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 DIOCESE OF METUCHEN 

Office of Discipleship Formation for Children
Carol Mascola, Director
(732)529-7930 PHONE

Cmascola@DIOMETUCHEN.ORG

January 12, 2018

Dear Parish Catechetical Leader, 

This 2012 revised Parish Catechetical Leader’s Policy Handbook contains diocesan 
policies and guidelines for the professional and effective administration of your parish’s 

religious education and formation programs. Since the last Policy Handbook was 

distributed in 2004, religious education and formation in parishes has developed and 

adapted to the reality of parish and family life. The need to update this handbook was 

obvious: models are changing to include the entire family and parish in the process, and 

religious language has expanded to describe new realities. 

As with the 2004 Policy Handbook, nothing contrary to faith and morals has been found 

herein (Canon 825 of the New Code of Canon Law).  Policies and guidelines, however, 

should adapt as we continue on the journey of faith.  

I hope you will take some time to review the contents of this Policy Handbook.  A table 

of contents will direct you to the resource you need at the beginning of each section. 

Introduction  

Policies 

Forms  

Addendums 

PCL and Catechist Formation guidelines 

Special Needs Resources 

Please know that we are always ready to serve and support you in the ministry of 

evangelization and catechesis in your parish.  We encourage and welcome your 

partnership with us. May God bless you in this most important ministry. 

Gratefully, 

Carol Mascola
Diocesan Director
Office of Discipleship Formation for Children 



Introduction 

The role of the catechetical leader in parish life has grown gradually 

over the years since Vatican II’s spirit of renewal swept through the 

Church.  Directors and Coordinators of Religious Education have been 

the stewards of development and renewal in catechesis on the local 

level.  Today, in the Diocese of Metuchen, parishes are catechizing 

parishioners of all ages and stages of life, and offer a variety of learning 

and faith sharing opportunities.   

In response to the challenge, the work of the Parish Catechetical Leader 

(PCL) has become a profession requiring a broad educational base, as 

well as a deep faith.  Those who lead catechetical ministry in their 

parish must have a basic understanding of scripture, sacraments and 

liturgy, the Tradition/tradition of the Church, and the theory of faith 

formation.  This role also requires pastoral and practical skills in 

administration, communication, planning and evaluation.  In 

collaboration with the pastor/administrator, who has the primary 

responsibility for faith formation in the parish, the PCL is a key leader in 

the formation of the faith community.   

Catechesis is an evolving ministry that responds to the faith needs and 

spiritual growth of our communities.  These policies have been 

prepared by the diocesan Office for Discipleship Formation for Children,

with reference to church documents and canon law, to assist 

pastors/administrators and PCLs in the administration, planning 

and implementation of parish faith formation and education.   

This revised Diocese of Metuchen Policy Handbook is a reflection of 

catechesis as we experience it in our parishes, and a response to our 

catechetical documents and new models of faith formation.  As we 

continue to engage our parish families in building a personal relationship 

with Jesus Christ through evangelization and catechesis, we too learn and 

grow more deeply in our faith. 



Diocese of Metuchen 

Office of Discipleship Formation for Children 

MISSION STATEMENT 

The Office of Discipleship Formation for Children assists the Bishop in

carrying out the definitive aim of catechesis which is to put people not only 

in touch, but in communion, in intimacy with Jesus Christ, through 

spiritual, pastoral and intellectual formation. (Inspired by Catechesi Traedendae, 5

and the National Directory for Catechesis)

VISION STATEMENT 

The Office of Discipleship Formation for Children strives to make lifelong
faith formation the central axis of catechesis in all parishes of the Diocese of 

Metuchen by providing all people, at every age and stage of life, 

opportunities to experience God’s love and conversion of heart through a 

growing knowledge of Jesus and the Gospel message. 

The Office endeavors to raise up, train and nourish parish leaders and 

catechists who teach and echo the faith, who build up the life of the 

worshiping community, and lead others to commit themselves to living our 

Christian values in everyday life, according to age and ability. 

The Office for Discipleship Formation for Children commits itself to close

collaboration with pastors and parish communities to fulfill its vision. 



A Statement of Philosophy 

Jesus transformed hearts and minds through personal encounter and by serving others.  Personal 

relationships are the foundation for catechesis. For Jesus, teaching came after the relationship was 

established, after initial conversion, after evangelization.   In the Emmaus story, Jesus’ encounter 

and subsequent relationship with Cleopas and his companion, not only made them believers in the 

risen Lord, but proclaimers of his Resurrection.  With Jesus as the paradigm, a catechist must first 

evangelize: proclaim the Gospel message and draw those they catechize to Christ through the 

Word of God, and model the life changing experience of being in relationship with Jesus.  

 “The purpose of . . . evangelization is to bring about faith and conversion to Christ.  Faith involves 

a profound change of mind and heart, a change of life, a metanoia” (National Directory for 

Catechesis, 17A).  Without that conversion, catechesis falls on deaf ears. It should be a process of 

drawing closer to the Lord, not a program to receive sacraments, a factual education or a cultural 

tradition. “Catechesis aims to bring about in the believer an ever more mature faith in Jesus Christ, 

a deeper knowledge and love of his person and message and a firm commitment to follow him” 

(NDC, 19A). Everything we do in catechetical ministry must be about evangelization and 

catechesis, since every catechetical moment is an opportunity to be evangelized-to hear the good 

news and follow in the footsteps of the Lord.  “. . . there is no separation or opposition between 

catechesis and evangelization . . . they have close links whereby they integrate and complement 

each other . . . Catechesis is . . . a very remarkable [moment] in the whole process of evangel- 

gelization” (Catechesi Tradendae, 18). 

The mission of catechesis in the Diocese of Metuchen is “to put people not only in touch, but in 

communion, in intimacy with Jesus Christ” (CT, 5) through the Gospel of Jesus Christ and the 

authentic teachings of the Roman Catholic Church. The Office of Discipleship Formation for 
Children seeks to foster the ongoing faith development of children, youth and adults, no matter

what their age or stage in life, to grow spiritually, intellectually, morally, emotionally and 

socially.  We strive to develop and support faith formation and education that addresses the 

diverse needs of all the people of God, enabling their full maturity as adult Christians to live their 

faith.  Catechesis empowers persons to witness to gospel values, thus transforming the world 

community by inspiring hope and joy. 

“As chief catechist in the diocese, the bishop is responsible for the total catechetical mission of the 

local church” (NDC, 54A). As a collaborative effort, the Office of Discipleship for Children,

priests, deacons, religious and laity assist in this important work: to transmit the faith to be 

professed and lived. In addition, the Office of Discipleship Formation for Children commits itself

to support Christian parents to fulfill their baptismal promise to educate and form their 

children in their Catholic faith.   



Structure 

The Office of Discipleship Formation for Children in the

Diocese of Metuchen is an office within the 

Department of Formation and Leadership located 

at the St. John Neumann Pastoral Center, 146 Metlars 

Lane, Piscataway, New Jersey 08854. The Executive 

Director of the Department of Leadership and 

Formation oversees the Offices of Catechesis, Campus 

Ministry, Evangelization, Parish Leadership 

Formation, RCIA, and Youth and Young Adult Ministry. 

Within the Office for Discipleship Formation for 
Children there is a Director & Administrative   Assistant.

The  Office of  Discipleship  Formation  for  Children 
strives to work in collaboration with pastors, 

Catholic schools and parish catechetical leaders to 

guide, support and form parish catechists. Toward that 

goal, ongoing opportunities are provided for 

training, education and spiritual enrichment for all 

those in catechetical ministry. 



Role of the Diocesan Office of Discipleship Formation for Children

The role of the Office of Discipleship Formation for Children is to work collaboratively with

parishes to develop and train effective, informed and faithful parish catechetical leaders and 

catechists, and to serve as vision, support and resource for parishes regarding faith formation, 

training, materials and activities in the Diocese of Metuchen.  

The Office of Discipleship Formation for Children implements and supports policies for effective

religious education and formation offered in parish religious education/formation programs of 

the Diocese of Metuchen. It is committed to all catechetical ministries (offered to adults, youth 

and children) which have as their goal “to put people not only in touch but in communion, in 

intimacy, with Jesus Christ: only He can lead us to the love of the Father in the Spirit and 

make us share in the life of the Holy Trinity” (CT, 5).  The aim of catechesis is not simply to 

instruct, but to form people as Christian disciples.   

The Office of Catechesis strives to accomplish this mission through:  

1. Development of Catechetical Leaders and Catechists

Annual Faith Formation Convocation  

Workshops and skill development 

Cluster gatherings 

Diocesan Certification for Parish Catechetical Leaders  

Pastoral skills education and theological studies 

Training and formation of catechists in English and Spanish 

Opportunities for spiritual enrichment and retreats 

Grants for college education and formation of PCLs 

Annual certification awards 

2. Leadership, Resource and Support

Annual Faith Formation Convocation 

Outreach to individual parishes 

Continuing education and formation opportunities 

Workshops, webinars and development of all models of religious education and 

formation 

Adult faith formation roundtables 

Whole Community Catechesis training 

Presenters and facilitators for parish catechesis 

Catechist Study Days 

Newsletters and E-Blasts 

List and samples of approved religious education textbooks 

Resource library  of books, magazines, videos, DVDs, CDs available to all parishes 

Parish reports on religious education 

Policy Handbook and Sacramental Guidelines  

PCL placement 

Consultation with parishes 



Diocese of Metuchen 

Parish Catechetical Handbook 

TABLE OF CONTENTS 

1.0 Services and Records 
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Catechetical Texts 
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Receiving Sacraments as a Parish Community 

Sacramental Preparation for Catholic School Children 
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6.3 Crisis Management  
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7.4 Catechist Handbook  

7.5 Sexual Harassment  

8.0 Child Abuse 

8.1 Incidents of Suspected Child Abuse or Neglect 

8.2 Megan’s Law 



Policy 1.1  REGISTRATION 

Parish religious education and formation programs in the Diocese of Metuchen do not 

discriminate on the basis of race, color, nationality, ethnic origin or the sexual 

orientation of a child’s parents/guardians in admission policies, participation, 

administration of formational policies, scholarship, athletic and other parish 

administered programs.  (This policy is in keeping with Internal Revenue Procedure 75-50). 

The Diocese of Metuchen, Office for Discipleship Formation for Children, requires
that all parents/guardians provide necessary registration information for each child 

and family as determined by the parish.  This information is in the best interest 

of the child/family and will help the parish provide for the needs of the child, 

for good communication and services. 

Information on any child is considered confidential and is NOT to be released to 

anyone except the person who signed the registration form.   

Records containing emergency and medical information are to be kept on file and 

confidential. 

o Health information contained therein must be kept confidential and cannot

be shared with catechists and other personnel, unless (as would typically be

the case with allergies) the parent/guardian authorizes the dissemination of

medical information.

A copy of the court document outlining child custody (specifically, only the page/s 

detailing guardianship) must be kept on file and remain confidential as long as the 

child/ren are registered in religious education.  Parents/guardians must provide an 

updated copy if legal custody changes. 

In cases where separated/divorced parents are entrusted with joint custody, BOTH 

parents should receive equal consideration and communication. 

Students who wish to attend a program other than their home parish program must 

have a letter of release from the parish they are leaving, as well as acceptance from 

the parish they wish to transfer to, unless the family has moved into a new parish. 

Permanent Record Cards (PRC) on each child in the parish program must be 

maintained in hard-copy format and are to be retained permanently.  If a student 

transfers to another parish or moves, a copy of the PRC must be forwarded to the 

new parish (Form 1). Record cards are available from the Office of Discipleship 
Formation for Children for a nominal cost.
In the instance of multiple parish pastorates, religious education records would be 

stored/maintained at a central office, if applicable, or at the individual parish 

locations. If stored at a central location, files should note be merged, but separately 

maintained. 

In the instance where two or more parishes merge, religious education records of 

the closed parishes should be stored at the new parish office, but not combined. 



Policy 1.2    PARENT/GUARDIAN HANDBOOK

All parish religious education programs must distribute a Parent/Guardian Handbook, a 

copy of which must be kept on file in the Office of Discipleship Formation for 
Children. The handbook should include the information below in the following order.

1. Mission Statement (of parish and faith formation/education program)

2. Welcome and Introduction Please include the following (or something similar).

Congratulations!  You have selected a Roman Catholic Religious 

Formation/Education Program for your family in the parish of________ in 

the Diocese of Metuchen.  This program helps your family to grow in faith, 

teaches the traditions and doctrine of the Roman Catholic Church, 

supported by Church documents, including The Catechism of the Catholic 

Church, and utilizes diocesan programs to form and train catechists.  

Sunday (or Vigil) Mass attendance is the most important part of our 

curriculum. As Catholic parents, it is your obligation to model your faith 

and bring your children to weekly Sunday (or Vigil) Mass. Worshipping 

together as a family is what makes us Catholic. We expect families to take 

this responsibility very seriously. 

Please sign the agreement contained in this handbook, stating that you 

have read the contents and agree to our policies. Please return the 

agreement by (DATE) to___________. It will be kept on file in the parish 

religious education office.  Thank you for your support and cooperation.  

(Signed by Pastor/ PCL) 

3. Description of your parish’s model(s) of faith formation

Attendance at Sunday liturgy is the most important part of the 

“curriculum” 

Outline of the yearly curriculum  

o Text(s) used including Family Life

4. Accountability

Children’s responsibilities  

Parental responsibilities including attendance at parental gatherings, 

retreats, meetings, etc.  

Homework/testing, if applicable 



5. Additional Programs. For example

Family catechetical events 

RCIA (adapted for older children) 

Rainbows  

Special Needs 

Stewardship 

6. Attendance/Absences

The diocese permits three absences per year; one absence is equal to 

approximately one hour of “class.” For alternative models, clearly state 

your absentee policy, including make-up alternatives to missed 

gatherings, if applicable.  PCLs note: Please call the diocesan office for 

clarification/more information. 

Procedure (parental calls, notes, make-up work) 

7. Child Abuse Policy. If a catechist/PCL suspects a child has been abused, New

Jersey law requires that the State Division of Youth and Family Services be

notified.  The Office of Child and Youth Protection of the Diocese of Metuchen

(732-562-2413) will also be notified of the suspected abuse.

8. Christian Code of Behavior. Jesus has asked us to love God and love our

neighbor as ourselves.  As we try to live as disciples of Jesus, we strive to show

respect and courtesy to each other at all times. The encouragement of

parents/guardians is expected in helping their child(ren) live God’s law of love.

Please include:

Children’s and parents’ responsibilities 

Possible consequences of inappropriate behavior 

Diocesan anti-bullying policy (Addendum 1)  

Cell phone policy  

9. Crisis Management Plans and Drills. For the safety of our children and families,

the Parish of __________________has in place polices for lockdown, evacuation

and fire drills (2 per year.)

10. Custody. In cases where the custody of children has been restricted by the courts,

a copy of the court document (referring to custody issues only), must be kept on

file in the parish religious education office in order to carry out the provisions

stated in the document. Non-custodial parents should be given access to academic

records and kept informed, unless there is a court order specifically stating that

the non-custodial parent is denied access to such information. If the court

document is amended or changed, it is the parent’s/guardian’s responsibility to

give an updated copy to the PCL.



11. Family Life Education. As mandated by our Bishop (Addendum 2), the parish

program includes Family Life education. Texts are published by RCL-Benziger

and include Safe Environment Training appropriate to the developmental level of

the child. Parents may “opt-out” of this safe environment training, but must

complete and return the “Parent Refusal of Safe Environment Training Form” to

the PCL (Form 10).

12. Fees. Please include this diocesan policy in your parent handbook: “No child

shall be refused religious education due to finances. Therefore, if there is a

financial hardship, parents/guardians should contact the PCL.”

Fees per child, family (include family cap, sacrament fees, etc.) 

PCLs please note: If you need information regarding 

suggested/average fees, please contact the Office of Discipleship 
Formation for Children Work bonds, if applicable in your parish

13. Food Allergies. It is the responsibility of the parent/guardian to inform the PCL

in writing of their child(ren)’s allergies on the registration form. Because there

are so many allergies that endanger children today, it is a policy of the Office of
Discipleship Formation for Children that all food and drink be prohibited

during religious education classes. Because many children have severe and

potentially life threatening allergies to peanuts and tree nuts, nuts and food

products containing nuts and processed in plants containing nut products are

strictly prohibited in religious education gatherings  (Addendum 3).  In

alternative programs where food is served as part of family/intergenerational

catechesis, particular care must be taken to guard the safety of those who are

allergic to specific foods, and heighten the awareness of parents/guardians.

14. Health. When children have health issues that require medication and/or medical

treatment, parents must inform the PCL in writing and sign the releases and

wavier of liability and agreement to hold harmless. (These forms are included in

the Form section of the Parish Catechetical Leader policy handbook.)

Form 2. Sample Letter to Parents/Guardians, regarding medical release 

Form 3. Release from Physician and Parent for Staff to Administer 

Medication to Child/Youth 

Form 4.Release for Child’s Self-administration of Emergency Medication 

Form 5. Waiver of Liability and Agreement to Hold Harmless in 

Administering Emergency Medication when a Parent/Guardian is not on 

the premises 



15. Illegal Substances and Weapons. Drugs, alcohol, tobacco and weapons of any

kind are not allowed on parish premises or in buildings being used for religious

education purposes.  If anyone is found to be in possession, the person will be

detained until proper authorities are notified.  A PCL/catechist will not send a

child home with a driver who is visibly impaired.

16. Lateness interferes greatly with progress and is disruptive to catechists and

others.   It is important to arrive on time for each gathering.

17. Operating information

Names of parish staff, office phone number and email address 

Office hours  

Snow/emergency closing policy 

Arrival/dismissal/parking information and directions 

Calendar 

Books/folders, etc. brought to class 

Parent/guardian responsibilities  

18. Parent/Guardian Responsibilities including, but not limited to

Photos of children under the age of 18 may not be published in print or 

electronic media without the permission and completion of the Photo 

Release by the parent/guardian (Form 7). 

Parent/guardian must provide emergency phone/cell numbers 

If a child walks to and/or from a parish or school for religious education, 

the parent/guardian is required to complete the “Walking Permission 

Slip” (Form 6), which must be kept on file with the child’s permanent 

record card. 

Notification of family change of address or telephone  

19. Progress Reports (if applicable)

State purpose 

Times issued per year 

Parental review and response 

20. Records

A copy of the baptismal certificate must be presented at the initial 

registration unless the child was baptized in your parish. This 

information must be recorded on the permanent record card of the child, 

along with yearly attendance, reception of other sacraments and 

progress. 

Transfer policy to and from other parishes 



21. Sacramental Policies. (May be presented in a separate booklet.)

Clear statement that sacramental preparation is additional to the parish 

religious education program. Two immediate years of preparation are 

necessary to receive a sacrament in exceptional cases. Sacramental 

preparation should be continuous, beginning with First Communion 

preparation through Confirmation and beyond. 

