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Dear Parents and Guardians, 

  

Immaculate Heart of Mary Church is committed to establishing and fostering a dynamic partnership 

with parents in the faith formation and religious education of their children. This handbook was 

designed to provide your family with valuable information regarding our program. We request your 

full cooperation in familiarizing yourselves with the program’s guidelines as outlined in this 

handbook and in complying with our policies and procedures to help make your child’s religious 

education experience as safe and as fruitful as possible. 

  

By word and example, parents are the primary educators of the faith. At your child’s Baptism, you 

undertook the responsibility and commitment of raising your child in the Christian faith. Through 

participation at Sunday Mass, family prayer, and daily examples of love, forgiveness, and service to 

others, you teach your children what it means to follow Christ. Catechists and the whole parish 

community strive to assist parents in building and continuing Catholic faith formation of their 

children and their families. The partnership between parents and Immaculate Heart of Mary Church 

requires ongoing communication and collaboration.  

 

It is important to ask your children what they’re learning in Religious Education class, and let them 

remind you of the simple, beautiful truth of God’s love for us, JESUS! We request that you bring 

your children weekly to Sunday Mass – to witness and to participate in the miracle of the Eucharist – 

to honor, praise and thank God within the community of His Church, to listen to His Word, and to 

show Jesus that we love him and we need him. The Mass is essential in the practice and 

understanding of the Catholic Faith. 

  

I feel blessed and humbled to be trusted with this ministry. Please join me in thanking and 

supporting the catechists who volunteer to share the Good News with the youth of our Parish. We 

look forward to sharing this joyful journey with you! 

 

In Christ’s love, 

 

  

Anne Laura 

Parish Catechetical Leader  



Parish Pastoral Team 

 

Rev. Jacek Marchewka, Pastor 

Ms. Anne Laura, Parish Catechetical Leader 

Mrs. Mary Puthawala, Confirmation Coordinator  

Mrs. Sheila D’Souza, Parish Secretary 

 

Rectory Phone: 201-529-3517 

Religious Education Office Phone: 201-529-2294 

 

Religious Education email: religiouseducation@ihmcmahwah.org 

 

Mailing Address:  Church of the Immaculate Heart of Mary 

    Religious Education Office 

    47 Island Road 

    Mahwah, NJ  07430-1215 
 

 

DESCRIPTION OF PROGRAM 

 

Our Mission Statement 

 

We attempt, through our Religious Education Program, to understand and to meet the needs of all 

our children and families, recognizing their varying degrees of catechetical background and 

experience in our diverse community. Through the grace of the Holy Spirit, we strive to inform our 

children in the basics of the Catholic faith, ensure that they are properly prepared to receive the 

Sacraments, and to be an instrument in transforming our students into Catholic Christians with a 

strong faith on which to base their future decisions, actions, and spiritual growth.  

 

Schedule of Classes 

 

Grades 1, 3, 4 & 5  Mondays   4:30-5:45 p.m. 

Grades 6, 7 & 8  Mondays   7:00-8:15 p.m. 

2nd Grade (First Eucharist) Sundays   10:15-11:30 a.m. 

Grade 9 (Confirmation)  Sundays (12 sessions)  10:00 a.m. – 1:00 p.m. 

 

Drop-Off/Pick Up Procedures 

Note:  This policy was adopted solely for the protection of the children using our facility. 

 

Parents of children in Grades 1-5 must park and walk their children to the Parish Hall (Gym) doors 

no earlier than 15 minutes before class time. Parents (Grades 1-5) must also park and come into the 

Parish Hall to pick up their children at the scheduled end of class time. 

 

If a child must leave class early for a serious reason, parents must notify the Parish Catechetical 

Leader. When the parent arrives, he or she must go to the hall monitor, who will escort the parent to 

his/her child’s class. 

 

 



Cell Phones 

Cell phones create a major disruption during class time. If a child must carry a cell phone, it must be 

turned off and placed out of sight in a pocket or bag or designated area in the classroom.  If this rule 

is not followed, the teacher will confiscate the cell phone and return it to the student once class has 

ended. Under no circumstances are students to come to class with electronic devices such as 

iPads or hand-held video games. 

 

Attendance Policy 

It is important that you give God and your child’s religious education their rightful place amongst all 

the priorities in your child’s life.  If your child is ill and not able to attend class, please call the 

Parish Catechetical Leader at 201-529-2294 or e-mail: religiouseducation@ihmcmahwah.org 

at least one hour before the class begins. The student, with the parents’ help, will be required to 

make up the missed lessons. Excessive absences (more than four) will be dealt with on an individual 

basis and will require completion of additional assignments to progress to the next grade. 

 

Inclement Weather 

If Mahwah Township Public Schools have an early dismissal or are closed due to inclement weather, 

catechetical classes are canceled as well. Emails and text messages will be sent to the parents and a 

recorded message announcing the closing can be heard by calling the Religious Education Office at 

201-529-2294. 

