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INTRODUCTION 
 
The Children’s Faith Formation (CFF) Program at Immaculate Heart of Mary Church 
recognizes the important role of the parents in their children’s Christian faith formation. 
“Parents are the principal and first educators of their children”. (Catechism of the Catholic 
Church, para. 1653) If you are registering your child for CFF, you are responding to the 
promptings of the Holy Spirit. 
 
Through an active partnership between parish staff, volunteer catechists and families, 
Immaculate Heart of Mary’s CFF Program is committed to helping parents fulfill their role 
and vocation as the primary means through which their children come to a deep and life-
giving relationship with Jesus Christ in His Church. 
 

MISSION STATEMENT 
 
Immaculate Heart of Mary’s CFF Program seeks first to teach children to know, love and 
serve God. Our goal is to reinforce their Catholic identity by teaching them Scripture, 
Church Teachings and Traditions of the Catholic faith, all while helping them grow in their 
relationship with God through prayer and service. 
 

PARENTS’ RESPONSIBILITIES AND COMMITMENT 
 
The Children’s Faith Formation ministry is intended as a supplement to the faith formation 
efforts of parents or guardians, with the help of the child’s godparents. If parents or 
guardians want their children truly to embrace the Catholic faith – and to know the joy 
and strength of a loving relationship with God and His Church – they need to form their 
children during family moments by: 
 
1. Attending Mass with their children weekly and receiving the Sacrament of 

Reconciliation at least once a year during Lent. The pastor and parish staff 
expect you to attend Mass on Sundays and Holy Days of Obligation. 
 

2. Praying at home daily together (meal prayers, bedtime prayers, and bible reading). 
 
3. All families registering for CFF at Immaculate Heart of Mary Church must be registered 

and active members of this parish. Registration forms are available in the CFF Office 
or from the Parish Office. Exceptions may be made by the pastor for families whose 
own parish has no suitable program (see section below).  
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4. Parents must register their children every year in August, before classes start, to 
reserve a space for their child.  Students are not automatically re-enrolled from one 
year to the next. 

 

CHILDREN FROM ANOTHER PARISH 
Children and youth who are unable to participate in their own parish’s faith formation 
program because of language, scheduling or another good reason may participate in our 
faith formation program with the written permission of their pastor and coordination with 
their parish’s faith formation staff, especially if the child will be preparing for the reception 
of a sacrament.  
 
In fulfilling his duty to ensure the proper sacramental preparation of his parishioners, that 
pastor may have additional requirements. It is expected that such students will receive 
sacraments at their own parish. Their pastor’s permission is needed for them to receive 
any sacraments of initiation (Baptism, First Communion and Confirmation) at Immaculate 
Heart of Mary. 
 

SACRAMENTAL PREPARATION REQUIREMENTS  
 
Parents of students preparing for First Penance, First Holy Communion, or Confirmation 
are required to attend Parent Sacramental Preparation meetings. These dates are listed 
on the Religious Education calendar. 
 
First Holy Communion  
Requires a 2-year preparation period.  All students preparing to receive their First 
Holy Communion, whether they are in the CFF program, the RCIA-C program, are home 
schooled or attend a Catholic school, must attend all workshops, interviews and 
rehearsals (see calendar for dates).  
 
 
Confirmation 
Requires a 2-year preparation period. All students preparing to receive 
Confirmation must complete the following: 
 

1. Take the Faith Knowledge Test in January or February of the year prior to 
the expected date of confirmation (i.e., of Level 7 for confirmation at Level 8).  

2. Participate in Spiritual Direction. 
3. Regularly receive the Sacrament of Reconciliation 
4. Attend all workshops, interviews and rehearsals (see calendar for dates).  

 



3 

Location of Reception of Sacraments 
 
The primary faith community, after the family, is the parish. Immaculate Heart of Mary 
parishioners are expected to receive their sacraments of initiation at this parish. According 
to Archdiocesan liturgical, faith formation and Catholic schools policies, any student 
wishing to receive sacraments of initiation elsewhere, including at a Catholic school they 
may attend, needs the permission of their pastor. Such a request must be made by the 
parents or guardians directly to the pastor, and the child must adequately explain his or 
her desire to receive the sacrament elsewhere. 
 