Dates of celebrations (if available) 

Description of stewardship service hours required for Confirmation and 

possible venues 

Sponsors – outline eligibility 

Retreats, if applicable 

Rehearsal policies and date(s)  

Special liturgies and opportunities to receive the sacrament of 

Reconciliation 

Parent/guardian preparation and meetings 

o Why is this important?

o Dates

o Attendance policy

o Consequences and/or alternatives

22. Service.  “We are most grateful for the dedication of those catechetical ministers

who share their time and talent. Please consider sharing your faith with the

children and families of our parish by volunteering as a catechist or aide. We

provide training and a faith filled community to support and nourish you.”

23. Special Needs. If a child has special needs, parents/guardians are asked to share

the information with the PCL and/or catechist. This information will not

marginalize the child in any way, but help the catechist to meet the particular

needs.  This information will be kept confidential.

24. Handbook Covenant Agreement.

Distribute Parent Handbooks through parent/guardian meetings or by 

mail. It is good practice to have a link to the Parent Handbook on the 

parish website, for easy reference. 

Parents/Guardians MUST SIGN and RETURN a page from the 

handbook that states they have read and agree to the parish/diocesan 

policies, and that they support the Christian Code of Conduct. The 

signed agreement must be returned yearly before the program begins.  



Policy 1.3  ATTENDANCE

Parishes employing the school model of catechesis are to hold twenty-eight to 

thirty-two sessions during the school year.  Each session should be a minimum 

of one hour and fifteen minutes. 

More than three (3) unexcused absences in a school model religious education 

program, will be cause for evaluation of the student’s placement in the program. 

Examples of excused absences might be death in the family, illness, etc. Sports 

or extracurricular activities do not fall into the category of excused absences.   

Alternative programs are to develop an attendance policy that fits with the 

structure of the catechetical program. The PCL and pastor will determine the 

number of catechetical sessions including parish events, the number of excused 

absences and make-up policy which must be clearly outlined in the parent 

handbook.  (Excused absences might be death in the family, illness, etc.)  Sports 

or extra curricular activities DO NOT fall into the category of excused 

absences.  

A permanent record card that includes yearly attendance for each child must be 

maintained for school and alternative models of religious education/formation. 

A student’s attendance at religious education, retreats, sacrament preparation 

sessions, etc., is protected by the United States Supreme Court 343, US 206 

(1952.)  The court held that release time for public school students for purposes 

of obtaining religious instruction at a parochial school or church was not 

unconstitutional, even though it may disrupt the public school scheduled.  This 

decision was cited with approval in the New Jersey Attorney General’s Formal 

Opinion No. 4, 1965 and is still in effect.   

State law [NJSA 18A:36-14-16 and NJAC 6:20 -1.3 (j)] prohibits school 

districts from assessing a penalty to a student who is absent from school due to 

the observance of a religious holiday.   

Likewise, students cannot be penalized for missing sports and extracurricular 

activities for attending religious education/formation. 



Policy 1.4  RECORD KEEPING 

3 

Permanent Record Cards 

A Permanent Record Card (PRC) is to be completed for each child and updated 

annually, including dates and locations of Sacraments received. (Sample-Form 1) 

Although computer databases are convenient, they do not fulfill this requirement. 

Hard copies must be maintained. Records for each child must be kept on file 

permanently.  Copies must be forwarded to the new parish if a student moves or 

transfers.  PRCs may be purchased from the Office of Discipleship Formation for 
Children. In the instance of multiple parish pastorates, religious

education records would be stored/maintained at the central office or at the 

individual parish locations. If stored at a central location, files should not be 

merged, but separately maintained. 

Attendance Registers 

Attendance is to be recorded for each child by the catechist for every 

gathering/class (Form 8).  Attendance records are to be kept on file for 10 years 

after the child has left the program.  Attendance registers may be purchased from 

the Office of Discipleship Formation for Children for a nominal fee.

Progress Reports 

Progress reports are to be maintained on file until the child leaves the program. 

Progress reports that better suit the alternative models of parish religious education 

may be developed in individual parishes.  Progress reports may be purchased from 

the Office of Discipleship Formation for Children for a nominal fee (Form 9).

Custody Documents 

A copy of court documents outlining custody agreements/restrictions must be kept 

on file in the parish religious education office for every child where such 

restrictions apply and be updated by parents/guardians when necessary. 

Court documents should be kept with the child’s permanent record card for 5 years 

after the child leaves the parish program. 

Sacramental Records  

Baptism, First Communion, Confirmation and a formal Profession of Faith (where 

applicable) MUST be recorded in the parish sacramental register and on the child’s 

permanent record card. 

Notification must be sent to the confirmandi’s church of Baptism after the 

sacrament of Confirmation has been conferred.  



Policy 1.4 A   RECORDING A PROFESSION OF FAITH

Profession of Faith
The baptismal record is the primary record of a person's status within the church 
(canon 535,§2). A profession of faith, through which a child enters into the fullness 
of the Catholic communion, is to be recorded in the baptismal register of the parish.

The names of persons who are baptized Christians and who enter into full 
communion with the Catholic Church by means of a profession of faith shall be 
recorded in the parish baptismal register under the date of profession, together with 
the date, church/denomination and place of (the non-Catholic) baptism of the 
party, and all other information as required.  "Profession of Faith" or "Received into 
Full Communion" and its date should clearly be indicated in the notations column 
of the baptismal register.

Children who have been baptized in non-Catholic Eastern churches (i.e., Orthodox) 
are naturally ascribed to the corresponding Catholic Church sui iuris (e.g., Cpotic 
Orthodox become Coptic Catholic, not Latin Rite Catholic). Therefore, in these 
cases, the church sui iuris to which the child is ascribed should also be noted in the 
baptismal register. 

N.B.
Reception of a child into full communion by profession of faith should only be done 
for children younger than eight years of age.  Children eight or older should be 
referred to the parish RCIA coordinator.

Please refer question to the Diocese of Metuchen Chancery Office. 



Policy 1.5    CATEHETICAL STUDENT TRANFERS 

It is the policy of the Diocese of Metuchen, Office of Discipleship Formation for 
Children that, in an ideal situation each child be catechized in the parish in which
the family worships and is registered.  

When situations arise where a transfer of a student is necessary, the family must 

be released from the original parish (by the pastor) and accepted into the 

receiving parish (by the pastor.) This transfer must be done in writing.  

If a family has relocated into a new parish, a release is not necessary. 

When a child transfers to another parish, a copy of his/her permanent record 

card is to be sent to the new parish.   

There are, however, circumstances in which both pastors make an exception 

and may waive the stated policy.  When this occurs, the Office of 
Discipleship Formation for Children should be notified in writing.

The Office of Discipleship Formation for Children does not encourage

shopping for a religious education program; and therefore, will support 

the pastor in his considered decision. 



Policy 1.6  PARENTAL RIGHTS AND 

RESPONSIBILITIES 

The religious education and formation of children demands that there be a partnership 

between the family and the parish.  Church documents are very clear that the first and 

most important catechists of children are their parents. Without a lived faith in the home 

and family attendance at Sunday Eucharist, religious education and formation of 

children will be very difficult. A covenant between parents and parish is essential in 

order to help the entire family grow in faith and relationship with Christ. 

Parents and parish should be aware of the following parental rights and responsibilities. 

Parental Rights 

To have your child’s safety be a priority 

To have your child receive an authentic Catholic religious education in a Catholic 

environment 

To have your child’s learning needs met if the program can reasonably 

accommodate them 

To have a competent, compassionate catechist who respects and cares for your 

child 

To have your questions and concerns heard and answered in a timely manner 

To review your child’s records 

To participate in the sacramental life of the parish and the religious education 

program 

Parental Responsibilities 

To worship at Sunday Liturgy with your child 

To be a partner with the parish in the religious education and formation of your 

child, to pray with your child and assist your child in understanding our faith  

To understand and abide by the policies of your parish religious education program 

To review all communications from the pastor, parish catechetical leader (PCL) 

and catechist, and request clarification if necessary 

To know your parish clergy, PCL and your child’s catechist  

To attend parent meetings, family gatherings and conferences 

To be actively involved in your child’s religious education, and volunteer 

assistance when possible 

To promote your parish and speak well of your parish community 

To appreciate that Catholic education and formation is a privilege  

Adapted from Volunteers in Catholic Education: An Administrator’s Guide to Legal Considerations (2nd edition), 

 Mary Angela Shaughnessy, SCN (NCEA 2007) 



Policy 2.1  ALTERNATIVE MODELS 

Alternative models of religious education are those that differ from the school model.  It 

may, for example, focus on family-centered and intergenerational catechesis or a summer 

condensed program with family catechetical events during the Church year. The Office 
of Discipleship Formation for Children will assist, offer suggestions for training and 
collaborate with parishes desiring to implement alternative models of catechesis. 

An alternative program of religious education will follow diocesan guidelines regarding 

texts, curriculum, sacramental preparation, attendance and assessments.   

Participants must 

o be enrolled in parish

o register and pay program fees

o maintain connectedness to parish throughout the year through Sunday

worship and by attending parish events designed to bring the community

together

 Parishes must 

o keep and maintain PRC for all children according to diocesan guidelines

o take attendance at each session, special gathering or event

o assess program and participants

Before an alternative program is implemented by a parish, the Office of 
Discipleship Formation for Children should be consulted and a proposal 

submitted.  The proposal will include a description of the program goals, 

ministerial and catechetical structure, curriculum, calendar, etc. 

When a decision is made to introduce an alternative program, it is 

recommended that a two-year process be initiated.  The first year is devoted to 

study, research and preparation of staff and volunteers.  The second year is 

devoted to preparing participating families and the parish community before 

implementing the program.

Due to the nature of alternate programs, guidelines need to be tailored to the 

demographics of the entire parish with the guidance of the PCL and pastor.  

The person overseeing the implementation of an alternative program should be 

a PCL who is certified according to diocesan guidelines. 

Catechists in an alternative program are expected to fulfill diocesan catechist 

certification requirements. 

An evaluation of the alternative program should be conducted annually and 

sent to the Office of Discipleship Formation for Children. 



Policy 2.2  SPECIAL  NEEDS  

The NCCB 1995 Guidelines for the Celebration of the Sacraments with Persons with 

Disabilities (5) states, “In accord with canon 777, no. 4, pastors are responsible to be as 

inclusive as possible in providing evangelization, catechetical formation, and 

sacramental preparation for parishioners with disabilities . . . Parish catechetical and 

sacramental preparation programs may need to be adapted for some parishioners with 

disabilities . . . Dioceses are encouraged to establish appropriate support service for 

pastors, catechetical formation, and sacramental preparation for parishioners with 

disabilities.”  

“The Church’s pastoral response in such situations is to learn about the disability, offer 

support to the family and welcome the child” (NDC 49). 

All Parish Catechetical Leaders will obtain a current description of special needs 

categories as defined by the State of New Jersey Department of Education 

(www.state.nj.us/njded/code/current/title6a/chap14.pdf)  to help them understand and 

develop programs for those with special needs in their parish.  

For pastoral resources, see the National Catholic Partnership on Disability website; 

http://www.ncpd.org/ministries-programs. Additional diocesan special needs resources 

are included in this policy handbook. 

The physically or mentally challenged shall not be prohibited from receiving the 

sacraments of Initiation and Reconciliation.  They are to be included in the 

regular parish program of preparation to the best extent possible.  

Just as with infant Baptism, those responsible for the faith formation of the 

physically and mentally challenged may speak for them if they are unable to 

verbalize their understanding of the faith and sacrament.   

The Office of Discipleship Formation for Children will assist individual 
parishes to provide suitable methods of formation and education for those 

who need special considerations. Guidelines for these situations may be found in 

the Pastoral Statement of the US Catholic Bishops on Persons with 

Disabilities, USCCB Publication No. 5-424 and are available through the 

Office for Catechesis.   

Religious education/formation for special needs children in the home parish 

should be the priority. However, a child who cannot be accommodated in the 

parish setting is to be referred to the Office of Discipleship Formation for 
Children. 

If a child has a health and/or medical condition which places him/her at serious 

risk when exposed to particular foods and/or allergenic substances, the pastor 

and PCL have the responsibility to protect the child from exposures that will 

endanger their health.   For these reasons, food, drink and other substances that 

cause allergic reactions are strictly prohibited from the premises during 

children’s religious education.  Please contact the Office of Discipleship 
Formation for Children for specifics. (See Addendum 3 and Medical Release 
Forms 2, 3, 4, 5.) 

Special Needs resources are included in the last section of this policy handbook. 



Policy 2.3  HOME-BASED CATECHESIS

The Church recognizes the primacy of parents in the formation of their children in the 

faith. The Catechism of the Catholic Church states, “Parents have the first responsibility 

for the education of their children. They bear witness to this responsibility first by 

creating a home where tenderness, forgiveness, respect, fidelity, and disinterested service 

are the rule. The home is well suited for education in the virtues.” (CCC 2223) 

In many informal ways, through the normal interaction and sharing which takes place 

daily in the context of family life, parents, through their example and witness and assisted 

by the grace of the sacraments of Matrimony and Baptism, help to lead their children to 

experience, ever more deeply, a relationship with the Lord. As children grow and mature, 

the task of passing on the faith becomes more complex and the Church assists parents by 

supporting them with various catechetical and educational programs. 

In addition to the many informal ways in which parents perform their function as the 

primary educators of their children within the context of family life, increasingly, home 

schooling is becoming a way for parents to assume the formal responsibility for the 

education and Christian formation of their children-an added responsibility which they 

may choose to take up for any number of valid reasons. This is a personal choice that the 

Church supports. The National Directory for Catechesis states: “As the primary 

educators of their children, parents have the right and the duty to choose the kind of 

educational environment that they determine best suits their children’s educational 

needs. Therefore, home schooling is a viable option for the general education of 

children.”(61A-3) 

Administration of a Parish Catechetical Program 

The NDC continues:  “If Catholic parents choose to provide catechesis for the children in 

their home, that catechesis must be both complete and authentic. The bishop of the 

diocese, the pastor of the parish, the parents, and the children all have God-given 

responsibilities that must be respected in considering home-based catechesis. The home-

based catechesis of children is a cooperative effort between the children, their parents, 

parish leadership, and the diocesan bishop. Parents who choose to be not only the 

primary educators of their children but also their catechists must adhere to all guidelines 

for catechists as outlined by the diocesan bishop.”(61 A-3) 

Curriculum 

In home-based catechesis, children are expected to be catechized using texts which are in 

conformity with the Catechism of the Catholic Church as determined by the appropriate 

office of the United States Conference of Catholic Bishops. In addition, the materials and 

the content of catechesis should be in conformity with the texts and resources used in the 

parish religious education program. 



It is the responsibility of the pastor and his staff to make available such texts/materials 

and provide instruction in their use, as well as to evaluate the progress of students from 

time to time through personal interviews and standards used in the parish religious 

education setting. Students in home-based settings should also participate in the parish 

administration of the National Catholic Educational Association Assessment of 

Catechesis/Religious Education (NCEA ACRE), if this assessment is administered in the 

parish program. 

Resources 

Every effort should be made to provide parents with the necessary curriculum resources 

to provide effective catechesis in the home-based setting, including RCL-Benziger 

Family Life. Parents should use the same curriculum resources in the home setting as are 

used in the parish in order to insure continuity and completeness in catechesis. It is the 

parish’s responsibility to make available such materials to the parents of students who are 

being home-schooled. Parents should seek the advice and assistance of the parish staff in 

providing a thorough and complete catechesis for their children. 

Maintaining contact with the parish 

Parents who choose to home-school their children and thus elect to serve as their 

catechists should be properly prepared for this role. Home-schooling parents should be 

invited to participate in opportunities for catechist formation that are offered in the parish, 

as well as through the Office of Discipleship Formation for Children.  Parents
should meet and consult occasionally with the appropriate parish leadership regarding 

the progress of home-based catechesis. 

Preparation for the Sacraments 

Children preparing for the reception of the Sacraments of Reconciliation, First 

Communion and Confirmation may receive their remote* preparatory catechesis in the 

home-based setting. In addition to the remote catechesis, immediate preparation** should 

include students in the home-based setting and their parents. Such community 

experiences are integral parts of the preparation that cannot be experienced in isolation 

from the parish.  

*Remote preparation may include, but is not limited to p

participation in the sacramental life of the church (Sunday worship) 

lived faith in the family 

parish affiliation and participation in parish life 

ongoing participation in religious education/formation in a parish approved 

curriculum 

**Immediate preparation may include, but is not limited to 

parent/guardian  meetings and gatherings 

retreats 

assessments/interviews 

special Liturgies 

stewardship service 

special events     



Policy 2.4    CATECHETICAL TEXTS 

Catechetical resources are an important part of the evangelization and formation 

process. Therefore, the selection of catechetical texts is best done by committee that 

includes the Parish Catechetical Leader, other parish catechetical staff, catechists and 

parents in conjunction with diocesan catechetical policy and guidance. Parish 

Catechetical Leaders play an important role in identifying the fundamental questions 

which need to be asked about the context of catechesis and the specific criteria for 

reviewing particular textbooks. In alternative programs such as family/intergenerational 

and summer condensed models, texts appropriate to the developmental level of children 

should also be part of the parish faith formation/education process. 

Recommended preparation for choosing texts is the National Directory for Catechesis, 

Chapter 10; Guidelines for Doctrinally Sound Catechetical Materials 

(usccbpublishing.org) and To Teach as Jesus Did (usccbpublishing.org). Texts must be in 

conformity with the Catechism of the Catholic Church. 

The Office for Catechesis recommends the following publishers 

o Loyola Press

o Our Sunday Visitor Curriculum Division (formerly Harcourt Brace)

o Pflaum Gospel Weeklies and Resource Books

o Resources for Christian Living (RCL)-Benziger (includes Silver Burdett)

o Sadlier

It is strongly suggested that the following not be used as primary texts 

o Baltimore Catechism

o Daughters of St. Paul

o Ignatius Press

o Prow Publications

Family Life. In 2003 Bishop Bootkoski reinforced the mandate of 1988 that all and 

schools and parish religious education programs in the Diocese of Metuchen (no matter 

what the catechetical model), must have in place a program of Catholic Family Life 

Education.  The RCL-Benziger Family Life Program will continue to be used in the 

Diocese of Metuchen as the required text (Addendum 2).  

(Please note: The implementation of the RCL-Benziger Family Life Program, 2011 

Edition, fulfills article 12 of the USCCB “Charter for the Protection of Children and 

Young People.”  Consequently, parishes must use the RCL-Benziger, 2011series. Other 

texts/publishers for Family Life education are not an option.)  

Should parents refuse to allow their child/ren to participate in the Family Life program, 

the “Parent Refusal of Safe Environment Curriculum Training Form” (Form 10) must be 

completed, signed and on file in the parish office. A copy of the completed form must be 

forwarded to the Office of Child and Youth Protection.  



Policy 2.5 FAMILY LIFE 

RCL-Benziger Family Life (2011 Edition**) is required for all children in parish religious 

education programs and Catholic schools.  

RCL-Benziger Family Life Safe Environment Training allows our diocese to be in 

compliance with the USCCB Charter for the Protection of Children and Young People.   

Each year, pastors/administrators are asked to certify in writing that the parish is in 

compliance with the Charter through the implementation of the RCL-Benziger Family 

Life program.  Parishes will be audited randomly by the USCCB beginning in fall 2012 

to verify this Safe Environment Training and that all staff/volunteers are finger-printed, 

background checked and have completed “VIRTUS-Protecting God’s Children” 

administered by the Diocese of Metuchen. 

