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Religious Education Handbook 

 

“Teaching the truths of our Catholic Faith to inspire 
our students to know, love, and serve Our Lord.”
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Welcome! 
To the Holy Family Religious Education Program.  Our goal is to help families teach the truth of 
our Catholic Faith so that children may truly know, love, and serve God in this world.  One of 
the most important ways parents can instill knowledge of and love for their Catholic faith in their 
children is by attending Mass weekly as a family.  In addition, families should set time aside dai-
ly for family prayer and discussion.  Attending a religious education program, such as this, is 
less important than a family’s weekly Mass attendance and prayer time. This handbook is being 
provided as a resource for information about our religious education program.   

Catechists 
All catechists, aides, and monitors are volunteers that have been safe environment trained and 
undergone a thorough background check (see below).  Each classroom has a minimum of two 
catechists present for each session.  Catechists will keep information about your children confi-
dential.  

Sacramental Preparation 
It is very important that those preparing to receive a Sacrament attend classes.  First grade 
students, in preparation for receiving two sacraments in second grade, should not miss more 
than three class periods.  Second grade students prepare all year to receive the Sacraments of 
Penance and First Holy Communion.  Students in the second grade must be interviewed, at-
tend a retreat, and must not miss more than two class periods.  Ninth-grade students, in prepa-
ration for receiving the sacrament of confirmation in tenth grade, must not miss more than three 
class periods. Tenth-grade students receive the Sacrament of Confirmation and are asked to 
attain 15 community service hours, attend a spiritual retreat, and must not miss more than two 
class periods.  A parent meeting will be scheduled at the beginning of each RE year in or-
der for parents to learn about their child’s sacramental preparation and how they can 
help their child grow in their faith while preparing for these sacraments.  Additional in-
formation is provided at these parent meetings.  If students preparing to receive sacra-
ments miss more than the above stated class periods, they and their parents will need to 
meet with the PCL (Pastoral Catechetical Leader) and/or the Pastor.    

Absenteeism 

1. A notification by the parents is appreciated when a student will be absent.  This can be ac-
complished by a phone call, text, or email to the PCL or one of the catechists. 

2. Please read the above paragraph if your child is in 1st, 2nd, 9th, or 10th grades (sacramen-
tal preparation years) 

Virtuous Behavior 
As we are made in the image and likeness of God, we all deserve to be treated with love and 
respect; therefore, classroom behavior by all should exemplify virtuous living.  We are 
called to react towards one-another with love, respect, patience, humility, fairness, and mod-
esty.  Each student is asked to be attentive by listening and participating in classroom activity 
while being both courteous and polite.  Likewise, catechists should strive to model virtuous be-
havior.     

Disciplinary Action 
In the event that virtuous behavior is not practiced by students, the following procedures 
will be followed. 
1. First consequence – The student is asked to improve their behavior by the catechist/aide. 
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2. Second consequence – The student is warned that they will be asked to leave the class-
room if the problem behavior continues. 

3. Third consequence – The student will be sent to the office to meet with the PCL.  Upon this 
meeting, the student will be asked to write a letter to their catechists and classmates ex-
plaining their wrongdoings, describing how they will improve, and asking for forgiveness.  If 
time remains, the student will then read his/her letter to the class.  Depending on the situa-
tion, the student may return to classroom or remain in the office until the session over.  The 
parent will be notified of the misbehavior by a phone call from the PCL.   

4. Fourth consequence – If the student returns to classroom during the same session, and 
again, misbehaves OR if the student misbehaves similarly at a succeeding session, the par-
ents will be called by the PCL and a meeting will be arranged.  One or both catechists will 
likely be asked to attend this meeting.  The Pastor may also attend this meeting.  

5. Fifth consequence – If the student continues to exhibit non-virtuous behavior after the par-
ent/student/PCL/catechist meeting, the student may be removed from the classroom for the 
remainder of the year.  

In the event that a catechist’s behavior is non-virtuous towards a student, the following pro-
cedures will be followed: 
1. The parent of this child will need to report the incident to the PCL within two days following 

the incident, preferably by email or written letter. 
2. The report will be forwarded to the pastor. 
3. A meeting will be arranged between the PCL, parent, catechist(s), and pastor in an attempt 

to resolve the incident. 

Dress Code 

1. Proper dress is imperative to facilitate learning and not distract other students.   No short 
shorts, short dresses, or short skirts (shorts/skirts must be no more than three inches above 
the knee).  No undergarments are to be visible at any time.  No strapless or spaghetti strap 
tops are allowed.   

2. No inappropriate wording or images allowed on garments. 
3. Caps should be removed during all prayer time.  
4. Students should be mindful that their bodies are temples of the Holy Sprit.  
5. The above guidelines are the same during RE classes, Mass, RE events on or off campus.   