CATEGORIES OF STUDENTS 
 
Returning Students 
Returning students are those who have previously attended CFF at Immaculate Heart of 
Mary Church. 
 
First-time CFF Participants 
First-time Participants have not taken part in any CFF (or equivalent) programs in any 
Catholic church. 
 
Transfer Students 
Transfer students are those who have regularly participated in a CFF (or equivalent) 
program at another Catholic parish. 
 
Catholic School Students 
Catholic school students are currently enrolled at a Catholic school recognized by the 
Roman Catholic Archdiocese of Washington and are participating in our CFF program for 
sacramental preparation. 
 
Home-School Students 
Home-school students are registered with the parish as a student in the Home-Schooling 
Program.  
 
Special Needs Students 
Children with special needs are welcome and participate in many CFF levels regardless of 
any disabilities, medical issues, emotional needs or other special situations. While the CFF 
staff and volunteer catechists do not have the training for teaching students with special 
needs, they are willing to work with the parents to develop a meaningful curriculum for 
their child.    
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DOCUMENTS NEEDED FOR REGISTRATION 
 
Parents or guardians of First-time, Transfer, Catholic School and Home-Schooled Students 
(and Returning students who have not already done so) need to submit the following 
documents for registration: 
 

• Completed registration form; 
• Copies of certificates for all Sacraments of Initiation the child has already received: 

o Baptism 
o First Holy Communion 
o Confirmation (in rare cases received at an early age); 

• At least approximate dates of preparation for and reception of First Penance 
(Confession), if already received; and 

• A letter or report card certifying prior fruitful parish-based religious education or 
Catholic school education, if applicable.  

 
 

ADMISSIONS PROCESS 
 
There will be an initial interview and meeting between the student, parents and the 
Coordinator of Religious Education. The first step in the admissions process is to 
determine the appropriate program for the student: the CFF program or the Rite of 
Christian Initiation of Adults adapted for Children (RCIA-C) program or the RCIA adapted 
for Teens (RCIA-T) program. 
 
Generally, students who 

• are younger than 7 years old will be placed in the CFF Program, whether or not 
they have been baptized (if not, they must be baptized before the age of 7), 

• are 7 years or older and have not yet been baptized will be placed in the RCIA-
C or RCIA-T Program as appropriate for their age, 

• are younger than 13 and have been baptized will be placed in the CFF Program, 
• are 13 or older and have received First Holy Communion will be placed in the 

CFF Program, and 
• are 13 or older and have not received First Holy Communion will be placed in 

the RCIA-T Program. 
 

The next step is for each student to complete an assessment to determine the appropriate 
level for placement of the student. For Levels 3 through 8, this is done by having an 
interview with a Coordinator of Religious Education and taking the Faith Knowledge 
Assessment.  
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Student Placement 
 
Immaculate Heart of Mary’s CFF Program has several levels to ensure the successful 
advancement of their students. Children’s Faith Formation Levels do not 
necessarily correspond to the child’s grade level at school. 
 
Students are placed in particular levels in part based on their grasp of certain basic 
prayers and teaching of the Catholic Faith, along with (starting at Level 3) a more in-
depth faith knowledge assessment administered by the Coordinator of Religious 
Education. 
 
 LEVEL 
Prayer and Catholic Doctrine  1 2 3 4 5 6 7 8 
Sign of the Cross ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ 
Our Father ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ 
Hail Mary ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ 
Glory be ✓ ✓ ✓ ✓ ✓ ✓ ✓ ✓ 
Act of Contrition   ✓ ✓ ✓ ✓ ✓ ✓ ✓ 
Apostles’ Creed      ✓ ✓ ✓ ✓ ✓ ✓ 
Ten Commandants       ✓ ✓ ✓ ✓ ✓ 
Seven Sacraments         ✓ ✓ ✓ ✓ 
Liturgical Year           ✓ ✓ ✓ 
Holy Days of Obligation           ✓ ✓ ✓ 
Basic Biblical Knowledge of Old & New 
Testament           ✓ ✓ ✓ 
Faith Knowledge Assessment     ✓ ✓ ✓ ✓ ✓ ✓ 