Parents must be notified that Family Life is part of the curriculum. Include this 

information in your Parent Handbook, and offer parents the opportunity to “opt- out” if 

they do not wish their child to participate.  In such cases, parents must complete the 

“Parent Refusal of Safe Environment Training Form” (Form 10), a copy of which is kept 

with the child’s permanent record card, and a copy faxed (732 562-2412) or sent to the 

Director, Office of Child and Youth Protection, Diocese of Metuchen, P.O. Box 191, 

Metuchen, NJ 08840. 

Realizing that implementation of the Family Life Program may be a challenge for already 

time constrained religious education schedules, the staff of the Office of Discipleship 
Formation for Children is most willing to help your parish find creative, efficient ways

to integrate this text into your parish program.  Please contact the Office of 
Discipleship Formation for Children for consultation and assistance.

**Please note: Family Life editions printed before 2011 are not in compliance with the 

Charter because they do not include Safe Environment Training.  Please be sure to 

purchase the 2011 edition. 



Policy 2.6 PARISHES THAT DO NOT OFFER 
CHILDREN'S RELIGIOUS EDUCATION

At the direction of the Bishop, a policy has been established for parishes that do not 
offer religious education for children and whose children attend religious education in 
a neighboring parish.  The following guidelines will apply:

• The sending parish will contribute a percentage of costs in excess of religious 
education fees, including salaries (i.e. Parish Catechetical Leader, support staff), 
catechist formation and other related expenses. 

• The financial agreement shall be a pro-rated percentage based on the number of 
families/children enrolled in the host parish program.

• All children and families who attend religious education outside of their home 
parish will be catechized according to diocesan guidelines. 

• Children should celebrate the sacraments of Reconciliation, First Communion, 
and Confirmation in their home parish (see Policy 3.3). 

It is important that the parishes involved collaborate on the planning and 
execution of events related to sacramental preparation and religious formation 
(i.e. parent formation and meetings, retreats, enrollment prayer services, 
stewardship service, etc.)  



Policy 3.0  SACRAMENTAL CATECHESIS 

“The liturgical life of the Church revolves around the sacraments, with the Eucharist at 

the center.  The sacraments are efficacious signs of grace, instituted by Christ and 

entrusted to the Church, by which divine life is given to us and celebrated.  The Church 

celebrates seven sacraments: Baptism, Confirmation, Eucharist, Reconciliation, 

Anointing of the Sick, Holy Orders, and Matrimony.” (NDC, 35) 

Some fundamental principles apply to catechesis for each of the sacraments. 

Sacramental catechesis 

is a comprehensive and systematic formation in the faith, one that integrates 

knowledge of the faith with living the faith 

is fundamentally Trinitarian and centers on initiation into the life of the Triune 

God 

presents Christian life as a lifelong journey to the Father in the Son and through 

the Holy Spirit 

is appropriate to the age level, maturity, and circumstances of those being 

catechized 

is intended for all members of the Christian community, takes place within the 

community, and involves the whole community of faith 

involves parents in the preparation of their children for the sacraments 

is integrated into a comprehensive catechetical program 

focuses primarily on the symbols, rituals, and prayers contained in the rite for 

each sacrament 

enables the believer to reflect on the meaning of the sacrament received by 

implementing a thorough experience of mystagogia following the celebration 



Policy 3.1    SACRAMENTAL  PREPARATION 

Preparation for the sacraments is offered to children who attend a diocesan 

approved parish religious education program (i.e. school model, alternative 

program, summer condensed program, home-school) or Catholic school. 

Attendance at parent formation sessions is required to help parents fully 

participate in their child’s preparation.  Therefore, parents who do not participate 

in these sessions will be contacted by the PCL to arrange a meeting to encourage 

them to fulfill their parental roles.   

Reception of the Sacraments of Reconciliation, First Communion and 

Confirmation requires a minimum of two-years of preparation for Catholic 

school children and for children in the parish religious education program (i.e. 

school model, family centered, intergenerational, summer condensed, home-

school, etc.) Parents need to understand that formal faith formation is a 

continuous developmental process that begins with First Communion 

preparation and continues through Confirmation and beyond. 

In intergenerational, family and whole community models of parish catechesis, 

separate and additional preparation that focuses on the particular sacrament to be 

celebrated should be conducted for children and families. 

Code of Canon Law, c.843.1 states that “Sacred ministers cannot deny the 

sacraments to those who opportunely ask for them at appropriate times, are 

properly disposed, and are not prohibited by law from receiving them.” 



Policy 3.2  RECEIVING SACRAMENTS  

 AS A PARISH COMMUNUITY

Sacraments are celebrations of the entire the parish community.  To support this 

reality, it is the policy of the Diocese of Metuchen, Office for Catechesis, that 

the Sacraments of Reconciliation, First Communion and Confirmation be 

celebrated together with children and families from both the parish religious 

education program and parish Catholic school.   

Children and families from parish programs (all models thereof) and/or 

Catholic schools are to participate jointly in all parish preparatory activities, as 

well as instructional formation.   

Parents from the Catholic school and parish religious education program 

should participate in formation sessions jointly. 

In parishes where the number of children preparing for sacraments is too large 

to be celebrated at one liturgy or prayer service, assignment to a particular 

celebration should be accomplished by means other than separating Catholic 

school children from children attending the parish religious education program. 

Alphabetical division, for example, is preferable. 



Policy 3.3  SACRAMENTAL PREPARATION FOR 

 CATHOLIC SCHOOL CHILDREN   

 ENROLLED IN PARISH SCHOOLS   

 NOT IN THEIR HOME PARISH 

The nature of a parish is that of a community of faith, where its members are brought into 

a living relationship with Christ.  Here families are nourished spiritually by proclaiming, 

celebrating and witnessing the Good News.  It is here, also, that the task of transmitting 

the faith, through the venue of religious education appropriately takes place, supporting 

the catechetical work of families who teach by example, a Gospel of love.  

The Office of Discipleship Formation for Children recommends that children 

enrolled in Catholic schools affiliated with parishes other than their own, 

undertake their preparation for sacraments within their home parish community.   

Pastors are nonetheless not ordinarily to deny any request of parents or 

candidates to receive the Sacraments of First Reconciliation, First Communion 

and Confirmation with school classmates or others with whom they have been 

prepared for a sacrament in a setting outside their home parish without prior 

consultation and concurrence of the bishop.  (Addendum 5) 

Please note: While Addendum 5 addresses the reception of the Sacrament of 

Confirmation, it is to be assumed that it also refers to the reception of the 

Sacraments of First Reconciliation and First Communion. 



Policy 3.4  RECONCILIATION 

The experience of forgiveness is at the heart of the Gospel message.  Jesus came to show 

us the Father who is loving and forgiving. This is the Gospel message we wish our 

children to experience in the Sacrament of Reconciliation.  Catechists should always 

portray the Sacrament as an encounter with a loving and forgiving God, who rejoices 

with those who try to live as Jesus did.   

Preparation for the reception of First Reconciliation takes place in the first 

semester of the second level of formation. 

Formation and the celebration of the Sacrament of Reconciliation must precede 

and be separate from instruction for First Holy Communion.   

Catechesis for the Sacrament will spiral throughout formation.  Instruction in 

moral responsibility should continue throughout one’s life. (The Family Life 

program is a valuable resource for this purpose.) 

Children and their families are to be encouraged to receive the sacrament on a 

regular basis.  Opportunities for the Sacrament of Reconciliation are to be made 

available within the parish religious education program and parish school.   

No penitential service or confession will be recorded, photographed or 

videotaped.  This applies in particular to the celebration of First Reconciliation. 

Only those who have the use of reason are capable of committing serious sin. 

Nevertheless, even young children and persons with mental disabilities often 

are conscious of committing acts that are sinful to some degree and may 

experience a sense of guilt or sorrow.  As long as the individual is capable of 

expressing a sense of contrition for having committed sin, even if he/she cannot 

describe the sin precisely in words, the person may receive sacramental 

absolution.  Those with profound mental disabilities, who cannot experience 

even minimal contrition, may be invited to participate in penitential services 

with the rest of the community to the extent of their abilities. 



Policy 3.5   FIRST COMMUNION 

The preparation for, and reception of First Communion should be seen as an opportunity 

to introduce children to fuller participation in God’s family, the Church, through which 

they became members at baptism. Their desire to receive Jesus in the Eucharist must be 

established by participation at liturgy with their families. 

The child’s enthusiasm for total participation in the Mass is to be recognized 

and encouraged; children must understand that while the first reception of Holy 

Communion is special, it is so because it is the beginning of a life long 

relationship with Jesus. 

Diocesan guidelines require two years of formal religious education/formation 

before reception of First Holy Communion that must be preceded by the 

reception of the Sacrament of Reconciliation. 

The celebration of the Sacrament may take place at a liturgy that is exclusively 

for first communicants and their families, or within smaller groups at a 

regularly scheduled parish Sunday liturgy. 

An un-baptized child of catechetical age (approximately 8 years and older) 

must be initiated according to the Rite of Christian Initiation of Adults adapted 

for older children. This is not an option. Please contact the Offices of 
Discipleship Formation for Children or RCIA for guidance in this process.  

A person with special needs should be prepared to the extent of their 

capabilities. (Pastoral Statement of U.S. Catholic Bishops on Persons with 

Disabilities, USCCB) 

A person who is mentally challenged may receive the Sacrament of Holy 

Communion if they are able to distinguish the eucharistic bread from ordinary 

bread.   



Policy 3.6  CONFIRMATION 

The Sacrament of Confirmation for children of catechetical age is conferred upon those 

who have been baptized, received the Sacraments of Reconciliation and Holy 

Communion, have been instructed in their faith and have demonstrated a capacity and 

willingness to participate in the life of the Church. 

The parish will offer one Confirmation preparation program to all eligible 

parish children, whether enrolled in the Religious Education program, the 

Catholic school, a private or regional Catholic school. 

The normative place for the reception of the Sacrament of Confirmation is the 

proper home parish of the candidate.   

Pastors nonetheless are not ordinarily to deny any request of parents or 

candidates to be confirmed with school classmates or others with whom they 

have prepared within a setting outside the structure of the registered parish 

without prior consultation and concurrence of the bishop (Addendum 5). 

The record of conferral of the Sacrament of Confirmation is always to be made 

in the archive of the church in which the celebration actually occurs (cf. Code 

of Canon Law, c.895). The church of Baptism must also be notified. 

Immediate preparation, in exceptional cases, for the reception of the Sacrament 

of Confirmation consists of a minimum of two years of spiritual formation and 

education. Parents should be strongly encouraged at First Communion to 

continue the religious education of their children through the reception of 

Confirmation, and beyond through parish Youth Ministry, 

An explanation of the formation process and requirements/activities for 

Confirmation should be presented to the candidates, their parents and sponsors 

at the beginning of the formation process. 

The right of the candidate to postpone reception of Confirmation by their own 

request should be respected by the parents and pastor, with the encouragement 

that the candidate is welcome to continue their formation at any time in the 

future.  



Sponsor Requirements 

Ideally, a sponsor is someone who is actively involved in the spiritual formation 

of the candidate.  Whenever possible, the baptismal sponsor should be the 

preferred sponsor in order to reinforce the relationship between Baptism and 

Confirmation, and the life long journey of faith. 

In the Diocese of Metuchen, a sponsor may be 14 years of age (Addendum). 

A sponsor must be a fully initiated Roman Catholic, having received the 

sacraments of Baptism, Confirmation and Eucharist, worship at Sunday Liturgy 

on a regular basis and participate in the life of his/her parish.  Moreover, if 

married, the sponsor must be in a valid Church marriage, may be male or 

female, and may NOT be the candidate’s parent. (Code of Canon Law, c.873, 

874) 

Pastors/PCLs may require a letter of eligibility (sponsor certificate) from the 

sponsor’s registered parish.    

A sponsor needs to be acquainted with his/her responsibilities and actively 

participate in the candidate’s formation process.

A proxy may take the place of the sponsor of record if pastoral considerations 

warrant.  Because parents are not eligible to act as a sponsor, it is best to not 

use a parent as a proxy. 

Selecting a Confirmation Name 

The baptismal name is the preferred name at the time of Confirmation 

reinforcing the relationship between Baptism and Confirmation. 

If not the baptismal name, the chosen name should be in concurrence with the 

teachings of the Catholic Church. 

A newly chosen name does not need to be gender consistent. 



Stewardship Service 

Stewardship/outreach projects reinforce our Christian responsibility to witness 

to our faith by using our gifts of time, talent and treasure. An effort should be 

made during the candidate’s formation to integrate, process and reflect upon 

this experience as part of our ongoing life of faith. 

Stewardship must be accomplished over the two-year formation period. 

Stewardship must be overseen by parents, sponsors and the PCL. 

Special Considerations 

The normative age for the reception of Confirmation in the Diocese of 

Metuchen is during the 8th or 9th grade school year, provided the candidate 

has completed two full years of formation.  The pastor, in consultation with 

the PCL (and Catholic school principal when warranted), determines the 

celebration of Confirmation in light of all pastoral considerations.   

There should be special catechesis for those who are older than the usual age 

and have not yet received the Sacrament of Confirmation.  Ideally, formation 

should take place with others of like age. Please contact the Office of 
Discipleship Formation for Children for suggestions and assistance. 

If an Eastern Rite Catholic wishes to enter into the fullness of Catholic 

communion, nothing more than a simple profession of faith is required, even 

if they are permitted (upon recourse to the Apostolic See) to transfer to the 

Latin rite.  Contact the Chancellor regarding the transfer of rite. Notation in 

the parish register is necessary.  Please see Addendum 13 for a list of those 

churches/communions whose Baptism is recognized as valid by the Catholic 

Church. 

Code of Canon Law c.843.1 states: “Sacred ministers cannot deny the 

sacraments to those who opportunely ask for, are properly disposed and are 

not prohibited by law from receiving them.” 



Policy 3.7     THE  CHRISTIAN  INITIATION  OF 

 OLDER  CHILDREN 

“For the purpose of Christian Initiation, children who have reached the age of reason, 

generally understood as seven years of age, are considered adults in a limited sense.  As much 

as possible, their formation in faith should follow the general pattern of the ordinary 

catechumenate, making use of the appropriate adaptations permitted in the rite . . .These 

children are capable of receiving and nurturing personal faith.  They are also capable of a 

conversion appropriate to their age. They can receive catechesis that is suited to their 

circumstance s. . . Children’s catechetical formation should lead up to and follow the steps of 

the initiation process” (NDC 36A). 

For many school age children and their families, religious education is often the point of entry 

into the life of the parish. It is not unusual for parents of older children to request initiation 

sacraments for their children age 8 and older without any previous catechesis. These families 

have chosen to reach out to you, the PCL, in order for their older children to receive the 

sacraments. They should be welcomed and encouraged! As they return to the faith, an 

opportunity is created for parishes to evangelize and catechize these families. 

The Church and particular Canon Law are very clear about how to initiate older children, that 

is, children over the age of 8, who are unbaptized and uncatechized. If the older child is 

unbaptized and/or uncatechized he/she must participate in the RCIA process adapted for 

older children. 

There are 4 possible scenarios in which older children may not be fully initiated. 

1. Unbaptized.  Particular Canon Law specifies that children and youth over the age 
of 8 who have not been baptized MUST be prepared to receive all three sacraments 
of Baptism, Confirmation and Eucharist through the RCIA process, adapted for 
children.  For more information please contact the parish RCIA director and/or the 
diocesan Office of the RCIA.

2. Baptized as an infant/child, has not received the sacraments of Confirmation and 
Eucharist, and is uncatechized.  If a child/youth has been baptized under the age of 
8, but has not received Confirmation and Eucharist and is uncatechized, the PCL 
and/or Youth Minister should collaborate with the parish RCIA Director to 
incorporate them into the RCIA process adapted for older children. For 
information to determine if a child/youth is uncatechized, please contact the 
Offices of Discipleship Formation for Children or RCIA and refer to Addendum 13. 



3. Baptized as an infant and catechized, but has not received First Communion 
and/or Confirmation. If the older child was baptized as an infant, but has not 
received First Holy Communion, it should be determined through an interview 
with the older child and his/her parents, if the child has had any catechesis. The 
interview outline in Addendum13 should help you in this process. If you determine 
the child has received catechesis either in the home or from some other source, a 
pastoral decision should be made to determine the best placement for the child, 
preferably with the child’s peers. In such cases additional sacramental catechesis is 
appropriate to prepare the child to receive First Reconciliation, First Communion 
and/or Confirmation. A minimum of 2 years of catechesis is required before a 
sacrament is received in such cases.

An older child should not be placed with a younger grade level to prepare for the 
sacraments.

4. Youth who have not received Confirmation. Youth (high school students) who have 
not received the sacrament of Confirmation ONLY should participate in the 
parish’s adult Confirmation preparation.  If the number of youth merits, a 
formation class for high school students should be held under the tutelage of the 
youth minister. This can provide another opportunity for youth ministers to meet 
the needs of young people.  For resources and suggestions for organizing the 
Confirmation formation preparation, please contact the parish PCL and/or the 
diocesan Office of Discipleship Formation for Children. 

Whatever the circumstances, a PCL must be invested in assisting the pastor, parish RCIA 

director and family in making sure that all young people can participate fully in the 

sacramental life of the Church.  

Please see Addendum 13 for best procedures for determining if an older child has been 

catechized.  For more information, contact the Office for RCIA for guidance in the 

interview process with an older child and his/her parent(s). 

Remember: If the older child is unbaptized and/or uncatechized he/she must participate 

in the RCIA process adapted for older children. 



Policy 4.1    CHRISTIAN CODE OF CONDUCT/BEHAVIOR

Jesus taught us to love God and love our neighbor as ourselves. Being a disciple of 

Christ is demonstrated by the way we show respect, courtesy and kindness to all. The 

support of parents/guardians in helping their children live God’s law of love is expected. 

Guidelines must be clearly stated in the Parent Handbook, and agreed to in writing by 

the parent/guardian. Please include the following in the formulation of such policies. 

Children/adults are expected to show respect for all persons in word and action. 

Children/adolescents must comply with the rules established by catechists in the 

interest of providing a good learning environment. Discipline is first and 

foremost, the responsibility of the catechist. 

Children/adolescents must do nothing that causes physical harm to themselves 

or others. 

Children/adolescents must not destroy, deface or remove property.  

Children/adolescents who repeatedly exhibit inappropriate behavior (in the 

judgment of the parish administration) may be asked to leave the program and 

should be provided an alternate method of religious education/formation. 

Corporal punishment is contrary to diocesan policy and is not to be used in any 

circumstance. 

Emphasis is placed on positive values rather than negative. 

When violations occur, each case will be dealt with patiently and pastorally, 

respecting the personal dignity of all involved.  

Programs must include in their parent and catechist handbooks a policy 

outlining diocesan intolerance for harassment and bully prevention. The State of 

NJ Policies 149 and 729 are reprinted in Addendum 1. 