Communication 
Parents will be kept informed of upcoming events during the school year primarily by email and 
text messaging through Flocknote.  Memos and notes may also be sent home periodically.  
Please check weekly with your child for any notes that are sent home with them. 

Cell phones may be brought into the classrooms, but they must be turned off or put on 
mute once the bell rings.  Catechists are encouraged to pick up cell phones for the dura-
tion of class to ensure students are not distracted.  If parents need to reach their child dur-
ing class time call or text the PCL at (979) 453-1331, and we will send someone to deliver the 
message or allow the child use of their phone.  Students are permitted to use their phone to call 
parents in the event of an emergency.  No electronic items are allowed during RE classes un-
less the catechist deems it necessary in order to further faith education.   
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Pick Up and Drop Off of Students 
All students are to be dropped off and picked up at the front of the RE building.  Students in 
grades 1-6 and 11-12 are to be dropped off no sooner than 5:15 pm and picked up by 7 pm.  
Students in grades 7-10 are to be dropped off/arrive no sooner than 6:45 and be picked up at 
8:15 p.m.  Students should sit in their classroom until the bell rings at 5:30 & 7:00 p.m.  During 
pick-up, students will stay in the RE building until called by the parking lot monitors.  Each fami-
ly will need to display their family placard in the pick-up line to help speed up the pick-up 
process.  Parents should be aware that there are no assigned monitors outside the RE 
building prior to 5:30pm.  Parents are responsible for their child’s outside activities until 
the RE bell rings at 5:30pm. 

Safe Environment Training & Abuse 
The information below comes from the Diocese of Victoria Handbook:  How to Protect Children 
form Child Abuse:  A Parents Guide.  This handbook is available for pick-up at the RE office 
and is also displayed in the RE building hall by the main entrance/exit.    

Every adult volunteer or staff member on campus working with children at any time is required 
to take the Safe Environment Training (SET) class and have a clear background check.  No 
adult is allowed to work with students in any form without SET being completed by the first RE 
class day.  Please check with the PCL if you would like to take this course.   

Unfortunately, many young people have experienced the trauma of physical abuse and neglect 
and/or sexual abuse.  Catechists may learn of such abuse from a young person or see the 
signs of such abuse due to regular contact in RE classes.  When catechists learn of such situa-
tions, they have a moral and legal obligation to take action and call authorities.  

Any person who has cause to believe that a child’s physical or mental health or welfare has 
been or may be adversely affected by abuse or neglect MUST report his/her suspicions to the 
Texas Department of Human Services or local or state enforcement agency within 48 hours of 
learning of the abuse.  The report can be made by calling the 24-hour Child Abuse Hotline 
(1-800-252-5400) or online at www.txabusehotline.org.  This incident should be kept in com-
plete confidence between you, the PCL, and the pastor. 

If church personnel are involved:  First contact civil authorities (info. above or 911).  Second, 
contact one of the following:  1. Coordinator of Pastoral Care and Outreach at 361-827-7186 or 
email pastoralcare@victoriadioese.org;  2. Bishop or the chancellor of the Diocese of Victoria at 
361-573-0828.  Written allegations should be sent to:   
Office of the Bishop 
P.O. Box 4070 
Victoria, TX  77903 

Any juvenile to juvenile sexual assault allegation (meaning both crude language and delib-
erate touching of private body areas) that occurs during RE classes or sponsored events will be 
followed up by: 
1. reporting the incident to local law enforcement; 
2. informing the parents’ of the alleged sexual assault victim & perpetrator of the incident; 
3. requesting alleged victim and/or eyewitness reports from all parties; 
4. completing detailed incident report for RE files. 
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Medical Release & Video/Photo/Media/Audio Releae Forms 
Each student is required to have a signed medical release/permission form on file in the PCL 
office.  Emergency contact information must be listed on this form.  Please notify the office of 
any changes to your or the emergency contact person(s) phone numbers or addresses as soon 
as possible.  In addition, parents must give their written permission in order for the RE program 
to use and/or publish any videos, photos, media, audio, or other images of students.  Permis-
sion is also needed in order for students to be contacted through social media or other electron-
ic communications.  This permission is granted by the Video/Photo/Media/ Audio Release & 
Technology Release Form that is on the back side of the Medical Release Form. 

Hall Monitors 
There will be a minimum of two hall monitors during each RE session.  The responsibility of Hall 
Monitor One includes monitoring who enters and exits the RE building at the main door by the 
RE office.  Hall Monitor One locks up the RE building approximately five minutes after the start 
of RE in each session and ensures students do not leave the RE building without permission 
and/or supervising adults.  Hall Monitor Two ensures the two side doors of the RE building re-
main locked during each RE session.  Either monitor will perform the following duties as need-
ed: assists catechists in taking students to/from the bathroom (but does NOT enter the bath-
room with students), taking notes to/from the classroom and office, and making copies for cate-
chists.  Both Hall Monitors assist catechists in emergency situations as detailed below. 

