like within the church 
that is not reserved. 

● Can I take photos during mass? 
○ Doors will open an hour before mass so that you can take photos 

and will remain open after mass for photos.  We ask, out of respect 
for the sacrament, that no photos are taken during mass. 

● How long is a Confirmation Mass?
○ Please plan to be with us for 1.5 - 2hrs. 

● Can I change the name of my Patron Saint? 
○ Yes. Changes can be made to who you selected as your patron saint 

until Confirmation Rehearsal. At this point, changes can no longer 
be made.



Confirmation Prep (2 year program, 7th and 8th grades)

The Sacrament of Confirmation completes a person’s Initiation into the Catholic 
Church. Through the Ignite program, Confirmation candidates will develop a 
deeper understanding of God’s love and learn about the gifts of the Holy Spirit 
which are strengthened in this sacrament. We’ll explore how to use those gifts 
to give back to God and our community.

Ignite lectures, prayer experiences and small group activities will help students 
will develop a more mature relationship with Jesus, teaching them to discern 
and welcome His voice, not as a stranger, but as an active and service-filled 
member of the church. 

Please see the schedules on pages 15 & 16 for more information on days and 
times.

Religious Education Handbook
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Ignite Confirmation Program Information 

Attendance
Students are required to attend all in-person classes as well as complete all 
home assignments. Two absences are allowed per program year. (An absence 
consists of missing either an in-person or a home lesson). If a student is absent 
more than twice during the program year, the student will need to repeat their 
current year before moving forward to confirmation. To report a student 
absence, please complete our Attendance Google form 
https://forms.gle/NoGMNkQzHnsxsSPF7.  Email Kimberly Tannahill at 
religioused@sjnovi.net with questions.

*No tuition refunds will be issued if a student needs to repeat a year due to lack of 
attendance. 

Tardies and Absences
Students are considered tardy when they are less than 15 minutes late. If a 
student is more than 15 minutes late, they will be marked absent. Students will 
also be marked absent if they leave class more than 10 min before dismissal. 

Please complete our Attendance Google form 
https://forms.gle/NoGMNkQzHnsxsSPF7 to report absences.

Confirmation Retreat
All 2nd year students are required to attend the Confirmation Retreat on 
Saturday, December 2nd from 1pm - 8pm. 

Students who are unable to attend the Confirmation Retreat at St. James are 
required to attend a full-day, in person retreat at another parish. 

Service Hours
All students are required to complete at least 10 hours of community service 
each year during the two-year preparation program.  All hours will be recorded 
and submitted using Google Forms. 

Please contact Meredith Skowronski, mskowronski@sjnovi.net with any 
questions.
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Volunteer Information 
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Volunteer Responsibilities

Catechists Grades 1-5:
General Lesson Format 
Each Lesson will follow the same general weekly format

● Prayer and Share Time: This is a time for the students to share their prayer 
requests and intentions with their classmates and catechists.  They will 
also use this time to learn some common prayers used in church.

● Listen and Learn Time: This is the time when students will review their 
lesson from the previous week, learn new material and participate in 
interactive activities and crafts!

Table Mentors: Encounter and Ignite 
As a Table Mentor,  you will help to build a community with the students who 
are assigned to your table group.  You will be with the same students for the 
entire year which gives you an amazing opportunity to build relationships with 
them and help them develop relationships with one another.  You will also be 
responsible for taking weekly attendance, monitoring behavior and helping 
with group activities.

Session Support Team
The Session Support Team monitors the hallways, assists catechists, and is 
available for first aid, bathroom breaks and other students needs.  The Session 
Support Team also helps to prepare crafts and activities for upcoming classes.

As a member of the Session Support Team, you may also be 
asked to substitute teach in a classroom with another catechist if needed.

Religious Education Handbook
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Expectations of a Catechist

Lesson Planning and Preparation 
We ask that catechists be well prepared for each session. Detailed lesson 
plans will be available via flocknote ahead of each scheduled class. 
Preparation time can vary with each session and catechist. 
Please refrain from cell phone use during class time!

Additional Lesson Materials 
If a catechist wishes to use their own supplemental teaching materials they 
must be approved by the DRE before use.

Safe Church Policies
Per A.O.D. policy, all catechists must have a criminal background check at the 
start of their ministry and must attend a Protecting God’s Children Workshop 
within six months of accepting the position.

Reporting Suspected Abuse
Catechetical personnel, as persons of faith, have a moral obligation to report 
suspected abuse. If you have a healthy suspicion of a child experiencing abuse, 
immediately notify the Director of Religious Education, Meredith Skowronski, at 
248-347-3434 or email at mskowronski@sjnovi.net. 

Catechist Support

Catechists Expectations of Parish and Staff
Catechists will be supported administratively by the Religious Education 
Department. All materials for a successful catechetical experience will be 
provided, i.e. lesson plans, catechist materials, student materials, student 
supplies, liturgical aids, etc. Catechists will be supported through prayer and 
gratitude by the St. James parish staff and community.

Volunteer Support

Tuition for Catechists
Catechists are offered free tuition for their children in Religious Education. 
Consistent catechist attendance is required.  Catechists who miss more than 3 
classes per semester (Sept - Dec and Jan - April) will be billed for full tuition. 
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Audio-Visual Equipment
A variety of audio-visual equipment and materials are available for the 
catechist’s use.  Each classroom is equipped with an Apple TV which connects 
directly to the church wifi.  If A-V equipment is part of the provided lesson plan, 
the equipment will be set up prior to class.

Placement of Faithbuilders Volunteer’s Own Children
A catechist’s child will be placed with the parent unless otherwise requested.

Placement of Encounter/Ignite Volunteer’s Own Children.
Volunteer Parent Table Mentors will not be placed at the same table as their 
child(ren), 

Volunteer Arrival
Please arrive 15 minutes before your scheduled class start time.  As students 
arrive in the classroom please greet children and parents with a friendly smile.  
Sessions will begin promptly at their scheduled start times.  As always, 
notification of a late arrival is appreciated. 

Catechist’s Communication/Letters Home
All written communication must receive prior approval from the Director of 
Religious Education before being sent home.

Volunteer Attendance
In the case of a catechist absence, please contact the Religious Education 
Department with as much advance notice as possible through email to 
religioused@sjnovi.net or Attendance Form. The Religious Education 
Department will procure a substitute catechist as necessary.  Please 
remember that it is challenging for our staff when Volunteers are absent: we do 
not have a large substitute pool.  It is assumed that, as a volunteer, you are 
present at every session.

Catechist Certification
The Archdiocese of Detroit strongly encourages that all catechists are certified 
or in the process of certification to be a Master Catechist. Workshops are 
offered locally throughout the year. The Director of Religious Education will 
advise catechists of formation opportunities in the vicariate as well as track 
completed workshops. Tuition for catechist formation will be covered by St. 
James Parish.
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Code of Conduct for Volunteers

2023 - 2024

 

I have read and understand the Code of Conduct for 
Volunteers.

 

Print Name__________________________________________

 

Signature___________________________________________

 

Date______________________________________________
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