Parents/guardians MUST SIGN and RETURN a page from the Parent 

Handbook that states that they have read and agree with the parish/diocesan 

policies, and that they will support the Christian Code of Conduct as outlined in 

the handbook. The signed agreement must be returned before the child enters 

the program.   



Policy 4.2 USE OF CELL PHONES AND 

ELECTRONIC DEVICES 

Children are not permitted to use cell phones and other electronic devices during parish 

religious education programs and parish activities/events, etc.  

Guidelines 

Phones and electronic devices are to be turned off and kept out of sight for the 

duration of any and all parish religious education activities including, but not 

limited to, religious instruction, trips, retreats, prayer experiences, liturgies, etc.  

The use of cell phones and electronic devices for picture taking, harassment or 

threats is prohibited at all times. 

The use of cell phones and electronic devices to access the internet, email, 

have conversations, text, game play, gamble or make purchases of any kind is 

prohibited at all times.  

Catechists have the right to collect cell phones and electronic devices from 

children/adolescents as they gather together if these rules are not adhered to.  It 

is suggested that a baggie labeled with each child’s name be provided to 

prevent mixing up cell phones/devices.  Phones/devices are to be returned at 

the end of the gathering.   

An agreement to cell phone/electronic device guidelines, included as Form 11, 

is to be signed by the parent/guardian and child.  It is suggested that this form 

be used for older children to make the parish/diocesan policy clear to families. 



Policy 5.1  ACCIDENT REPORTS 

All accidents involving program participants, volunteers or parish staff which 

occur on church property during program hours, must be reported immediately 

to the pastor by the PCL. 

A complete description of the accident is to be kept on file in the parish.  The 

description includes the date, time, location, name(s) of person(s) involved, 

witnesses and any follow-up actions taken. 

Appropriate forms can be obtained from: 

Gallagher Bassett Services, Inc. 

P.O. Box 1508 

Mt. Laurel, NJ  08054 

856-780-3029

FAX: 866-262-3257

The completed form must be returned to the above address and a copy retained in 

the parish file.  



Policy 5.2  MEDICATION 

In the event a child must take medication during religious education/formation 

gatherings, the following guidelines must be adhered to: 

All medications (whether prescription or over the counter) shall be brought to 

the PCL or nurse by the parent/guardian in the original labeled container and 

shall be picked up at the end of the period of medication, or at the end of the 

religious education cycle. 

All prescribed medications require a doctor’s written order. 

Before a medication can be administered to or by a student during religious 

education hours (including Epi-pens and inhalers,) the parish office for 

catechesis shall require the completion of the “Release from the Physician and 

Parent for Staff to Administer Medication to Student” (Form 2) and/or “Release 

for Child’s Self-administration of Emergency Medication” (Form 3), and 

“Waiver of Liability and Agreement to Hold Harmless in Administering 

Emergency Medication When Parent/Guardian Is Not on the Premises” (Form 

4). 

Training to administer CPR and Epi-pens should be provided to at least 2 staff 

members who are present onsite during all religious education hours. A trained 

nurse and/or EMT may also administer CPR and Epi-pens, if present. 

If a child has a medical condition which places him/her at serious risk when 

exposed to particular foods and/or allergenic substances, the pastor and PCL 

have the responsibility to protect the child from exposures that will endanger 

their health. (For these reasons, food, drink and other substances that cause 

allergic reactions are prohibited from the parish premises during children’s 

religious education.)  Please contact the Office of Discipleship Formation for 
Children for specifics. (Please see Addendum 3 for supporting materials.) 



Policy 5.3 ACQUIRED IMMUNE DEFICIENCY 

SYNDROME (AIDS)

In the event a child with HIV/AIDS is enrolled in your parish program, the 

policy of the Catholic Dioceses of New Jersey on AIDS must be adhered to. 

The policy requires that the identity of such children be kept confidential, even 

from staff members. 

All catechists and staff must take proper universal precautions when coming in 

contact with bodily fluids of any child or adult who is ill, or requires first aid, 

etc. Latex gloves MUST be provided to all catechists.  Gloves are to be thrown 

into the trash, inside out after one use, and replaced with an unused pair.  

Parents are NOT required to indicate whether or not their child has HIV/AIDS 

or any other disease.  

The policy (in its entirety) can be found in Addendum 7. 



Policy 5.4    CONTROLLLED DANGEROUS SUBSTANCES,

ALCOHOL, WEAPONS 

Controlled dangerous substances (drugs), alcohol and weapons of any kind are 

prohibited on parish property and in religious education/formation programs, no matter 

the location of such programs. 

Under law in the State of New Jersey, no one may knowingly have in their 

possession firearms or deadly weapons without having an explainable lawful 

purpose.  This same prohibition applies to controlled dangerous substances and 

alcohol. 

It is important for the PCL to establish contact with the local police department’s 

drug enforcement officer.  This officer will be the contact in the event a child or 

adult is found in possession of a dangerous substance or weapon.  

The Diocese of Metuchen maintains a zero tolerance in these instances.  In the 

event a child/adolescent/adult is found to be in violation of this policy while in 

attendance at a parish religious education program or event, the person and 

material/paraphernalia are to be turned over to local law enforcement agency and 

immediately reported to the Office of Discipleship Formation for Children.   



Policy 6.1 PROCEDURES FOR PROGRAMS 

HELD ON PARISH GROUNDS 

The parish may be held liable for injuries to program participants incurred due to 

neglect of reasonable safety precautions.  In an emergency, all fire safety regulations, as 

well as the following guidelines, are to be followed.    

Although the PCL is not directly responsible for traffic control in parking lots, 

etc., he/she must take adequate steps to insure that children are not left 

unattended to cross busy parking lots or streets adjacent to parish buildings 

(Form 6).  

The Parent Handbook is to include instructions for arrival and dismissal of 

children and parking procedures.  

The parish is to provide reasonable supervision for children and adolescents as 

they arrive and are dismissed from parish programs. 

Arrival and dismissal hours of the program, along with parental responsibility 

for transportation must be clearly communicated in writing to the parents (in the 

Parent Handbook) and followed by all catechists.   

No child will be released to a person other than the custodial parent/guardian 

unless written permission has been given by the custodial parent/guardian to the 

PCL beforehand, identifying the person to whom the child may be released. 

Parish facilities must maintain that all walkways, stairs, entrances, exits and 

driveways are free from ice, snow and debris.  They are to be kept salted, 

sanded and properly illuminated at all times.   

Access doors to parish buildings must be locked to outside visitors when 

programs are in session.  Children are not permitted to open the door to allow 

others into the building. Rather, responsible adults should monitor the doors 

during religious education hours. 

No child should be released early unless the parent/guardian comes into the 

building, shows proper identification and signs out their child in a permanent 

book of record, with time and reason for early release. It should be emphasized 

in the Parent Handbook that early release is disruptive to learning and should be 

discouraged. 

Catechists and staff may not transport children who are not their own to and 

from religious education programs. 



Policy 6.2 PARISH ACTIVITIES 

It is highly recommended that all programs and events take place on parish 

grounds. 

Classes and other gatherings MAY NOT take place in private homes. 

When a parish uses a facility other than a parish facility (such as a public school) 

to conduct a religious education program, the parish normally would be asked to 

provide to the public entity a certificate of insurance covering the public entity, 

the parish, its employees and volunteers. 

When children are transported by private car to another location, coverage for 

liability is primarily that of the owner of the vehicle and his/her policy will first 

respond.  However, the parish, its employees and volunteers are covered by the 

parish insurance to the extent that the owner’s liability coverage may not apply. 

Procedure for taking children off the parish grounds 

Trips or other outings sponsored by the parish must have written approval of the 

pastor or his representative. 

Children attending an event off the parish premises must present a permission 

slip (Form 12) completed by a parent/legal guardian in advance of the event; a 

copy of which is to accompany the leader and a copy kept on file in the parish. 

A notary signature on the permission slip is necessary when children cross state 

lines. 

It is strongly suggested that at least 2 adults supervise each small group of 

children at all times during transportation and events.  



Policy 6.3  CRISIS MANAGEMENT PLAN 

Each parish religious education program, no matter what the model, should establish a 

Crisis Management Plan in order to address crisis or emergency situations, such as 

lockdowns and evacuations. If your parish has a Catholic school, the crisis management 

plan may be adapted for the parish religious education program/s. Your plan should be 

reviewed yearly and revised, if necessary.  

Contact local authorities (police and fire departments) for specific procedures to 

follow for your particular municipality. 

Inform local authorities (police and fire departments) of class schedules and 

locations. 

Provide emergency responders with notification prior to holding any drills. All 

drills conducted must be carefully documented.  Follow-up critiques should 

follow to ensure optimum levels of safety. 

Parish and catechetical staff must be informed of the crisis plan.  A person-in- 

command should be appointed and responsible for the execution of emergency 

drills.  

A detailed plan to reunite parents/guardians and children should be in place. 

During a crisis, the parent/guardian cannot be denied permission to remove a 

child for the premises.  A signed and dated release form must be maintained on 

file. 

A copy of the Crisis Management Plan should be provided to, and will be kept 

on file in the Office of Discipleship Formation for Children. 

Lockdown and evacuation drills should be conducted yearly. 

Practical applications 

All doors will be clearly labeled and identified with numbers.  The numbers will 

be visible and high, placed above the door, if possible.  External doors will be 

numbered both inside and out. 

Have a “Plan B” in place in the event that one of the designated exits is 

compromised. 



All windows should be securely locked.  Be sure that windows intended as a 

secondary means of escape are not blocked and can be readily opened from the 

inside. 

All entrances/doors to the building in use will be locked from the outside so no 

one can enter, unlocked from the inside and capable to be opened from the inside 

for emergency exiting. 

Ensure open sight lines through maintenance of buildings, landscaping and 

lighting. 

Hall monitors should be prominently placed at building entrances/exits. 

Battery-operated methods of communication should be available along with 

extra batteries and flashlights. 

Fire extinguishers should be maintained in operational condition. 

An updated roster of the children with their emergency contact information will 

be available and taken out of the building by a designated person if/when an 

evacuation or drill occurs, so it is readily available to the person-in-command. 

Maintain at least one Emergency Tool Kit for each location, that includes 

o Copies of current student rosters including emergency contacts

o Flashlights and extra batteries

o First aid kits and non-porous gloves

o Staff lists and emergency contact information

o Battery operated radios or cell phones

o Master keys

These applications are not a step-by-step guide for completing a comprehensive 

emergency plan, but rather define minimum elements that should be included in 

your plan.   

For further information, please access the following sites : 

o http://www.ready.gov

This site deals with preparing safety kits. 

o http://www.dhs.gov/dhspublic/display?theme=29

Describes various alert stages 

o http://www.schoolsecurity.org/terrorist_response.html

How to develop emergency plans 

o http://www.neahin.org/educator-resources/school-crisis-guide.html

Developing crisis management plans 



Policy 6.4 FIRE DRILLS,  

LOCK DOWNS 

AND EVACUATION DRILLS 

Each municipality establishes its own regulations. The pastor and PCL should 

meet with the local fire department to learn and follow the local interpretation 

of state fire code regulations. 

When a program operates in a building that is regularly in use as a school, it is 

expected that existing fire procedures be followed.  The PCL will discuss with 

the school principal all pertinent procedures and put them into practice. 

When a program is held in a parish building other than a school, the pastor is 

responsible and should develop emergency procedures with the assistance of 

the PCL, which are to be posted in a prominent place.  The pastor is responsible 

to keep the building up to code.

One fire drill and one lock down drill should be conducted per year, preferably 

in the beginning of the year. A record must be kept of the date, time and 

observations. 

All adults who use the school or parish buildings are to be made aware of fire 

drill, evacuation and lock down procedures and emergency routes. 

All personnel need to become familiar with the locations of fire alarm boxes 

and the necessary procedures for activating them. 

For fire drills, all emergency phone numbers are to be posted on or near the 

PCL’s office phone and accessible during the operation of the program. 



Policy 7.1  VOLUNTEER/EMPLOYMENT POLICY 

All parish religious education personnel, regardless of their roles, are to be 

practicing Roman Catholics.

The Catechist Mission Statement (Volunteer Application, Part III, Addendum 8) 

defines the intent of the catechist to teach only what the Catholic Church 

believes and professes and the intent of the catechist to live, practice and grow 

in their Catholic faith. All catechists are expected to sign the mission statement 

as an indication of their agreement with this policy. 

It is strongly recommended that high school students who take on the primary 

responsibility for catechizing a group of children, have 1 to 2 years previous 

experience as a catechetical aide with a seasoned catechist;  be no younger than 

a senior in high school and catechize younger children only. In such cases, 

parents/guardians should be made aware in advance that their child’s catechist 

is a high school student and that an adult will be present to assist. If a catechist 

or aide is under the age of 18, he/she must be supervised by an adult in all 

circumstances. Those over 18 must be fingerprinted, background checked and 

participate in VIRTUS training.

All personnel are expected to participate in catechist certification and ongoing 

formation/education. Catechists of high school age should also participate in 

catechist certification.  



Policy 7.2 POLICY ON COMMUNICATION WITH 

STUDENTS OUTSIDE OF RELIGIOUS 

EDUCATION AND POLICY ON THE USE 

OF SOCIAL MEDIA FOR PARISH 

CATECHETICAL LEADERS, 

CATECHISTS AND VOLUNTEERS 

It is strongly recommended that the policy stated below be inserted into the catechist 

handbook, and that other catechetical volunteers receive a copy of this policy annually.  

COMMUNICATING WITH STUDENTS OUTSIDE THE RELIGIOUS EDUCATION 

SETTING 

Parish staff, catechists and other volunteers engaged in religious education play an 

integral role in the faith formation of students.  As representatives of the parish and the 

Catholic Church, they are expected to convey and maintain a professional image, 

particularly with respect to communication outside the classroom.  As reported by the 

media, there have been instances of educators demonstrating professional misconduct 

while engaging in inappropriate dialogue with students.  With this in mind, please be 

advised that the following policies are in effect 

All communication regarding students, or related to the classroom, should be 

directed to the parents/guardians of the students, and not to the respective 

student themselves.  As such, parish staff, catechists and other volunteers are 

prohibited from phoning, text messaging, emailing or corresponding via social 

media (Facebook, Twitter, LinkedIn, MySpace, etc.) directly with current 

students or former students under the age of 18.  Likewise, parish staff, 

catechists and other volunteers may not provide their personal email address 

(Yahoo, Hotmail, AOL, etc.) or telephone/cell number to current students or 

former students under the age of 18. Catechists may however, provide their 

personal contact information to parents/guardians. 

Whenever possible, communication with parents/guardians should be made 

through the parish e-mail or telephone system. 



POLICY ON THE USE OF SOCIAL MEDIA 

Social media are defined as “any web-based applications that allows people to broadcast 

information to an entire network.”  The network can be “user-defined,” like Facebook, or 

open, like YouTube. Social media differ from email and websites, and include LinkedIn, 

Facebook, Twitter, MySpace, YouTube, and various web logs or blogs.  In general, the 

parish respects the rights of its staff, catechists and other volunteers to use social media 

during non-working hours as a medium of self-expression.   

However, parish staff, catechists and other volunteers should be aware that although these 

are generally viewed as mediums of personal expression, the posting of certain comments 

and information may have a harmful effect or negative impact, including adverse legal 

consequences, on the parish, its reputation and its staff, catechists and other volunteers. 

In light of this, the diocese/parish has instituted the following policy, which is designed to 

protect the parish and its staff, catechists and other volunteers, rather than restrict the 

flow of useful and appropriate information 

Parish staff, catechists and other volunteers shall conform to the moral and 

ethical principles of the Catholic Church during the public discharge of his or 

her ministry.  As such, parish staff, catechists and other volunteers should not 

take any action against the Church, its teachings or its leaders on social media, 

nor affiliate with any organization or movement which is directed or has as its 

prime principles the criticism, rejection or disrespect of the Church. 

Parish employees, catechists and other volunteers are expressly prohibited from 

accepting and extending invitations to “friend” current students, or former 

students under the age of 18, on social networking sites.  In the event you 

receive a student-initiated friend request, you should decline it and report the 

matter to the parish catechetical leader. 

Parish staff, catechists and other volunteers who elect to publicly identify their 

employment/affiliation with the parish on social media should not take any 

action against the Church, its teachings or its leaders on social media, nor 

affiliate with any organization or movement which is directed or has as its prime 

principles the criticism, rejection or disrespect of the Church.  Likewise, parish 

staff, catechists and other volunteers are prohibited from disclosing any 

information that is confidential or proprietary to the parish on his or her personal 

websites, weblogs or social networks.  



In the event you identify yourself as an employee, catechist or other volunteer of 

the parish on a personal website, weblog, or social network, we require that you 

prominently display the following notice to help reduce the potential for 

confusion:  “The views expressed on this site do not necessarily reflect the 

views of my employer/the parish.” 

Parish staff, catechists and other volunteers may not use parish trademarks, 

materials or logos on personal websites, weblogs, or social networks without 

receiving prior authorization from the pastor.  Parish staff, catechists and other 

volunteers are similarly prohibited from providing a link or otherwise referring 

to the parish website on their personal website, social networks or weblogs 

without receiving prior authorization from the pastor. 

In all circumstances, the parish will comply with applicable laws and this policy will be 

applied consistent with those laws.  Any prohibition on conduct stated in this policy is not 

intended to interfere with employee/volunteer rights under applicable law.  To the extent 

any provision of this policy conflicts with any applicable current or future law, the parish 

will follow and comply with the law and not this policy.  If you have questions about this 

policy or any matter related to your site that this policy does not address, please consult 

with the Office of Discipleship Formation for Children.



Policy 7.3  PROTECTING GOD’S CHILDREN 

It is mandatory for employees and volunteers in the Diocese of Metuchen, 18 years of age 

or older, having more than a one-time contact with a minor as defined under New Jersey 

law, to undergo fingerprinting and a criminal background check in accordance with the 

policy set forth in the “Policy on Criminal History Background Checks”  found in 

Addendum 9.

Each catechist/volunteer must complete all parts of the Volunteer Application 

found in Addendum 8.  Parts I and II of the application form must be completed 

by each catechist/volunteer as part of his/her compliance with the diocesan 

Criminal History Background Check Policy, only if the catechist/volunteer is 

applying for the position for the first time.   

Part III must be kept on file indefinitely in the parish religious education office 

as part of the volunteer’s personnel folder. 

In addition to the criminal background check, the pastor or PCL will interview 

and check the references for potential applicants, both salaried and volunteer. 

NO criminal history background is performed if applicant is under the age of 18. 

It is mandatory that all catechists/volunteers participate in the VIRTUS program 

developed to educate adults in identifying and preventing child sexual abuse. 

The program involves attending in person training and completing ongoing 

modules online.  For information on VIRTUS training locations, contact your 

Parish Background Coordinator, or the Diocese of Metuchen, Child and Youth 

Protection Office (732-562-2413).  For online modules go to  www.virtus.org



Policy 7.4     CATECHIST HANDBOOK 

Each year, parish religious education/formation programs must update and distribute a 

Catechist Handbook. Each year, a copy must be kept on file in the Office for Catechesis. 

In parishes where family or intergenerational catechesis is the model, please adapt this 

outline to fit your parish faith formation experience.   