 
 

CURRICULUM 
 
Our Religious Education programs follow the curriculum established by the Archdiocese 
of Washington (ADW) and use textbooks approved by the ADW Office for Catechesis. The 
curriculum and materials are structured to help the children not only know facts about 
our Catholic faith, but come to be authentic intentional disciples of Jesus Christ, with an 
ongoing and always growing relationship with Jesus Christ. Parent guides to the 
Archdiocese of Washington’s Faith Formation Standards by level are available online at 
https://www.ihmrcc.org/standards-parent-guide. 
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For the year 2022-2023, the various levels use a number of textbooks adapted to general 
age group: 
  

• Levels 1 – 8 use the Alive in Christ/ Vivos en Cristo series from Our Sunday Visitor 
Curriculum (see https://aliveinchrist.osv.com/family). We encourage you to make 
use of the parent resources in English and Spanish, such as “Reading Scripture 
with My Family” or the interactive session reviews, found on their website to 
reinforce what your child learns and does in class while growing in your own life 
of faith. The Level 1-6 books are fully bilingual, even though the cover title is in 
Spanish. The Level 7 and 8 books are only available in English. 

 
• First Communion and First Penance (Confession) Preparation, normally 

during Level 2, also makes use of the Signs of Grace materials from the Augustine 
Institute. The video portion of these programs is available on Formed.org, a 
tremendous resource for Catholics of all ages (and non-Catholics interested in the 
Catholic faith), with videos, books, audio recordings and more to help us deepen 
our faith and our commitment to Christ. This resource is free to you (the parish 
pays a yearly subscription to make it available for our parishioners). 

 
 

• Confirmation Preparation during Level 8, also utilizes the Decision Point 
program from Dynamic Catholic 
(https://www.dynamiccatholic.com/confirmation/). The engaging video portion of 
this program is available on their website. You can also sign up for a special e-mail 
program for busy parents and sponsors (no more than two e-mails a week). 

  
 

• The RCIA adapted for Children and RCIA adapted for Teens use the series 
Called to Celebrate/Un Llamado a Celebrar and Faith Fusion/Fusión en la Fe from 
Our Sunday Visitor (see https://osvcurriculum.com/calltocelebrate and 
https://osvcurriculum.com/faithfusion), which provide a compressed overview of 
our Catholic Faith and sacramental preparation appropriate for RCIA-C/RCIA-T 
participants who have had little to no religious education in the Catholic Faith. 
These bilingual materials are intended for children who need to be brought up to 
speed in their faith formation so that they can participate fully in the life of the 
Church. 
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TUITION AND FEES 
 

• Annual Tuition – Registered Parishioners 
Registered parishioners’ tuition cost is $100 for the first child and $35 for each 
additional child. If any child is receiving First Holy Communion or Confirmation, 
the sacramental preparation fee (see below) covers their tuition. 
 

• Annual Tuition – Non-Parishioners 
The tuition for non-parishioners is $150 for the first child and $50 for each 
additional child. 
 

• Sacramental Preparation Fee 
The sacramental preparation fee for each student receiving First Holy Communion 
is $120 and for Confirmation is $130. For registered parishioners, this covers the 
child’s tuition. For non-parishioners, the higher fee applies ($150 for the first child 
and the sacramental preparation fee for any other children receiving a sacrament). 
 
This fee only partially covers the cost of retreats, materials and other expenses 
incurred. The rest is subsidized from the offertory donations of your fellow 
parishioners. 
 

• Late Registration Fee 
Late registrations are assessed an additional fee of $50 for each child.  Parents 
or guardians must register their returning student(s) by August 30th to avoid this 
cost. 

 
• Tuition Refunds 

Because tuition does not cover even the cost of books and materials, and those 
expenses are incurred before classes start, tuition refunds are limited to 75% for 
families who withdraw their student from faith formation before the scheduled 
start date. After the scheduled start date, there are no refunds. 
 

• Scholarships  
No child will be denied religious instruction due to a financial situation. Please apply 
for a faith formation scholarship at the Parish Office before classes start in 
September. 
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TEXTBOOKS 
 
Students are expected to bring their textbooks to all class sessions. If a textbook is lost, 
the student will be required to purchase a new book. The fee for a replacement 
textbook is $35. 
 