 

Student Responsibilities/Code of Conduct 

Students are expected to: 

1. Treat adults, peers and Church property with respect and Christian charity. 

2. Behave appropriately in the classroom, follow the class rules, and not cause disruptions. 

3. Always walk slowly and quietly; no running or yelling. 

4. Address others respectfully without the use of profanity or foul language. 

5. Refrain from using their electronic devices (all cell phones must be turned off during class). 

6. Food and drinks should not be brought to any session. Besides creating a housekeeping issue, 

food and drink can be a hazard to anyone that has food allergies. 

7. Attend classes each week on time, prepared, and ready to learn. 

8. Read and complete any work that was missed due to an absence. 

9. Attend Sunday Mass. 

 

Behavior Management 

Catechists use behavior management (or “discipline”) appropriate to an educational environment as 

a necessary means for the Religious Education Program to accomplish its goals. The purpose of 

behavior management is to help the children develop self-control, self-respect, respect for others, 

and reverence for the Word of God which is being explained to them in these sessions.    

  

Repeated infractions of the Rules of Conduct will result in a call by the Parish Catechetical Leader 

(PCL) to the child’s parent in which the PCL will describe the situation and work out a solution with 

the parent. If the infractions continue, the PCL will organize a conference with the parent, the 

catechist, the PCL and the Pastor.   

 

The Religious Education Program reserves to the PCL, under the authority of the Pastor, the right to 

remove a child from the group session, either temporarily or permanently:  

 



• if the child’s behavior is seriously inhibiting the learning, safety or well-being of others; 

• if temporary removal is used as a disciplinary measure for serious and persistent disruptive 

behavior.  

 

Emergency Procedures 

Emergency procedures have been developed and will be followed by all staff and volunteers. 

 

A fire drill will be conducted within the first few weeks of the beginning of classes. 

 

In case of an emergency evacuation of the school (fire, smoke, etc.) the children will be taken into 

the church and will sit with their catechist and class.   

 

 Abuse Policy 

No child will be allowed to be in an unsupervised, one-on-one situation with any staff or volunteer in 

a remote or unobserved area. If you bring your child to the classroom and the catechist or aide are 

not yet present, please remain with your child until others arrive. 

 

Any parent who suspects any type of abuse should notify the proper authorities immediately. 

 

From the Archdiocese of Newark 

The Archdiocese takes very seriously any and all allegations of sexual misconduct by members of 

the clergy, religious and lay staff of the Archdiocese. We encourage anyone with knowledge of an 

act of sexual misconduct to inform us immediately so that we may take appropriate action to protect 

others and provide support to victims of sexual abuse. Individuals who wish to report an allegation 

of sexual misconduct may do so by calling the Archdiocesan Office of Child and Youth Protection at 

(201) 407-3256. 

 

Policy Regarding Epinephrine Pre-Filled Auto-injectors in Catechetical Class Settings 

Parents of children whose allergies require them to carry Epi-pens must comply with Archdiocese of 

Newark Guidelines regarding their use. The required forms are available on the parish website, and 

must be completed and returned to the PCL in order for these children to be allowed to attend 

religious education class.   

 

Sacramental Preparation 

First Reconciliation and First Eucharist are received in 2nd Grade. Grade 1 Religious Education 

or Catholic school religious education is required before entering the sacramental preparation in 

Grade 2. There will be special Family/Child sessions and parent meetings throughout the year. A full 

schedule of events will be emailed to parents and posted on the Parish website at the beginning of 

the school year. 

 

Confirmation is held in Grade 9, after a child has completed grades 1 through 8 of Religious 

Education or Catholic School religious education. Among other obligations, the candidates will be 

required to perform 20 hours of community service. A full schedule of sessions and events will be 

emailed to parents and posted on the Parish website at the beginning of the school year. 

 

 

 

 



 

Digital Communications Policy 

 

In the event that the Archdiocese of Newark, in adherence to local and state guidelines, returns to 

“virtual” instruction, Parish program facilitators will deliver virtual programming and content for its 

participants, through online platforms. The program(s) will use software, tools and applications 

provided by third parties that participants, parents/legal guardians, volunteers and/or staff will access 

via the internet and use for purposes of communication, programming, and potential content 

creation. These platforms may include but are not limited to: Google Classroom, GoToMeeting, 

Webex, Seesaw and Zoom. Online platforms may also be used for make-up assignments or 

homeschooling. 

 

To enroll in any of these programs, you must provide your consent and release for your child to 

participate in these online applications for distance-based, virtual program purposes. Please be aware 

that each application collects different information about its users and has its own privacy terms and 

conditions to which members must adhere and which parish or diocese cannot control or assume 

responsibility. Please review these carefully before registering your child. 

 

Our commitment to keeping the children and youth we serve safe is always our number one priority. 

To that end, we will actively monitor participant activity of children while engaged in our digital 

learning platforms.  It is parents’ responsibility to monitor their child’s internet usage as a whole, 

including their use of any internet sites that are outside of our digital learning platforms.  All online 

activities contemplated hereunder must also comply with the Archdiocese of Newark Safe 

Environment Protocols and must also follow any use requirements developed by the Archdiocese of 

Newark and/or the Department for the Protection of the Faithful.   

 