Contents should include, but not be limited to 

1. Welcome

2. Mission, philosophy and goals

3. Office contact information. Names/titles of staff, office hours, telephone/fax

numbers and emails.

4. Outline of the responsibilities of the catechist, aide, program support staff and

parish religious education staff.

5. Volunteer Application. Requirement stating that all volunteers working with

children in the parish must complete an application, be interviewed, provide

references and have a criminal background check, including fingerprinting.

6. Overview of your curriculum by level/event, of RCL-Benziger Family Life and

a description of text series used.

7. Sacramental policies

8. Christian Code of Conduct/behavior, including cell phone policy and anti-

bullying policy.

9. Corporal punishment policy

Catechists and volunteers must clearly understand that corporal 

punishment is NOT permitted. 

The law defines corporal punishment as any punitive touching (i.e. 

pushing, shoving, slapping) 

10. Supervision

Catechists and volunteers must clearly understand their responsibility to 

supervise young people at all times.   

Unless there is an emergency situation, children cannot be left 

unattended.  This includes the time before and after sessions, as well as 

during the session.  

Children may not be disciplined by exclusion from visual or physical 

space. It is highly recommended that at least two supervisory persons be 

present with each group of children at all times (e.g. catechist and aide). 



11. Confidentiality

Catechists must maintain confidentiality regarding children’s special 

needs and learning challenges, medical information/allergies, family 

status, etc. 

Photos of children may not be reproduced or published without the written 

consent of the parent/guardian and completion of the Photo Release 

(Form 7). 

12. Social Networking, email and cell phone guidelines

 (Insert Diocesan Policy 7.2) 

13. Arrival and dismissal policies

14. Food allergies, health and safety, including the use of universal precautions

15. Absentee policy for children and families; arranging for a substitute catechist

16. Progress report policy, if applicable.

17. Suspected child abuse procedures (Include a copy of Policy 8.1)

18. Crisis management policy, fire drills, lockdown and evacuation policies

19. Schedules and dates

Classes/Intergenerational Gatherings 

Liturgies and opportunities to receive the Sacrament of Reconciliation 

Other gatherings/events/meetings  

Special activities

20. Field Trips. Pre-approval of the pastor and PCL are required. Written parental 
permissions must be completed and return in advance of the event. (Form 12)

21. Lesson plan outline (Form 13)

22. Homework/testing/ACRE, if applicable.

23. Description of diocesan catechist formation and certification policy.  Echoes of 
Faith (locations and dates are available through the Office Discipleship 
Formation for Children) and/or online courses through the University of 
Dayton (http://vlc.udayton.edu).

24. Catechist agreement to teach what the Roman Catholic Church  professes and 
that catechists agree to continue their personal spiritual formation and 
education.  Tear-out page catechist must sign and return, agreeing to support the 
policies stated within the Catechist Handbook. (This signed agreement should 
be kept on record in the catechist’s file.)

25. The parish Office of Catechesis/Faith Formation/Religious Education has the 
right to amend the Catechist Handbook at any time. 



Policy 7.5  SEXUAL HARASSMENT

It is the policy of the Diocese of Metuchen to prohibit sexual harassment in the workplace 

in any form.  Unwelcome sexual attention violates the basic dignity to which each 

individual person is entitled.  It degrades the working environment that we all share and 

contributes to a loss of quality and productivity.  Sexual harassment of diocesan and 

parish personnel will not be tolerated. 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors and 

other such verbal or physical conduct of a sexual nature, or harmful behavior based upon 

the sex of an individual. It exists where management or a supervisor threatens to exercise 

his or her authority to affect the employment, duties, wages and advancement, or any 

other condition of employment or career development of any person working for the 

Diocese of Metuchen or prospective employee in order to obtain a sexual favor. 

Sexual harassment also includes conduct in the workplace that may create a hostile, 

offensive or intimidating work environment, whether committed by supervisory or non-

supervisory personnel, or even by non-employees, such as vendors, visitors, customers or 

volunteers.  It includes, but is not limited to:  

Repeated offensive or unwelcome sexual flirtations, advances, propositions or 

verbal abuse of a sexual nature. 

Offensive or unwelcome touching, pinching, patting or brushing against another 

person. 

Sexually orientated or sex based language, jokes or teasing, and graphic or 

degrading verbal commentaries of sexual nature concerning any individual’s 

bodily appearance. 

The display or circulation in the workplace of sexually suggestive objects or 

pictures, or lewd or suggestive gestures which convey a sexual or provocative 

message.  

Everyone in the Diocese of Metuchen is responsible for assuring that our workplaces are 

free from all forms of sexual harassment.   Any person who has a complaint of sexual 

harassment by anyone in the Diocese whether by management, supervisors, co-workers 

or other persons, is strongly urged to bring the problem promptly to the attention of 

management, so that a timely investigation can be made and appropriate corrective action 

taken. 

Employees may bring such matters to the attention of their supervisor, principal, PCL, or 

Office of Human Resources, Diocese of Metuchen (732-562-1990).  No employee will 

suffer retaliation or intimidation as a result of bringing a complaint or otherwise 

participating in an investigation of a complaint.  All complaints will be investigated 

promptly, taken seriously, and handled as confidentially as possible. Appropriate 

corrective action, including discharge or other discipline, will be taken wherever 

warranted to remedy violations of this policy. 



Policy 8.1  INCIDENTS OF SUSPECTED 

 CHILD ABUSE OR NEGLECT

Any employee or Volunteer of the Diocese of Metuchen ("Diocese"), its parishes, its 
schools, Catholic Charities, or any other entity affiliated in any way with the Diocese 
has received or discovered information which establish reasonable cause to believe 
that a crime described below has been committed: 

• Sexual assault;
• aggravated sexual assault;
• criminal sexual contact;
• aggravated sexual contact;
• or child abuse

  Must report that fact immediately to the prosecutor of the county in which the 
suspected offense occurred and to the Diocesan Response Officer for the Diocese of 
Metuchen.

The suspected criminal activity must be reported whether you believe the allegation is 
credible or not.

No investigative action shall be initiated by any employee or volunteer of the Diocese 
of Metuchen, its parishes, its schools, Catholic Charities or any other entity affiliated in 
any way with the Diocese without authorization from the Diocesan Response Officer. 

Reporting Number for Diocese of Metuchen Diocesan Response Officer:

Deacon Vincent Brigande
(908)930-4558 (available 24 hours/ 7 days a week)

Go to https://diometuchen.org/offices-and-ministries/vicar-general/child-and-youth-
protection/report-a-suspected-abuse/reporting-suspected-abuse-form/  to complete form 
to report a suspected abuse using a confidential submit form. 

See website: http://diometuchen.org/offices-and-ministries/vicar-general/child-and-
youth-protection/ also for more Explanation of Criminal Activity and list of County 
Prosecutor's Offices and their telephone numbers. 
Division of Child Protection and Permanency (Previously DYFS)



If you suspect or know of any allegation that the victim is a minor (less than 18 years old), you have 
a legal responsibility to immediately report the suspected crime to the New Jersey Division of Child 
Protection and Permanency (DCPP).

• Reporting Numbers for the New Jersey DCPP
CHILD ABUSE HOTLINE
1-877-NJ ABUSE (652-2873)
24 hours a day- 7 days a week
1-800-835-5510 (TTY/TDD for the deaf)

Local Law Enforcement
In all cases, you are also encouraged to contact the police department of the locality in which the 
suspected or alleged crime occurred. 

Obligation to Immediately Report Kidnapping of a Minor to Police:
Whenever any employee or volunteer of the Diocese, etc. in the course of his or her employment 
or professional responsibilities has received or discovered information which establishes 
reasonable cause to believe that a minor has been, is, or is about to be kidnapped, the employee 
shall immediately notify the local police department having jurisdiction over the matter by means 
of the 911 system.

This reporting procedure is in keeping with the Memorandum of Understanding entered into 
between the Diocese of Metuchen ("Diocese"), the Attorney General of New Jersey, and the New 
Jersey Prosecutors, as well as with prior existing reporting protocols entered into between the 
Diocese and the prosecutors of Middlesex, Hunterdon, Warren and Somerset Counties. 

Diocese of Metuchen Office of Child and Youth Protection

Rev. Msgr. William Benwell, JCL
Episcopal Vicar for Canonical Affairs (732)562-2440- wbenwell@diometuchen.org

Christopher J. Fusco, JCL, Esq.
Director and Compliance Officer, (732) 562-2413 - cfusco@diometuchen.org

Deacon Vincent Brigande
Response Officer,  (732)562-2413- vbrigande@diometuchen.org
To report Suspected abuse:  (908)930-4558 (24/7)

Valerie McAlister
Administrative Assistant, (732)562-2445- vmcalister@diometuchen.org 



Policy 8.2    MEGAN’S LAW 

Pastors are to register their parish religious education program with the local county 

prosecutor’s office and name the PCL as the designated official. 

Megan’s Law: the “Registration and Notification of Release of Certain 

Offenders, NJSA 2/C:7-1 et seq”, sets forth a system for registration of sex 

offenders and others who commit predatory acts against children and provide 

for community notification under specific circumstances.   

Under this law, notification is not automatically extended to parish religious 

education programs.  To receive such notification, the pastor or his delegate 

must register as a Community Organization with the Office of the Prosecutor in 

the county in which they are located. 

The designated official “will serve as the contact person for receipt of 

notification information and will be responsible for storage of notice and for 

sharing the information with staff in accordance with the procedures and 

standards established under these guidelines.  This person should be the ranking 

official in charge of the organization at the location at which notification is to 

be provided.” (e.g. PCL and/or principal)   

The designated official will agree to fulfill the responsibilities incurred with this 

assignment and is expected to attend information and orientation sessions as 

offered by the county prosecutor’s office and the Office of Discipleship 
Formation for Children. 

The Unredacted Notices should be filed (by the designated official) in a file 

marked Confidential. Access to this file is to be limited to the designated 

official.   



FORMS 

Form 1 Permanent Record Card (1.1; 1.4) 

Form 2 Sample Letter to Parents/Guardians re: Medical Release 

(1.2; 2.2) 

Form 3 Release from Physician and Parent for Staff to Administer Medication 

to Child/Youth (1.2; 2.2; 5.2) 

Form 4 Release for Self-Administration of Emergency Medication 

(1.2; 2.2; 5.2) 

Form 5: Waiver of Liability and Agreement to Hold Harmless in administering 

emergency medication when parent/guardian is not on the premises 

(1.2; 2.2; 5.2) 

Form 6 Walking Permission Slip (1.2; 6.1) 

Form 7 Photo Release (1.2; 7.4) 

Form 8 Attendance Records--School and Alternative Models (1.4) 

Form 9 Progress Report (1.4) 

Form 10 Opt-out of Family Life Education (2.4) 

Parent Refusal of Safe Environment Training Form 

Form 11 Cell Phone/Electronic Devices Agreement (4.2) 

Form 12 Field Trip Permission Slip (6.2; 7.4) 

Form 13 Lesson Plan Guide (7.4)  





PCLs:  Please adapt this letter to Parents/Guardians as it pertains to 
 religious education/formation in your parish. 

Name of Parish 

Address 

Phone 

DATE 

Dear Parent or Guardian, 

Your current religious education registration form indicates that your child, 

___________________________, has a potentially life-threatening condition that 

requires the immediate use of an EpiPen in an emergency.   

In order for your child to self-administer this medication, the attached “Self-

Administration of Medication Permission and Release”, must be signed by both you and 

your child’s physician, and returned to the Parish Religious Education Office before 

(<DATE>).  

As stated on our registration form, if the parent or guardian, is unable to be present in 

the building during religious education hours, OR your child is unable, OR is not properly 

trained to self-administer his/her medication, you and your physician must complete 

the “Release from Physician and Parent for Staff to Administer Medication to Child/ 

Youth” and the “Waiver of Liability and Agreement to Hold Harmless”.  This form must 

be returned to the Parish Religious Education Office before religious 

education/formation begins (< DATE>). 

Thank you for your cooperation. 

Sincerely, 

Parish Catechetical Leader 

NAME OF PARISH 

cc: Pastor 

 Parish Business Manager 



 Diocese of Metuchen 

Office of Discipleship Formation for Children
Release from Physician and Parent for Staff to Administer Medication to Child/Youth 

All medications (whether prescription or over the counter) shall be brought to the parish by the parent/guardian in the original 

labeled container and shall be picked up at the end of the period of medication, or at the end of the religious education cycle. 

In order to administer, all prescribed medications require a written doctor’s order. 

A child/youth is not permitted to self-administer any medication during religious education hours. (A child/youth needing life 

saving medication is an exception to this rule, but must have proper documentation from his/her physician on file in the 

Parish Office of Religious Education/Formation.) 

The Parish Office of Religious Education/Formation shall not be responsible for any diagnosis and treatment of a 

child’s/youth’s illness. 

The administration of medication to a child/youth during religious education hours will be permitted only when 

failure to take such medicine would jeopardize the health of the child/youth, or the child/youth would not be able to 

attend religious education if the medicine were not made available to him/her during program hours. 

For the purposes of this policy, medication shall include all medicines prescribed by a physician for the particular 

child/youth, including emergency medication in the event of bee stings, etc. 

Before any medication may be administered to or by any child/youth during religious education hours, the Parish 

Office of Religious Education/Formation shall require a written request from the parent/guardian who shall give 

permission for such administration, and relieve the Parish Office of Religious Education/Formation, the Diocese and 

its employees and volunteers of liability for administration of medication.  Please complete the form below. 

CHILD’S/YOUTH’S NAME: _________________________________________________________Age: _________ 

HEALTH CARE PROVIDER: 

Diagnosis: 
____________________________________________________________________________________________________ 

Name of Medication: 
____________________________________________________________________________________________________ 

Dosage/Instructions for the administration of Medication: 

____________________________________________________________________________________

____________________________________________________________________________________ 

Possible Side Effects: 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Personnel of the Parish Religious Education Program of 

____________________________________Parish have permission to administer the above 

medication as prescribed: 

Doctor’s Signature:________________________________________________________________________________ 

Physician’s stamp:_________________________________________________________________________________ 

Date: _________________________________  Phone Number:_________________________________   

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

PARENT/GUARDIAN: 

I hereby release the Diocese of Metuchen, the parish of 

________________________________________________ and any and all of their representatives or agents 

from any and all claims or liability arising from the administration of said medication. 

Parent/Guardian Signature: __________________________________________________________________________ 

Date: ________________Phone Number: ___________________________________Cell:________________________ 

Parish Catechetical Leader’s Signature: ______________________________________________________________ 

Date: ________________________________               EFFECTIVE FOR ONE (1) YEAR.      



Diocese of Metuchen 

Office of Discipleship Formation for Children
SELF-ADMINISTRATION OF MEDICATION 

Permission for child/youth to carry and/or use emergency medication 

for potentially life threatening condition. 

Child’s/Youth’s Name _____________________________DOB _____________ Class____________ 

Parish________________________________________ City/Town_______________________ 

HEALTH CARE PROVIDER: 

Diagnosis______________________________________________________________________ 

______________________________________________________________________________ 

Name of Medication_____________________________________________________________ 

Dosage and Instructions__________________________________________________________ 

______________________________________________________________________________ 

Possible Side Effects_____________________________________________________________ 

______________________________________________________________________________ 

I certify that the child named above has allergies that are potentially life-threatening, as listed above, and 

is permitted to self-administer the listed medication. The child has been instructed in the proper 

techniques of self-administration and has demonstrated to me competence in this technique.  

Name of Health Care Provider (PRINT) _____________________________________________ 

Signature of Health care Provider___________________________________________________ 

Address_______________________________________________________________________ 

Phone___________________________________Date__________________________________ 
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

PARENT/GUARDIAN: 

I authorize my child to self-administer the listed medication during religious education hours, if 

necessary. I acknowledge the parish of ____________________________________________ (NAME)  

DOES NOT have a nurse OR trained staff member on the premises during religious education hours. 

In the event my child must self-administer epinephrine (EpiPen), I understand that 911 will be called 

and my child will be transported to the local hospital. It is my obligation to provide the Parish Religious 

Education Office with working telephone numbers where I can be reached at all times and my 

responsibility to attend to my child once the emergency squad leaves the parish program. 

I understand that the Diocese of Metuchen, the parish of ______________________________ (NAME) 

and any and all of their representatives or agents shall incur no liability as a result of any injury arising 

from the self-administration of the listed medication.  I will indemnify and hold harmless the Diocese of 

Metuchen, the parish of_____________________________________(NAME), and any and all of their 

representatives or agents against all claims arising from the self-administration of the listed medication. 

Signature of Parent/Guardian_______________________________________Date:________________ 

Phone:________________________ Cell:___________________ EFFECTIVE FOR ONE (1) YEAR 



Diocese of Metuchen 

Office  for Discipleship Formation for Children

WAIVER OF LIABILTIY AND AGREEMENT TO HOLD HARMLESS 

Permission for the administration of emergency medication (EpiPen) in case of a potentially life 

threatening condition, WHEN THE PARENT/GUARDIAN IS NOT ON THE PREMISES. 

Child’s Name _____________________________DOB ________________Class______________ 

Parish_________________________________________________City/Town__________________ 

HEALTH CARE PROVIDER: 

Diagnosis______________________________________________________________________ 

______________________________________________________________________________ 

Name of Medication_____________________________________________________________ 

Dosage_________________________________________________________________________ 

Possible Side Effects_____________________________________________________________ 

I certify that the child named above has allergies that are potentially life-threatening, and needs the 

administration of an EpiPen in case of emergency. 

Name of Health Care Provider (PRINT) _____________________________________________ 

Signature of Health care Provider___________________________________________________ 

Address_______________________________________________________________________ 

Phone___________________________________Date__________________________________ 
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 

PARENT/GUARDIAN:  I acknowledge that my child, ___________________________________, 

has an allergy to____________________________________ and needs an EpiPen for this condition, 

in case of emergency.  

I also acknowledge, the parish of  _______________________________________________(NAME) 

DOES NOT have a nurse OR trained staff member on the premises to administer an EpiPen during  

religious education hours.   I, ________________________________ (parent) will not be present in the 

building during religious education hours, if an emergency should arise.  

I understand that the Diocese of Metuchen, the parish of _____________________________ (NAME), 

and any and all of their representatives or agents shall incur no liability in case of emergency.  I 

understand 911 will be called and my child will be transported to the local hospital. It is my obligation to 

provide the Parish Religious Education Office with working telephone numbers where I can be reached 

at all times, and my responsibility to attend to my child once the emergency squad leaves the parish 

program.  I will indemnify and hold harmless the Diocese of Metuchen, the parish of 

___________________________________ (NAME) and any and all of their representatives or agents 

against all claims arising from a situation that may arise with my child and his/her allergic condition.  

Signature of Parent/Guardian____________________________________________Date:___________ 

Phone:_______________________ Cell:____________________  EFFECTIVE FOR ONE (1) YEAR 



Diocese of Metuchen, New Jersey
Office of Discipleship Formation for Children 

Walking Permission Slip 

The Office of Discipleship Formation for Children believes that safety is a 

paramount concern when children are walking to and from parish 

religious education and formation.  Parents and guardians should consider 

their children’s ages, experience and skills in deciding whether to allow 

them to walk without adult supervision to and/or from a parish program. 