CFF Levels 2 through 8 and RCIA-C participants are required to have a bible in class. If 
your child does not have a Catholic Bible, Catholic youth bibles are available for sale for 
$15.00 in the Religious Education Office. This price is less than the cost to the parish. 
Lost bibles will be replaced at actual cost (including shipping). 
 

ASSIGNMENTS 
 
It is the parents or guardians’ responsibility to ensure their children complete and turn in 
all work assigned by their catechist. Completion of the assigned homework is part of the 
requirement for promotion to the next Religious Education level. 
 

ATTENDANCE POLICY 
 
Parents or guardians are responsible for making sure students are on time to class. 
Religious Education classes meet on a weekly basis for approximately 30 weeks out of 
the year. A student cannot miss more than 4 classes during the year. Tardiness 
is disruptive to the classroom for the catechist and other students. Three late arrivals 
will be counted as 1 missed class. If a student misses more than 4 classes, 
including any absences counted due to excessive tardiness, they will not be 
promoted to the next level.   
 
If a student is going to miss a class, it is the parents or guardians’ responsibility to 
contact the child’s catechist directly and provide the reason for the absence. It is the 
parents or guardians’ responsibility to arrange to pick up the material to be reviewed 
by the student and that completed homework is turned in at the next class. 
 

CLASS CANCELLATION 
 
When inclement weather or another emergency requires the cancellation of a class, a 
Flocknote message (e-mail or text message) will be sent out to all parents and guardians. 
Please make sure the Religious Education Office has your most up-to-date contact 
information so you can be added to the Flocknote system. 
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PROGRESS REPORTS 
 
Students will be monitored and assessed throughout the year to ensure they are learning 
their Catholic faith and are prepared for advancement to the next Religious Education 
level. Progress Reports will be sent home in December and May. Students successfully 
meeting their Level requirements will receive a Certificate of Completion at the end of 
each formation year. 
 
The following areas are used to compile each student’s assessment: 
 

• Attendance 
• Behavior and positive attitude 
• Class participation 
• Prayers – understanding and memorization 
• Homework 
• Knowledge and understanding of Catholic teaching 
• Unit Tests 

 
If a student does not satisfactorily meet the minimum requirements for the above areas, 
the Religious Education Coordinator will contact the student’s parent or guardian for an 
in-person conference. 
 
The goal of the Religious Education staff and volunteer catechists is not to fail, hold back, 
or punish students, but to ensure that each child is receiving the knowledge necessary 
for them to become mature followers of Jesus Christ and active members of the Catholic 
Church. 
 

SERVICE 
 
The Immaculate Heart of Mary parish community is encouraged to give of our time, talent 
and treasure. As part of our classroom instruction, it is important that we educate our 
students in a true understanding of stewardship. As part of the stewardship lesson of 
time and talent, each child will have the opportunity to participate in Christian service 
projects. Service projects for Levels 1 through 6 will be performed as a group and may 
be completed during class time. Level 7 and 8 will participate in both group and individual 
service projects. 
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RIGHTS OF NON-CUSTODIAL PARENTS 
 
Both parents have access to a child’s religious education progress reports and 
achievement information unless one parent provides a legal (court-issued) document to 
the contrary. Upon receipt of such a document, it will be attached to the child’s record 
and all catechists to whom the child is assigned will be informed of these special 
instructions. Progress reports to a non-custodial parent will be provided upon request, 
which must be made in writing. Changes in the child’s normal CFF routine must be 
approved by the custodial parent in collaboration with the Religious Education Office. 
Catechists will be notified of these changes. No child will be dismissed from the program 
to the non-custodial parent without the written consent of the custodial parent or 
guardian. 
 

DISCIPLINE POLICY 
 
Every person at Immaculate Heart of Mary Church shall be treated with care and respect. 
Religious Education classroom behavior needs to be characterized by genuine Christian 
care, mutual respect, and honesty. At the beginning of the year, the catechist will explain 
the Standard Behavior Policies and Rules to their students. If a student does not follow 
these Polices and Rules, the student will be taken to the Religious Education Office and 
their parent or guardian will be contacted to come and pick them up.  
 