Inclement Weather Policy 
If inclement weather is expected or does occur and RE classes must be cancelled, parents will 
be notified via email or text message by 4:00pm on RE days.     

Emergency Procedures 
Catechists, assistants, and hall monitors should be aware of the following procedures in case of 
an emergency.  Training will be provided at the beginning of the RE year and procedures post-
ed on the bulletin board by the main RE entrance as well as in each classroom.  Procedures 
are as follows: 

Fire/Bomb Threat: 
1.  Bell will be rung three times quickly and consecutively, 911 will be called, and the Pastor will 

be notified. Gas/electricity will be turned off if deemed necessary. 
2.  Hall Monitors will be notified of the place of the fire and or bomb threat.  Hall Monitor One 

will notify students & catechists in classrooms 4, 8, 9/10 (classrooms to the south/kitchen 
side of the main exit hall) of exiting instructions.  Hall Monitor Two will notify students & cat-
echists in classrooms 1, 2, 3, 5/6, & 7 (classrooms to the north/rectory side of the main exit 
hall) of exiting instructions.  Hall monitors will assist catechists in getting all students out of 
the building safely, closing the doors and turning off the lights.   

3.  Catechists will lead their students through the exit per the Hall Monitors’ instructions and 
away from the RE building to the meeting area between the church and rectory.  The floor 
plan for evacuation will be posted in each classroom.   

4.  Catechists should take attendance registers, keys, purses, and cell phones with them as 
they exit. 

5.  Catechists should count to be sure all students exited the building successfully. 
6.   Remain calm, and wait for further instructions. 
7.   Parents will be contacted and medical attention provided as necessary. 
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Shelter-In-Place:  
(Weather emergencies or hazardous substance is released) 
1. Bell will be rung five times quickly and consecutively, the PCL will call 911 and notify the 

Pastor. 
2. Hall Monitor One will notify students & catechists in classrooms 4, 8, 9/10 (classrooms to 

the south of the main exit hall) of the need to shelter in place.  Hall Monitor Two will notify 
students & catechists in classrooms 1, 2, 3, 5/6, & 7 (classrooms to the north of the main 
exit hall) of the need to shelter-in-place.  Hall monitors will assist catechists in the below 
procedures: 

3. Close all windows. 
4. Lead students into the interior hallway and have students assume the “duck and tuck”  posi-

tion. 
5. Catechists should take attendance registers, keys, purse, and cell phones with them as 

they exit, close the doors, and turn off the lights. 
6. Catechists should count to be sure all students exited the classrooms successfully. 
7. Catechists and Hall Monitors assume the “duck and tuck” position after all students are set-

tled and in the correct position. 
8. Remain calm, and wait for further instructions. 
9. Parents will be contacted and medical attention provided as necessary. 

Active Shooter:  Run, Hide, Fight 
1. It is important for each catechist/hall monitor to plan ahead for this event by taking note of 

possible escape routes and places to hide.  Practice opening the doors that you would likely 
exit from, notice any physical barriers that might be impediments, and visualize your escape 
route. 

2. All doors are to remained locked after each session begins.  Hall Monitor One may notice 
the disturbed person with a firearm in the parking lot or either of the hall monitors, PCL, or 
office staff may hear gun shots outside as someone with a firearm tries to get in.   

3. If possible, someone will ring the bell with one continuous long ring (5 seconds long) to alert 
catechists that something is wrong and 911 will be called.  In addition to the long ring, hall 
monitors & office staff will run in direction away from the gun shots and yell “Run, Hide, 
Fight!” as loudly and quickly as possible.   

4. Each hall monitor, office staff, catechists & their students must immediately choose the best 
way to protect their lives.  Based on where the gun shots are heard & location of the near-
est exit, it is recommended that catechists lead students by running first and instructing stu-
dents to follow.  No one should worry about personal belongings, it is imperative to act 
quickly.   

5. After running, hide silently in as safe a place as possible.  There are several buildings 
and a neighborhood close by where all adults and students can hide.  Anyone who has a 
cell phone on them should immediately call 911. 

6. If you are in a classroom and you determine there is no way to run or hide, then fight.  Use 
physical aggression, chairs, or heavy objects in your room to incapacitate the shooter. 

7. Throughout such a situation, it is recommended that all who are able pray silently & fervent-
ly to Our Lord, Blessed Mother, and Saint Michael the Archangel to protect everyone.  

8.  Once the shooter is incapacitated, parents will be contacted and medical attention provided.    

Updated 8/1/2021
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