Every year, parents/guardians must sign the Walking Permission Slip below 

for each child they deem capable of walking to and/or from a parish program 

of religious education/formation. 

Walking Permission Form 

Diocese of Metuchen, Office of Discipleship 
Formation for Children

I give my child ___________________________________Age:_______   

permission to walk without adult supervision to and/or from the parish 

religious education program.  I assume the responsibility to insure that 

my child knows and will follow traffic safety rules.   

I hereby release the Diocese of Metuchen, the Parish of 

________________________________________, and any and all of their 

representatives or agents from any and all claims or liability arising from, 

or related to, my child’s travel to and/or from the parish religious 

education program. 

Parent/Guardian signature: ____________________________________ 
 Date: ___________________________________________ 



 DIOCESE OF METUCHEN 

PHOTO RELEASE FORM 

I hereby grant to the Diocese of Metuchen and its parishes, schools and assigns, 

the irrevocable and unrestricted right to use, reproduce and publish photograph(s) 

or video(s) of me, including my/my child’s image and likeness for diocesan, parish 

or school publications, advertising, or website(s), or any other purpose and in any 

manner and medium; to alter the same without restriction; and to copyright the 

same.  

I hereby release the Diocese of Metuchen and its trustees, officers, employees, 

agents, legal representatives and assigns from any and all claims, actions and 

liability of whatever nature and relating to the use of said photograph(s) and/or 

video(s). 

Name of person in photo/video (print): __________________________________ 

Signature: ________________________________________________________ 

If under 18, signature of parent/guardian: ______________________________ 

Name of parent/guardian (print): _______________________________________ 

Phone: __________________ Cell: _________________   Date: _____________ 

Address: __________________________________________________________ 

City: ______________________State: ___________ Zip Code: ______________ 



Office of Discipleship Formation for 

Children
The St. John Neumann Center 

146 Metlars Lane • Piscataway, New Jersey 08846 
732-562-1990

ATTENDANCE REGISTER 

Parish Religious Education Program 

Year ______ _ 

Grade _____ _ 

Parish/Location 
------------

Parish Catechetical Leader 

Catechist 

8/2008 



DIOCESE OF METUCHEN 

Office of Discipleship 

Formation for Children

The St. John Neumann Center 

146 Metlars Lane· Piscataway, New Jersey 08854 

732-562-1990

Alternative Model 

Attendance and Assessment Register 

Parish Religious Education/Formation Program 

Year 
----

Level 
----

Model: [ ]Family Centered [ ] Summer Condensed 

[ ]Whole Community/ Multi-Generational 

[ ] Sacramental Preparation 

[ ] Other __________ _ 

Parish/Location 
---------------

Parish Catechetical Leader 
-----------

Catechist 
------------------

Revised 9/11 





Parent Refusal (Opt-out) of Safe Environment Curriculum Training 
for 

Parish Religious Education/Formation Programs 

“Dioceses/eparchies are to maintain safe environment programs which the    

diocesan/eparchial bishop deems to be in accord with Catholic moral principles.”
Article 12 – Charter for the Protection of Children and Young People

In compliance with the document cited above, the Diocese of Metuchen, Office of 
Discipleship Formation for Children, utilizes the RCL- Benziger Family Life Program as 
the vehicle to educate our young people in safe environment issues.  

Parent/Guardian Name:____________________________________________________ 

I realize that the goal of the Safe Environment Curriculum is not sex education, but personal safety 

education, which includes information regarding improper touching, relationships, and how to deal with 

uncomfortable situations.  In addition, I understand that the Safe Environment Curriculum clearly 

emphasizes to children and youth the need to report such incidents to parents, teachers or others in 

authority. 

I understand that all children are required by the Diocese of Metuchen (in accordance with the United 

States Conference of Catholic Bishops, Charter for the Protection of Children and Young People) to 

receive Safe Environment Training, I acknowledge that this training has been offered to my children.  

I have received the Safe Environment Curriculum materials from the parish religious education program 

for my use with my child(ren). 

I acknowledge that I have reviewed the Safe Environment Curriculum on 

_____________________  (date). 

Having reviewed the curriculum, I state that I do NOT want my child(ren) to participate in the 

aforementioned program. 

Parent/Guardian Signature: ____________________________________ Date_________ 

Name(s) of child(ren): 

_______________________________________________________________Level/Grade ______________ 

_______________________________________________Level/Grade ______________ 

_______________________________________________Level/Grade ______________ 

Parish/Location __________________________________School Year ______________ 

Parish Catechetical Leader Signature ____________________________Date _________ 

The parish will retain a copy of this document and a copy will be forwarded to the 

Office of Child and Youth Protection. 

OC2012 



Diocese of Metuchen 

Office of Discipleship Formation for Children 

Student Cell Phone Policy Agreement 

The use of electronic devices of any kind is disruptive to the spirit of learning and prayer 

that takes place when children and catechists gather to grow in their faith. 

However, cell phones may be brought to PARISH RELIGIOUS 

EDUCATION/FORMATION under the following conditions: 

1. Phones MUST be in turned off for the entire duration of any and all activities

including, but not limited to, classroom instruction, church visitation, prayer

experiences, liturgies, etc. Cell phones must be kept out of sight upon entering the

building and until the student has exited the building.

2. If a parent needs to contact his/her child(ren) regarding a late pick-up or other

problem, please call the Parish Office for Religious Education/Formation, and we

will relay the message directly to your child(ren) and their catechists. In this way

we can monitor their safety until the child(ren) are picked up.

3. No cell phones may be used for picture taking.

4. No harassment or threatening of persons via cell phones is permitted.

5. Cell phones may not be used to play games, for Internet and email access, for

conversations, music, gambling or making purchases of any kind.

6. No pagers, iPods, MP3 players or other communications devices are allowed.

7. Those who violate any of the rules regarding cell phones or other devices will

forfeit their privilege of bringing cell phones to religious education/formation.

We have read the Diocesan Cell Phone policy and agree to abide by the rules 

stated above: 

Student Signature: ____________________________     Level: ______________ 

Parent Signature: _____________________________    Date: _______________ 



REGISTRATION FORM FOR SPECIAL ACTIVITIES AND FIELD 

TRIPS Diocese of Metuchen – Office of Discipleship Formation for Children

This portion to be completed by parish representative prior to duplication. 

Parish/Location _______________________________ City _____________________________________ 

Activity _____________________________________ Cost to Student _____________________________ 

Destination __________________________________   Phone ___________________________________ 

Supervising Adult ____________________________    Phone/cell ________________________________ 

Departure date/time ___________________________   Return date/time ___________________________ 

Mode of transportation ___________________________________________________________________ 

This portion to be completed by parent or guardian 

Child’s/Youth’s  Name __________________________________________________  Grade __________ 

Parent/guardian _______________________________Phone home/cell ____________________________ 

Address ___________________________ City ____________________ State _________Zip __________ 

Health Insurance  Company _______________________________________________________________ 

Policy Number _________________________________________________________________________

Please indicate any special medical problems, dietary needs or allergies ____________________________ 

Family Physician ____________________________________________ Phone _____________________

Parent/Guardian:  Please read carefully and sign below 

I request that my son/daughter participate in the above-described activity and consent to the mode of transportation as 

indicated. 

Should emergency medical treatment be necessary and I am unable to be contacted immediately, I authorize the delegated 

agents of the above-named church to act on my behalf and approve appropriate treatment. 

I specifically waive any and all claims of any nature I may have against the above-named Church and/or school, the Roman 

Catholic Diocese of Metuchen, their representatives, employees, agents, and assigns (including, but not limited to, staff and 

adult supervisors) relating to or arising out of the above-described activity including, but not limited to, claims that may be 

derived from any accident or injury sustained by my son/daughter en route to, during, and/or returning from the activity. 

I further understand that parish representatives are NOT permitted to dispense medication. 

During the hours of this trip, I can be reached at (phone number/cell number) _______________________ 

Signature ___________________________________________________ Date ______________________ 

Notary signature (required if traveling across state lines)_________________________________________ 

Date __________________________________     

OC2.11 



Lesson Plan Outline 

Catechist: _____________________________________Level/Group: _______________ 

Date of Lesson: ________________ Theme/Chapter/ Pages:_______________________ 

Goal of Lesson: What do you want your learners to know and/or achieve? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

_________________ 

Objectives:  How will you accomplish the goal? What steps will you follow? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

Procedure:  What methods, activities, discussion, materials will you use? Family Life Chapter to 

incorporate? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

Plan for prayer: Opening prayer, closing prayer, prayers to learn/practice? 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

Assignment?  To continue and reinforce learning.   

________________________________________________________________________ 

________________________________________________________________________ 

After the lesson: What worked and didn’t work? What do you need to remember for your next 

gathering? 
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 



Addendums 

Addendum 1 Anti-Bullying Policy (1.2; 1.4) 

Addendum 2 Bishop’s Letter Mandating Family Life Program (1.2; 2.4) 

Addendum 3 Supporting letters and materials regarding foods that 

cause allergic reactions (1.2; 2.2; 5.2) 

Addendum 4 Bishop’s Decree on receiving Confirmation outside the 

home parish of the candidate (3.3; 3.6) 

Addendum 5 Bishop’s Decree on the age of sponsors (3.6) 

Addendum 6 Policy of the Catholic Dioceses of NJ on AIDS (5.3) 

Addendum 7 Volunteer Application, Diocese of Metuchen, 

Parts I, II, III. (7.1; 7.3) 

Addendum 8 Policy on Criminal Background Checks (7.3) 

Procedure for Criminal Background Checks 

Addendum 9 Policy for Suspected Child Abuse (7.4; 8.1) 

Addendum 10 Memo of Understanding (8.1) 

Addendum 11 Churches or Communions whose Baptism is  

recognized as valid by the Catholic Church 

Addendum 12 Discerning best procedures for an older child seeking the 

Initiation Sacraments 

Addendum 13 Whole Community Catechesis Resources

Addendum 14 Risk Management Resources 



NJ Anti-Bullying Policy 

SENATE COMMITTEE SUBSTITUTE FOR SENATE, Nos. 149 and 729 

STATE OF NEW JERSEY 

210th LEGISLATURE   

ADOPTED MAY 30, 2002 

     Sponsored by: Senator BARBARA BUONO, District 18 (Middlesex); Senator DIANE ALLEN District 7 
(Burlington and Camden); Senator ANTHONY R. BUCCO, District 25 (Morris); Senator   

     ROBERT W. SINGER District 30 (Burlington, Mercer, Monmouth and Ocean).  Co-Sponsored by: Senators 

Cafiero, Baer, Ciesla, Coniglio, B.Smith, Turner, Vitale, Sweeney, Codey and Palaia  
 SYNOPSIS - Requires school districts to adopt harassment and bullying prevention policies. 

 CURRENT VERSION OF TEXT  
 Substitute as adopted by the Senate Education Committee.  
 (Sponsorship Updated As Of: 6/25/2002)  
 An Act concerning the adoption of harassment and bullying prevention policies by public school districts and 

supplementing chapter 37 of Title 18A of the New Jersey Statutes. 
 Be It Enacted by the Senate and General Assembly of the State of New Jersey: 

1. The Legislature finds and declares that: a safe and civil environment in school is necessary for students to

learn and achieve high academic standards; harassment, intimidation or bullying, like other 

     disruptive or violent behaviors, is conduct that disrupts both a student's ability to learn and a school's ability to 

educate its students in a safe environment; and since students learn by example, school   
     administrators, faculty, staff, and volunteers should be commended for demonstrating appropriate behavior, 

treating others with civility and respect, and refusing to tolerate harassment, intimidation or   
 bullying. 

2. As used in this act:

     "Harassment, intimidation or bullying" means any gesture or written, verbal or physical act that is reasonably 

perceived as being motivated either by any actual or perceived characteristic, such as race, color, religion, ancestry, 

national origin, gender, sexual orientation, gender identity and expression, or a mental, physical or sensory handicap, 

or by any other distinguishing characteristic, that takes place on school property, at any school-sponsored function 

or on a school bus and that:   

a. a reasonable person should know, under the circumstances, will have the effect of harming a student or

damaging the student's property, or placing a student in reasonable fear of harm to his person or damage to his 

property; or   

b. has the effect of insulting or demeaning any student or group of students in such a way as to cause

substantial disruption in, or substantial interference with, the orderly operation of the school. 

3. a. Each school district shall adopt a policy prohibiting harassment, intimidation or bullying on school

property, at a school-sponsored function or on a school bus. The school district shall attempt to adopt the policy 

through a process that includes representation of parents or guardians, school employees, volunteers, students, 

administrators, and community representatives.   

b. A school district shall have local control over the content of the policy, except that the policy shall contain,

at a minimum, the following components: 



(1) a statement prohibiting harassment, intimidation or bullying of a student;

(2) a definition of harassment, intimidation or bullying no less inclusive than that set forth in section 2 of this

act; 

(3) a description of the type of behavior expected from each student;

(4) consequences and appropriate remedial action for a person who commits an act of harassment,

intimidation or bullying; 

(5) a procedure for reporting an act of harassment, intimidation or bullying, including a provision that permits

a person to report an act of harassment, intimidation or bullying anonymously; however, this shall   not be construed 

to permit formal disciplinary action solely on the basis of an anonymous report;   

(6) a procedure for prompt investigation of reports of violations and complaints, identifying either the

principal or the principal's designee as the person responsible for the investigation; 

(7) the range of ways in which a school will respond once an incident of harassment, intimidation or bullying

is identified; 

(8) a statement that prohibits reprisal or retaliation against any person who reports an act of harassment,

intimidation or bullying and the consequence and appropriate remedial action for a person who engages in reprisal 

or retaliation;   

(9) consequences and appropriate remedial action for a person found to have falsely accused another as a

means of retaliation or as a means of harassment, intimidation or bullying; and 

(10) a statement of how the policy is to be publicized, including notice that the policy applies to participation

in school-sponsored functions. 

c. A school district shall adopt a policy and transmit a copy of its policy to the appropriate county

superintendent of schools by September 1, 2003. 

d. To assist school districts in developing policies for the prevention of harassment, intimidation or bullying,

the Commissioner of Education shall develop a model policy applicable to grades kindergarten through 12. This 

model policy shall be issued no later than December 1, 2002.   

e. Notice of the school district's policy shall appear in any publication of the school district that sets forth the

comprehensive rules, procedures and standards of conduct for schools within the school district, and in any student 

handbook.   

4. a. A school employee, student or volunteer shall not engage in reprisal, retaliation or false accusation

against a victim, witness or one with reliable information about an act of harassment, intimidation or bullying. 

b. A school employee, student or volunteer who has witnessed, or has reliable information that a student has

been subject to, harassment, intimidation or bullying shall report the incident to the appropriate  school official 

designated by the school district's policy.   

c. A school employee who promptly reports an incident of harassment, intimidation or bullying, to the

appropriate school official designated by the school district's policy, and who makes this report in compliance with 

the procedures in the district's policy, is immune from a cause of action for damages arising from any failure to 

remedy the reported incident.   



5. a. Schools and school districts are encouraged to establish bullying prevention programs, and other

initiatives involving school staff, students, administrators, volunteers, parents, law enforcement and community 

members.   

b. To the extent funds are appropriated for these purposes, a school district shall: (1) provide training on the

school district's harassment, intimidation or bullying policies to school employees and volunteers who have 

significant contact with students; and (2) develop a process for discussing the district's harassment, intimidation or 

bullying policy with students.   

c. Information regarding the school district policy against harassment, intimidation or bullying shall be

incorporated into a school's employee training program. 

6. This act shall not be interpreted to prevent a victim from seeking redress under any other available law

either civil or criminal. This act does not create or alter any tort liability. 

7. A school district that incurs additional costs due to the implementation of the provisions of this act shall

apply to the Commissioner of Education for reimbursement. 

8. This act shall take effect immediately.

http:/www.bullypolice.org/nj_law.html 





 DIOCESE OF METUCHEN 

Discipleship Formation for Children
 Carol Mascola, DIRECTOR 

 (732)529-7930 PHONE

CMascola@DIOMETUCHEN.ORG 

July, 2019

Dear Parish Catechetical Leaders, 

The Diocesan Office of Discipleship Formation for Children and the Catholic Schools Office 

implementes the New Jersey State Guidelines and Procedures for Managing Life-Threatening 
Food Allergies.  The fact is that food allergies are life threatening.  Consequently, parish 
religious education programs will also be directed by these guidelines for the safety and health 

of our children. 
Some basic facts: 

Education, cooperation and awareness are essential for food allergy safety. 

Strict avoidance of the allergen is the only means of preventing a reaction. 

Exposure through inadvertent contact (via nose, eyes or mouth) of even small amounts of 

the allergen can trigger an allergic reaction. 

Early recognition of anaphylactic symptoms and prompt intervention are critical for 

saving lives. 

Though people can be allergic to all sorts of foods, peanuts and tree nuts are responsible 

for 92% of fatal and near-fatal reactions.  The other most common food allergens are: 

milk, eggs, wheat, soy, fish and shellfish. 

It is imperative that we follow an allergy-conscious approach, recognizing that strict avoidance 

of the allergen is the only way to prevent a severe reaction.  Parents must inform the PCL of 

any child in the parish religious education program who has these life threatening allergies. 

Other children who are highly allergic may also be at risk if they use your facility or school. We 

must not endanger the life of any child and ensure that children with food allergies can safely 

participate in parish activities. Consequently:  No food and drink of any kind are permitted 

during parish religious education programs.   This includes foods that are considered to 

be “safe”. 

It is required that the parent or guardian of the allergic child stay on the premises during 
religious education class time or complete Form 3: The Authorization to Administer 
Epinephrine (2017) or Form 4: Release for Self-Administrationi of Emergency Medication 
form.  Both forms are in the Parish Catechetical Leader's Policy and Hand Book, and are to be 
completed and kept in the allergic child's file should they go into anaphylactic shock from 
exposure to an allergen.   In my experience parents are very receptive and most volunteered as a 
catechist or aide to use this time productively.  In parishes where family catechesis is the norm, 
it is also important to know of dangerous food allergies, especially if serving a meal is part of 
your community gathering.  In these faith formation models, the presence of the parent 
guarantees that the child will be kept safe from serious allergens.



When food and drink are prohibited during religious education, the causes of life threatening 

reactions to allergens are eliminated. The children in your program attend public schools where 

these restrictions are already in place. They will be very cooperative and understanding.   

Please feel free to copy this letter and share it with your catechetical staff, so they will better 

understand the dangers. Re-inventing rewards and celebrations with the children is a must. 
Please use stickers, holy cards, pencils, arts and craft projects, religious articles, prayer services, 

plays and Christmas carol sing-alongs instead.

Included is a sample letter to parents and a statement on food allergies that must be included in 
your parent handbook. Specific information to be included on your registration form is also 

enclosed, so that you may be made aware of any severe health problem or learning challenge. 

If we can be of any service to you in implementing these guidelines, please do not hesitate to 

contact me. Thank you for your cooperation. 