SUBSTANCE ABUSE POLICY 
 
Substance abuse is defined as the possession of, use of, or trafficking 
(selling/buying/trading/sharing) of any unauthorized or illegal drug, chemical, alcohol, or 
tobacco-like substance, which can be introduced into the body through ingestion, 
inhalation, injection or percutaneous means. Any student found in possession of an illegal 
or unauthorized substance on parish property will be suspended immediately from the 
program. Any student trafficking illegal substances will be formally removed from the 
program and the civil authorities will be notified. 
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CHILD PROTECTION POLICY 
 
Catechists and all those working with minors in the parish are required to undergo a 
background check and participate in three hours of child protection training through the 
VIRTUS® Protecting God's Children program. 
 
The Archdiocese of Washington requires the reporting of suspected or actual child abuse 
or neglect to the proper authorities. According to the Archdiocesan Child Protection and 
Safe Environment Policies (#6.2), catechists and parents or guardians who observe actual 
or suspected child abuse are required immediately to report the matter in confidence at 
three levels: 
 

1) to the civil authorities, in our case to the St. Mary’s County Department of Social 
Services at 240-895-7016. In practice, since our faith formation activities 
generally occur during the weekends or on Tuesday nights, the report should 
be done through the Sheriff’s Department control center at 301-475-8016, 
which will notify the on-call child protection officer. 
 

2) to either of the parish’s Coordinators of Religious Education or to the pastor. 
 

3) to the Archdiocese of Washington Office of Child and Youth Protection & Safe 
Environment at 301-853-5328 or by e-mail at childprotection@adw.org. 

 
Further resources on this topic are available at https://adw.org/about-us/resources/child-
protection. 
 

SAFE ENVIRONMENT TRAINING – CIRCLE OF GRACE 
 
All Catholic dioceses in the United States require safe environment training for all 
students. The Roman Catholic Archdiocese of Washington and its parishes (including 
Immaculate Heart of Mary) use the Circle of Grace curriculum and materials.  
Circle of Grace is a Christian safe environment curriculum that helps to form and educate 
children and youth about the value of positive relationships with God and others. It 
includes age-appropriate instruction on how to identify and maintain appropriate physical, 
emotional, spiritual and sexual boundaries. 
 
Catechists will be teaching their students the Circle of Grace curriculum at the beginning 
of the school year. Attendance is mandatory according to Archdiocesan policy. Any 
absence will require a letter from a parent or guardian explaining the absence, which will 
be included in the parish’s report to the Archdiocese regarding the fulfilling of this 
requirement. A student that misses the Circle of Grace training will not advance to the 
next level nor receive a sacrament of initiation without such a letter. 
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STUDENT DROP-OFF & PICK-UP 
 
To ensure the safety of all students before and after Faith Formation classes, the 
cooperation of parents and guardian is necessary.  
 

Session A (Sundays) 
Drop-Off: At Parish Hall 
Pick-Up: At Parish Hall 
 
Session B (Tuesdays) 
Drop-Off: At Parish Hall 
Pick-Up: At Parish Hall 
 
 

COMMUNICATIONS 
 
Flocknote will be the primary system used to send group text messages and e-
mail to parents and guardians. Please ensure that we have your correct 
contact information. In addition, all parents and guardians will be provided with a 
calendar of activities and important dates at the beginning of the school year. 
 
Please check our website regularly: cff.ihmrcc.org. 
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Immaculate Heart of Mary Church 
Religious Education Programs 

 

POLICY ACKNOWLEDGMENT 
FOR SCHOOL YEAR 

2022 – 2023 
 
 
Please complete and return to the catechist by the second week of participation. 
 
 
I have read the Religious Education Programs Parent Handbook and have 
explained the policies to my child. We understand that as a condition of 
participation in the program, we are required to adhere to the policies in this 
handbook. 
 
 
 
___________________________________________________  ________________ 
Student name               Class Level 
 
 
 
 
___________________________________________________  ________________ 
Parent or guardian signature         Date 
 
 
 
 
___________________________________________________  ________________ 
Student signature           Date 
 
 
 
 
 
 