Sincerely, 

Carol Mascola
Carol Mascola
Diocesan Director 

Office of Discipleship Formation for Children 



SAMPLE LETTER TO PARENTS: 

Name of Parish 

 Address 

Dear Parent(s): 

There are several students in [name of parish/program] that have severe and 

potentially life-threatening allergies to peanuts, tree nuts and other foods. 

Because of these life-threatening food/drink allergies, please do not send in edible 

treats of any kind.  SNACKS, CANDY, GUM, FOOD AND DRINKS OF ANY 

KIND ARE NOT PERMITTED DURING RELIGIOUS EDUCATION. THIS 

INCLUDES HOLIDAY PARTIES!    

I am sure that you are aware of these dangers in your child(ren)’s public schools 

and we too, want to enforce a safe environment for all children in our parish.  Our 

catechists have been made aware of potential health threats and will not permit 

snacks and drinks to be eaten or shared in our buildings. 

If you would like to treat the children, we would suggest “NON-FOOD” items 

such as stickers, holy cards, pencils, etc.   Holiday parties can include Christmas or 

Easter crafts.  Please contact the catechist to determine what would be appropriate. 

Your cooperation is greatly appreciated. 

Sincerely, 

Your Name 

Parish Catechetical Leader 

cc: Pastor’s Name 



Please add to your Parent Handbook: 

Food Allergies 

Food allergies are a growing health concern for children across the county.  Even a 

miniscule amount of the allergenic food is sufficient to cause a life-threatening 

reaction and inadvertent contact (via nose, eyes, mouth) can be sufficient to put a 

child in danger. It is the goal of [name of parish] to provide an allergen free 

environment for children with food allergies, so that they may enjoy a safe and 

respectful place to grow in their faith. 

Recognizing that strict avoidance of the allergen is the only way to prevent a 

potentially life threatening reaction, we ask your cooperation with the following 

directive:  No food and drink of any kind are permitted during parish religious 

education programs.  This includes foods that are considered to be “safe”.   

Parents and guardians of highly allergic children MUST make known the special 

needs of their child to the parish catechetical leader and catechist, so that all 

precautions will be taken.  
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Diocese of Metuchen, New Jersey 

Volunteer Application 

Part I of III 

Diocese/Parish/School/Facility:_________________________  

Town/City: __________________________ 

Accommodations to enable all individuals to participate in the application 

process will be provided upon advance request. 

Name:  ____________________________  Date of Birth: __________________________________ 

Maiden Name: ______________________  Social Security # (optional)_______________________ 

Street address:  _____________________  City: ________________ State: ______ Zip: __________ 

How long at current address:  __________  US Citizen Y / N   if No permanent Visa # ____________ 

Phone: Home (___)__________________ Work (_____) ____________________
E-mail: ____________________________
Name/Address of present Volunteer Service: Present Volunteer Position:______________ 

Position:_________________________________ _____________________________________  

_________________________________________ _____________________________________  

What Parish do you belong to? Name ___________________Town ___________ For how long? ____    

For positions that require operation of a Motor Vehicle for Business

Driver’s License: State _____Number_______________ Exp date_______ Suspended/Revoked Y/N 

(If Yes Explain): ___________________________ Auto Insurance Company________________
Check here _____ if you have had a criminal records check with one of the Diocese of Metuchen 

Catholic schools, Parishes, in the past three years.  Enter date of last certification:  ________________ 

Have you ever been convicted of a felony or misdemeanor? Yes /  No.   If yes, explain_______________ 

____________________________________________________________________________________ 

Please list all your addresses in the past five years:         

_______________________________________          ____________________________________ 

_______________________________________          _____________________________________ 



Diocese of Metuchen 

Volunteer Application 

Page 2 of 8 

June 1
st
 2012 

For what volunteer position are you applying? 

_________________________________________________________________________

What interests you about the volunteer position for which you are currently applying?  

_________________________________________________________________________

_________________________________________________________________________

What has prepared you for the volunteer position for which you are currently applying?  

________________________________________________________________________________

________________________________________________________________________________

NOTICE: If you are applying for a position where you will have direct contact with a child or children 

under the age of 18 years in more than one instance; or where you will engage in an overnight activity with a 

child or children under the age of 18, even in one instance; or where you will have contact with adults who are 

senior citizens or who have physical or mental limitations, you shall be subject to a criminal history 

background investigation before your volunteer services begin.  Please complete Part II of this Volunteer 

Application. 

Employment History 

Dates of 

employment 

(Start with 

most recent)

Company name and address

(City, State Zip)

Immediate 

supervisor name and 

phone number

Position held Reason for leaving 

position

Started 

___/___/___ 

Ended 

___/___/___ 

Started 

___/___/___ 

Ended 

___/___/___ 

Started 

___/___/___ 

Ended 

___/___/___ 
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Educational History (or * Special Experience or Special Talents) 

Type of School School name and address

(City, State Zip)

Major/Degree  Did you 

graduate?

Number of Years 

Completed

High School

College 

(Undergraduate)

University 

(Graduate)

Other 

* Other Special Experience or Special Talents:

References 

Reference Name Address

(City, State, Zip)

Daytime Phone How long have 

you known this 

person?

Has this person 

agreed to provide 

a reference?

Professional/Civic 

Professional/Civic 

Personal 

Personal 

Family member 

Have you ever been involved in any investigation or inquiry, whether by an employer or by a state or local 

authority or agency concerning physical, sexual or emotional abuse of a child or an adult?  Yes/No________ 

If yes, please explain.  

_______________________________________________________________________________  

_______________________________________________________________________________ 

Has any parish, school, facility, organization, or faith community terminated your volunteer service? 

Yes/No______ If yes, please explain__________________________________________ 

_______________________________________________________________________________  
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Volunteer Application Part II of III 

Volunteer Applicant Consent Form for a  

Criminal History Background Investigation 

Your willingness to share your faith, gifts and skills is appreciated.  Providing safe and secure programs 

for our members is of utmost importance to us.  The information gathered in this Volunteer Application 

and the criminal history background investigation requirement is designed to help us provide the highest 

quality Catholic programs for the people of our community.    We appreciate your willingness to 

cooperate with and consent to this necessary procedure. 

Please review the following information carefully and sign below where indicated. 

I, [   ] certify and declare under penalty of perjury under State and Federal 
name of volunteer applicant

law that the information contained in my Volunteer Application submitted to the Diocese of Metuchen (the 

“DIOCESE”) is complete, true and accurate.  I understand that falsification or omission of any requested 

information may result in immediate termination of my volunteer position or activities. 

I understand that as part of my volunteer application process and as part of my volunteer activities, a criminal 

background investigation may be performed on me.  In consideration of the DIOCESE’s review of my 

application to volunteer and/or my continuing volunteer activities, I now consent to and allow the DIOCESE, 

or its authorized agents bearing this release or copy of this release, to perform a criminal and personal 

background and reference investigation on me.   I also authorize them to contact any references, past and 

current employers, church, youth organizations, agencies where volunteer service have been completed, and any 

individual or organization which might be relevant to my desired volunteer position.  Such individuals and 

organizations are authorized to release such information as may be requested by Diocesan/Parish personnel.  I 

understand that this investigative report may include any or all of the following: 

• Employment Verification, Education Verification, Credentials Verification

• Personal Identity Verifications, Past Employment Verification, Reference Checks

• Civil Case Records, Motor Vehicle Records

• Criminal History Records including fingerprint submissions to the New Jersey State

Police and the Federal Bureau of Investigation

I authorize all persons and organizations, including law enforcement agencies and Courts that may have 

information concerning this background investigation, to disclose such information to the DIOCESE or its 

authorized agents.  I hereby release the DIOCESE, its authorized agents, and all persons and organizations 

providing information from all claims and liabilities of any nature in connection with this investigation.  I 

hereby further authorize that a photocopy of this authorization may be considered as valid as the original. 
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I understand that a reference that the DIOCESE considers unsatisfactory shall be grounds both for rejecting my 

Volunteer Application and, if I have already begun my volunteering, I acknowledge that I may be asked to 

cease my volunteer activity. I waive any right that I may have to inspect any information, which is received by 

or provided to the DIOCESE or one of its Parishes or Schools as part of the background and reference check, 

investigation, or record check referred to above.  I waived this right the understanding that only I can apply 

directly to the New Jersey State Police, and receive from them, a full text of my fingerprint criminal history and 

that the Diocese or Parish will only have access to a letter from the State Police indicating with out explanation 

whether or not I’m recommended to work with minors. 

I understand that the Diocese of Metuchen and Parish have a “ZERO TOLERANCE FOR ABUSE” policy and 

that they take all allegations of abuse seriously.  I further understand that they will cooperate fully with the 

authorities to investigate all claims of abuse.  A claim of abuse of any child or any adult, including any person 

who id elderly or has physical or mental limitations, are grounds for immediate termination of my service and 

may be the basis for criminal prosecution. 

_______________________________ ____________ 

Signature of Volunteer Applicant Date 

_______________________________ 

Printed Name 

__________________ Date of Birth 

__________________ Social Security Number (optional) 

__________________ Driver’s license number and State of issue (optional) 
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Volunteer Catechist Application and Personnel Record 

Part III of III 
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Name___________________________________ Birth Date_______________________ 

City/State/Zip ____________________________________________________________ 

Phone: Home _________________Work _______________Cell____________________ 

Email___________________________________________________________________ 

Occupation______________________________________________________________ 

Business Address _________________________________________________________ 

Education _______________________________________________________________ 

Years as a Catechist_______ Where? _________________________________________ 

Levels (please circle):      K         1-3        4-6        7-8         9-12         Special Needs      Adult 
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Catechist Mission Statement and Agreement 

As a volunteer catechist in the parish of_______________________________,       I agree to 

carry out the mission and philosophy of the Office for Catechesis, as stated in the diocesan 

Policy Handbook. 

I understand that my responsibilities include: 
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ACKNOWLEDGEMENT OF APPLICATION 
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DISCERNING THE BEST PROCEDURE FOR AN 

OLDER CHILD SEEKING INITIATING 

SACRAMENTS 

Initial Contact 

• What is parent/guardian’s reason for contacting parish now?

• Listen for comments about family situation – (divorce, blended family, single parent,

etc.)

• Ask about child’s religious formation to date

Family Interview conducted by PCL AND RCIA Director 

• Determine who is the initiator of the request – the child or the parent/guardian

• What sacraments does the child need?

• Ask about the family’s history of religious affiliation

a. Has the family been involved in a Christian Church?   To what extent?

b. What is the family’s experience of the Catholic Church?

c. What is the Catholic faith formation experience of the family – the siblings?

d. Does the family go to Mass?   How often?

I. Interview with child conducted by PCL AND RCIA Director

a. Determine if the child has been catechized (either formally – or informally in the home  -

not how much religious education has the child had)

b. Tell me what you know about God  and about Jesus

c. Do you pray?    What prayers do you know?

d. Do you ever talk to God/Jesus in your own words?

e. What Bible stories do you know?

f. Why do we celebrate Christmas? – Easter?

g. Why do you want to be baptized? To receive Communion?

h. Would you like to learn more about God? About Jesus?

i. Have you gone to Mass?  What do you like about Mass?

II. Collaboration between PCL and RCIA Director as to best procedure for this particular

child. 

III. Then Discuss options with family

• Discuss process with parents/guardian (not at a parent meeting)

• If a non parent has presented the child, you must have permission from the parent or legal

guardian.

• Explain why three/two sacraments of initiation will be received together.

• Discuss the potential length of time



Whole Community Catechesis Resources 

 This is not an exhaustive list, but some resources that provide vision, planning guidelines, 

information and activities. 

Catechesis As an Evangelizing Moment, Singular Challenge to a Maturing Church, 

Michael Horan, Ph.D.; NCEA, ISBN: 1-55833-239-1 

Embracing the Vision, Sacramental Catechesis for First Reconciliation and First 

Communion, Linda Gaupin, Ph.D; Twenty-Third Publications, 

ISBN: 978-1-58595-644-9 

Faith Days for Whole Community Faith Formation, The Editors of Celebrating the 

Lectionary; Resource Publications, ISBN: 0-89390-644-1 

Families & Faith, A Vision & Practice for Parish Leaders, Leif Kehrwald, 

Twenty-Third Publications, ISBN: 1-58595-572-8 

FashioningFaith.org, an online subscription for whole community resources and activities 

Fashion Me a People, Curriculum in the Church, Maria Harris; 

Westminster/John Knox Press, ISBN: 0-664-24052-6 

Generations of Faith Resource Manual, Lifelong Faith Formation for the Whole Parish 

Community, John Roberto; Twenty-Third Publications, ISBN 1-58595-399-7 

Handbook for Success in Whole Community Catechesis, Bill Heubsch; 

Twenty-Third Publications, ISBN: 1-58595-308-3 

Heritage of Faith, A Framework for Whole Community Catechesis, Jo McClure Rotunno; 

Twenty-Third Publications, ISBN: 1-58595-309-1 

Intergenerational Faith Formation, All Ages Learning Together, Mariette Martineau, Joan 

Weber, Leif Kehrwald; Twenty-Third Publications, ISBN: 978-1-58595-653-1 

Leader’s Guide to the National Directory for Catechesis, USCCB Publishing 

(Publication No. 5-695) ISBN:  1-57455-695-9 

Leader’s Guide to Our Hearts Were Burning Within Us, USCCB,  (Publication 5-342), 

ISBN: 1-57455-342-9 

The Baptismal Catechumenate: An Inspiration for All Catechesis, Joseph Sinwell, D.Min; 

NCEA, ISBN: 1-55833-2820 

The How-To’s of Intergenerational Catechesis, Kathy Hendricks; National Conference for 

Catechetical Leadership, ISBN: 0-9766688-0-7 

Toward an Adult Church – A Vision of Faith Formation, Jane Regan; Loyola Press, 

ISBN: 0-8294-1806-7 
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Diocese of Metuchen 

VISION AND VOCATION OF PARISH CATECHETICAL LEADERSHIP 

 “This is a new moment for catechesis.” 
 (United States Catholic Conference of Bishops) 

In celebration of the 65
th

 anniversary of Catechetical Sunday in the United States 

(September 2000), the US Bishops issued a statement called In Support of 

Catechetical Ministry. 

In this statement, the Bishops challenge catechetical ministers to form a 

“common vision and a clear understanding of the church’s direction for 

catechesis” in order to “orchestrate a symphony of faith for those to be 

catechized.”  The US Bishops continue, “We believe that the aim of catechesis is 

to bring people into a mature communion and intimacy with Jesus Christ through 

the community of faith.”  

“The Christian faith is, above all, conversion to Jesus Christ, full and sincere 

adherence to his person and the decision to walk in his footsteps…This demands a 

permanent commitment to think like him and to live like him” (General Directory 

for Catechesis 53). 

Therefore, Parish Catechetical Leaders of the Diocese of Metuchen, as animators 

of catechesis, are called upon to proclaim the mission of Jesus Christ through their 

personal lives and in their communities through the Six Tasks of Catechesis, as 

articulated in the GDC and NDC: 

Promoting Knowledge of the Faith 

Liturgical Education 

Moral Formation 

Teaching to Pray 

Missionary Initiative 

Education for Community Life 

Essential to the ministry of the Parish Catechetical Leader is reading and taking to 

heart four crucial documents of the Church: Evangelii Nuntiandi (Paul VI 1975), 

Catechesi Tradendae (John Paul II 1979), The National Directory for Catechesis 

(USCCB 2005) and Our Hearts Were Burning within Us (USCCB 1999). 
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SKILLS OF THE PARISH CATECHETICAL LEADER 

 “This is a new moment for catechesis.” 

Position Summary 

The Parish Catechetical Leader (PCL) lives a vocation of faithful witness to the 

mission of Jesus.  The task of a PCL is to develop and nurture the faith of the total 

parish community.  He or she draws on the wisdom of the teachings of Jesus.  A 

PCL sees the presence of God in all people and values the dignity of all persons. 

The role of the Parish Catechetical Leader is threefold: Minister, Educator, and 

Administrator. 

Minister 

To witness to Jesus and evangelize through word and action 

To be a builder of community 

To serve the community 

Educator 

To motivate parishioners to integrate their life and work with Gospel values 

To foster the community’s faith journey through parish updating, education 

and nourishment of their spiritual growth. 

To research and develop faith formation 

Sacramental preparation for the children, youth and adults of the parish in 

collaboration with other ministries. 

Administrator 

To set annual catechetical goals and objectives for the entire parish in light 

of the National Directory for Catechesis (2005), Our Hearts Were Burning 

within Us (1999) and the parish mission statement   

To develop, implement, maintain records and supervise parish catechesis in 

all its forms, which may include 

o Faith formation/education for adults, youth and children

o Sacramental preparation

o Liturgy of the Word with children

o RCIA

o RCIA as adapted for children

To recruit and train Catechists 

To act as a liaison with the diocesan Office of Discipleship Formation for 
Children
To promote the use of technology to foster religious education 

and formation in the parish 

To maintain open communication with parishioners, parents and parish 

staff 
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PARSH CATECHETICAL LEADER SELF-ASSESSMENT 
Read each question.  If you can answer “yes” to the question, mark “Y” on the blank.  If the 

answer is sometimes “no,” leave it blank.  

1. ____  Do I have strong faith? 

2. ____ Am I enthusiastic about sharing my faith? 

3. ____ Am I faithful to the teachings of the Roman Catholic Church? 

4. ____ Do I see myself as possessing a sound moral character? 

5. ____ Do I see myself as a solid role model for others? 

6. ____ Do I practice theological reflection? 

7. ____ Do I connect faith tradition with daily living in my own life? 

8. ____ Do I see the presence of God in all people? 

9. ____ Do I value and protect the dignity of all people? 

10. ____ Do I encourage spiritual enrichment for my colleagues? 

11. ____ Do I encourage spiritual enrichment for my volunteers? 

12. ____ Do I encourage spiritual enrichment for parish families? 

13. ____ Do I promote spiritual enrichment for members of the parish not involved 

with catechesis? 

14. ____ Do I reflect on the ministry of Jesus as Servant Leader? 

15. ____ Do I actively participate in the liturgical and sacramental life of the Church? 

16. ____ Do I recognize the presence of the Spirit in my ministry? 

17. ____ Do I recognize the presence of the Spirit in my life? 

18. ____ Am I open to conversion? 

19. ____ Do I see my life as a spiritual journey? 

20. ____ Do I set aside time for solitude, meditation and personal prayer? 

21. ____ Do I see my ministry as a vocation? 

22. ____ Did I experience a call to this ministry? 

23. ____ Can I explain God’s call to others? 

24. ____ Do I support the evangelical outreach of the Church? 

25. ____ Do I work for the Christian formation of the whole parish beyond my job  

description? 

26. ____ Do I find inspiration in the Gospel call to discipleship? 

27. ____ Do I keep Christ at the center & foundation of my ministry? 

28. ____ Do I see catechesis as a ministry of the whole Church? 

29. ____ Do I motivate and encourage people to participate in the work of catechesis?  

30. ____ Am I supportive of others? 

31. ____ Do I support, mentor and affirm my catechists and staff? 

32. ____ Do I empower others to reach their potential? 

33. ____ Do I practice respectful listening? 

34. ____ Do I feel that others listen to me respectfully? 

35. ____ Do I acknowledge and respect the differences of others? 

36. ____ Do I welcome all ethnic, racial and cultural groups? 

37. ____ Do I demonstrate a respect for life through specialized catechesis? 

38. ____ Do I celebrate the communal dimension of the sacramental life of the Church? 

39. ____ Do I promote a variety of prayer forms? 

40. ____ Do I plan and lead rituals celebrating the liturgical year and important cultural 

events? 

41. ____ Do I form children and adults for sacraments? 

42.____ Do I advocate family involvement in the sacramental process? 

43. ____ Do I adapt catechesis to people’s human needs, development, culture, race 

and ethnicity? 
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44.____ Do I provide a welcoming, hospitable atmosphere in the parish facilities? 

45.____ Do I understand contemporary pressures on family life? 

46.____ Do I create programs to meet the needs of families? 

47.____ Am I an advocate for peace and justice? 

48.____ Do I participate in outreach on behalf of persons who are disadvantaged or in  

need? 

49.____ Am I formed in both the biblical and theological content of the faith? 

50.____ Am I well grounded in the content of the Christian message and tradition? 

51.____ Am I well educated in the human sciences? 

52.____ Do I show a willingness to articulate my faith? 

53.____ Do I have effective pedagogical skills, which include familiarity with the media 

and technology? 

54.____ Do I show competence in administrative skills? 

55.____ Am I committed to my intellectual and professional growth? 

56.____ Can I be assertive when necessary? 

57.____ Am I confident and positive in my outlook? 

58.____ Do I have a sense of humor? 

59.____ Am I creative? 

60.____ Do I have a sense of flexibility? 

61.____ Do I communicate effectively with clergy, staff, volunteers and parishioners of 

all ages? 

62.____ Do I collaborate in my ministry with my colleagues? 

63.____ Do I recognize the distinct catechetical role of families and work with them? 

64.____ Do I delegate responsibility appropriately? 

65.____ Do I show confidence in my staff and volunteers? 

66.____ Do I support and assist my catechists? 

67.____ Do I encourage my catechists to work together? 

68.____ Do I respect confidentiality? 

69.____ Do I exercise leadership in program development and planning? 

70.____ Do I exercise leadership in organization? 

71.____ Do I exercise leadership in management and supervision? 

72.____ Am I fiscally responsible with my budget? 

73.____ Do I model ministerial posture of servant leader? 

74.____ Do I educate and support catechists in the sacramental and liturgical life of  

the parish? 

75.____ Do I provide specific opportunities for family participation in the liturgy? 

76.____ Do I seek out and mentor persons returning to the sacramental life of the  

community? 

77.____ Do I educate teams to accompany persons in the RCIA process? 

78.____ Am I dedicated to ongoing formation? 

79.____ Am I current regarding developments in religious formation and theology? 

80.____ Do I encourage and promote professional development of volunteers in the  

parish? 

81.____ Do I develop and demonstrate creative and just solutions to conflict? 

82.____ Do I plan and implement parish programs in response to specific  

needs/interests? 

83.____ Do I plan and implement outreach programs for the local and global  

community? 

84.____ Do I dialogue and cooperate with religious leaders in other churches & faith  

communities? 
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Evaluating your PCL Self- Assessment 

Ø Circle the numbers of questions below next to which you put a “Y.”

Ø The majority of numbers circled in a category indicates your strengths.

Ø Categories with fewer circles need work.

Ø Form a long range plan to develop the areas that need the most attention,

while still working on your strengths.

I. Spirituality

A. Word 1, 2, 3, 4, 5, 6, 7 

B. Witness 8, 9, 10, 11, 12, 13 

C. Worship 14, 15, 16, 17, 18, 19, 20 

D. Welfare 21, 22, 23, 24, 25,  

II. Pastoral

A. Word 26, 27, 28 

B. Witness 29, 30, 31, 32, 33, 34, 35, 36, 37 

C. Worship 38, 39, 40, 41, 42 

D. Welfare 43, 44, 45, 46, 47, 48 

III. Professional

A. Word 49, 50, 51, 52, 53, 54, 55, 56, 57, 58, 

59, 60 

B. Witness 61, 62, 63, 64, 65, 66, 67, 68, 69, 70, 

71, 72 

C. Worship 73, 74, 75, 76, 77 

D. Welfare 78, 79, 80, 82, 83, 84 
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Parish Catechetical Leader 

Compensation Worksheet 

Parish _________________________________________ Pastor ________________________________ 

Parish Catechetical Leader _______________________________________________________________ 

FACTOR ONE:  EDUCATION FOR PROFESSIONAL LEADERSHIP                     Points  

No Degree ………………………………………………………………………………………………………………………………………………0 

Undergraduate Certification in Religious Studies or equivalent ………………………………………………………….5 

Bachelor’s Degree or Equivalent ……………………………………………………………………………………………………….10 

Bachelor’s Degree in Religious Education, Theology or Pastoral Studies 

or BA with an unrelated major, plus Certificate studies …………………………………………………………15 

Bachelor’s Degree plus 7+ courses towards Master’s in Religious Education, 

Pastoral Ministry, Theology or Masters Degree in related field………………………………………………20 

Master’s Degree in Religious Education, Pastoral Ministry, Theology and beyond ……………………………..25 

Total Points for FACTOR ONE: 

FACTOR TWO: DIOCESAN CERTIFICATION  

All Parish Catechetical Leaders (paid or volunteer) who minister part time or full time in the Diocese of 

Metuchen, are required to be certified by the Diocese by completing CORE I and CORE II (Certificate of 

Religious Education I and II). 

CORE I     Diocesan Training in pastoral skills necessary to plan, develop and administer opportunities  

 for faith formation and catechesis in the parish.………………………………………………………………5 

CORE II    The theological education and formation necessary to be an effective PCL- 

i.e. Completion of online theology courses at the University of Dayton, undergraduate 

certification program at a Catholic college or university, Masters Degree in Theology, 

Religious Education or Pastoral Ministry……………………………………………………………………………5 

Total Points for FACTOR TWO: 

FACTOR THREE:   EXPERIENCE AS A DIRECTOR OF RELIGIOUS EDUCATION OR 

COORDINATOR OF RELIGIOUS EDUCATION  

We understand the wisdom and pastoral skills provided by experience to be a great value to the Parish 

Catechetical Leader.  In determining years of experience, the length of time as a full time contracted 

administrator is applied.  (Part time experience should be considered with discretion by the pastor.) 

No previous experience …………………………………………………………………………………………………………………………0 

1 through 3 years experience ………………………………………………………………………………………………………………..5 

4 through 6 years experience ………………………………………………………………………………………………………………10 

7 through 9 years experience ………………………………………………………………………………………………………………15 

10 or more years experience ………………………………………………………………………………………………………………20 

Total Point for FACTOR THREE: 
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FACTOR FOUR:   PROFESSIONAL DEVELOPMENT 

Catechesis is not only a ministry of our Church, but a profession as well.  Our highest expectation in the 

Diocese of Metuchen is that professionals will have completed or are working toward a Master’s degree. 

As with all professions, there is an expectation for personal development which includes continuing 

education, formation and spiritual nourishment.   

Active, continuing participation in diocesan Faith Formation Convocation and other opportunities 

for professional growth, i.e. Echo Enrichment,  Cluster Meetings, etc ………………………………………5 

Frequent participation in workshops, conferences, institutes and/or classes appropriate 

to catechetical ministry (10 hours or more per year) ……………………………………………………………5 

 Total Points for FACTOR FOUR: 

FACTOR FIVE: SUPERVISION 

The Parish Staff is responsible for lifelong catechesis within the parish.  The Parish Catechetical Leader is 

a member of the staff, and therefore offers leadership in a given area, coordinating the efforts of others.  

Provides orientation, catechist formation, encourages diocesan Catechist Certification, 

as well as ongoing in-service opportunities, spiritual development and evaluations for 

volunteers/support staff……………………………………………………………………………………………………………5 

Directly supervises other Coordinators, facilitators, leaders…………………………………………………………………5 

Choose one of the following: 

Supervises up to 20 catechists and volunteers………………………………………………………………5 

Supervises 21 – 35 catechists and volunteers………………………………………………………………10 

Supervises 36 – 50 catechists and volunteers………………………………………………………………15 

Supervises 51 or more catechists and volunteers…………………………………………………………20 

 Total Points for FACTOR FIVE: 

FACTOR SIX:   SPECIAL PROGRAMS  

Points are offered for those programs in which the catechetical leader is providing direct service rather 

than those programs which are resourced or supervised. 

Religious Education for those with Special Needs ………………………………………………………………………5 

Sacramental Preparation ……………………………………………………………………………………………………………5 

Intergenerational Catechesis………………………………………………………………………………………………………5 

Junior/Senior High Youth Ministry Programs …………………………………………………………………………….5 

Parish Faith Formation for Adults/ Seniors…………………………………………………………………………………5 

Rainbows, RCIA, other programs ………………………………………………………………………………………………5 

 Total Points for FACTOR SIX: 
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TOTAL POINTS SUMMARY: Place your point totals on the corresponding lines and add together

below. 

POINTS: 

______________Factor One:    Education  

______________Factor Two:  Diocesan Certification 

______________Factor Three:  Experience 

______________Factor Four: Profession Development 

_____________ Factor Five: Supervision  

_____________ Factor Six:  Special Programs 

Total Points:  Use this total to find the corresponding level of compensation below. 

 COMPENSATION

   PARISH CATECHETICAL LEADER 

 Yearly Salary Recommendations 

 

Please note: 

According to Diocesan Policy, full time employment consists of 35 hours per 

week.  

To be eligible for Diocese of Metuchen full time benefits, an employee must 

work 25 or more hours per week. 

A cost of living increase is recommended annually. 

Part time Parish Catechetical Leaders: salary pro-rated according to hours 

worked.  

Level      Points Accumulated       Minimum        Midpoint        Maximum         Range * 

________________________________________________________________________ 

PCL 1            0-14 $ 23,000  $ 25,500  $ 28,000  $ 5,000 

PCL 2               15-29  $ 28,000  $ 30,000  $ 32,000  $ 4,000 

PCL 3           30-44   $ 32,000  $ 33,500  $ 35,000  $ 3,000 

PCL 4               45-60  $ 35,000  $ 36,000  $ 37,000  $ 2,000 

PCL 5               61 -75 $ 37,000  $ 38,500  $ 40,000  $ 3,000 

PCL 6               76-90    $ 40,000  $ 42,000  $ 44,000  $ 4,000 

PLC 7           91-105  $ 44,000  $ 46,500  $ 49,000  $ 5,000 
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Job Title Parish Catechetical Leader 

Supervisor Pastor 

Prepared by Diocese of Metuchen, Office of Human Resources Prepared date:  May 2012 

Summary 

Serves the parish community by articulating the objective of catechesis, that is, communion with Jesus Christ, and 

implementing the six tasks of catechesis as outlined in the General Directory for Catechesis (1998): knowledge of the 

faith, liturgical education, moral formation, teaching to pray, education for community life and missionary initiation. 

Responsible for creating, implementing, maintaining and evaluating all areas of faith formation within the parish/school 

Responsibilities and Duties 

Designs catechetical processes that support the needs of the parish community and conforms to diocesan guidelines. 
§ conducts needs assessment in the parish
§ develops parish goals and objectives for total faith formation and education
§ integrates Church documents and insights from catechetical literature into goals and objectives

Develops a coordinated approach toward total parish faith formation 
§ recruits, trains, supervises and evaluates catechists, facilitators and volunteers
§ works collaboratively with pastor, parish/school staff, catechetical staff and diocesan Office for

Catechesis 
§ develops and implements faith formation for children and parishioners with special needs

§ develops and implements sacramental preparation and formation
Directs implementation and on-going management of total parish faith formation and education 

§ Identifies, enables and trains leadership within the community to take responsibility and facilitate various
components of faith formation

§ adjusts and implements new models of faith formation as needed
§ develops and monitors a budget for parish faith formation
§ obtains resources (AV, library, textbooks, worship aids, etc.) necessary for faith formation in the parish
§ communicates with participants, parents and parishioners to keep them informed of faith formation

opportunities and education in the parish and diocese
Evaluates the faith formation and education processes of the parish, in relation to the goals and objectives outlined in 

Church documents and  in collaboration with the Pastor and parish staff 
§ conducts evaluation of faith formation processes at all levels
§ collates information and gives feedback to appropriate groups
§ adjusts faith formation and education in relation to parish evaluation and feedback
§ collaborates with parish staff and catechists to strategically plan parish catechesis and sacramental

preparation.
 Performs other related duties and functions as instructed. 

Competencies 

To perform the job successfully, an individual should demonstrate the following competencies:  

Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources; Sets goals 

and objectives; Develops realistic action plans; Coordinates projects and presentations. 

Verbal Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; 

Responds well to questions; Demonstrates group presentation skills; Participates in meetings.  

Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Varies writing style to 

meet needs; Presents numerical data effectively; Able to read and interpret written information.  

Leadership - Exhibits confidence in self and others; Inspires and motivates others to perform well; Provides vision and 

inspiration to parents, teachers, students and volunteers; Gives appropriate recognition to others; Displays passion and 

optimism; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for 

own actions.  

Judgment - Exhibits sound and accurate judgment; Makes timely decisions; Supports and explains reasoning for decisions; 
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Includes appropriate people in decision-making process. 

Professionalism - Approaches others in a tactful manner; Reacts well under pressure. 

Qualifications: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 

requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions.  

Education/Experience:  Bachelor's degree (B. A.) in religious studies, pastoral ministry or equivalent; or five to seven 

years related experience and/or training; or equivalent combination of education and experience.  

Religious Requirement:  Must be a practicing Roman Catholic in good standing who upholds the teaching and traditions of 

the Catholic Church and who possesses a sound working knowledge of the Catholic faith and Church hierarchy. 

Language Ability:   Ability to read, analyze, and interpret general business periodicals, professional journals and 

theological journals. Ability to write reports, business correspondence and procedure manuals. Ability to effectively 

present information and respond to questions accurately. 

Math Ability:   Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.  

Reasoning Ability:   Ability to solve practical problems and deal with a variety of concrete variables in situations where 

only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or 

schedule form.  

Computer Skills:   To perform this job successfully, an individual should have knowledge of MS Word, Excel, Outlook and 

contact management systems. 

Certificates and Licenses:   Certification as a Parish Catechetical Leader in the Diocese of Metuchen 

Supervisory Responsibilities:   Directly supervises administrative staff and volunteers in accordance with parish policies 

and applicable laws. Responsibilities include interviewing, hiring and training employees and volunteers; planning, 

assigning and directing work activities; appraising performance; rewarding and disciplining employees; addressing 

complaints and resolving problems 

Work Environment: 

The work environment characteristics described here are representative of those an employee encounters while 

performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. The noise level in the work environment is usually moderate.  

Physical Demands: 

The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. The employee must occasionally lift and/or move up to 20 pounds. Specific 

vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to 

adjust focus. While performing the duties of this job, the employee is frequently required to stand; walk; sit and talk or 

hear. 

General Sign-Off:  I have received a copy of this job description and understand that it is intended to describe the general 

nature and level of work being performed, and that it is not intended to be an exhaustive list of all responsibilities, duties 

and skills required of personnel. 

Signature: ___________________________________________________  Date: ______________________ 
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AT WILL AGREEMENT FOR PARISH CATECHETICAL LEADERS 

Diocese of Metuchen 

This Agreement, entered into this ______ day of __________________, 20______ by and between: 

                      A                and 

The following intends to set forth the general duties and obligations of and between the 

respective parties.  Regardless of anything contained in this Agreement, and regardless of 

satisfying any conditions of employment, the employment relationship between the indicated 

parties is “AT WILL”.  As such, the Employer makes no promise of continued employment and 

remains free to change policies, benefits, and all other working conditions without having to 

consult anyone or obtain anyone’s agreement.  Just as the PCL has the right to terminate his 

or her employment for any reason, the Employer retains the right to discharge anyone at any 

time, with or without cause, and without prior notice.   As such, the parties hereby 

acknowledge and agree as follows: 

Employer agrees to employ PCL from____________________ to ______________________ (dates) 

At a YEARLY SALARY of $_______________ to be paid weekly/bi-weekly or bi-monthly/ monthly, 

subject to the terms and conditions set forth herein.                      (circle appropriate) 

I. Duties of the Employee:

1. To serve as Parish Catechetical Leader (PCL) and perform the related job duties as outlined in

the attached Job Description. 

2. In the performance of duties, to observe such specific regulations and personnel policies as

maybe  determined by the Employer or the Diocese of Metuchen in accordance with the 

teachings and  doctrines of the Roman Catholic Church as directed and set forth by the 

Bishop of the Diocese of  Metuchen.  As such PCL agrees to observe the following: 

a) PCL shall conform to the moral and ethical principles of the Catholic Church during the
public discharge of his or her work obligations. 

b) PCL may not take any action against the Church, its teachings or its leaders in any
public forum, nor affiliate with any organization or movement which is directed or 
has as its prime principles the criticism, rejection or disrespect of the Church. 

c) PCL may not undertake any concurrent employment, formal or informal, part-time
or full-time, with or without remuneration which is contrary to the mission of the 
Catholic Church and which compromises his or her ability to accomplish the 
employment responsibilities outlined herein. 

d) PCL shall not act so as to cause embarrassment or scandal to the Church.
e) While engaged in the exercise of his or her work responsibilities, the PCL agrees to

dress, deport and conduct himself or herself so as to reflect favorably upon the
Church.

3. The PCL will work the scheduled amount of hours/work days, which is determined at the sole
discretion of the Employer.  It is generally anticipated that the PCL will be scheduled to 
work no less than______________ hours per week from_______________ to 
_________________(dates).  

If applicable: Summer hours will be_____________ hours per week, from 

 _____________________to ______________________________ (dates). 

___________________________________ 

(Herein referred to as “Employer”)

__________________________________ 

(Parish Catechetical Leader, 

 herein referred to as “PCL”) 
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II. Duties of the Employer:

1. To provide such benefits as are required by law, as well as all benefits provided to employees
through the Employer’s association with the Diocese of Metuchen.  Eligibility under all 
benefits programs is  according to the respective plan’s Summary Description1.   

2. During the term of this Agreement, Employer shall provide ___________ paid vacation days,

 ________________ paid personal leave days and _______________ paid sick days to PCL. 

III. Renewal and Termination:

Renewal - The Employer, at its sole discretion, may seek to employ the PCL for a period of time 

beyond the term of this Agreement by presenting a new At Will Agreement. 

Termination – As stated herein, the employment relationship between the indicated parties is “AT 

WILL”.  As such, the Employer makes no promise of continued employment and remains free to 

change policies, benefits and all other working conditions without having to consult anyone or 

obtain anyone’s agreement.  Just as the PCL has the right to terminate his or her employment for 

any reason, the Employer retains the right to discharge anyone at any time, with or without 

cause, and without prior notice. 

The Employer of course may immediately discharge, terminate, or otherwise discontinue the PCL’s 

employment for reasons of “cause”, including but not limited to: unsatisfactory performance, 

insubordination, neglect of duty, cruelty or inappropriate conduct towards students, immorality, 

violation of criminal law, intoxication, substance abuse or possession on Employer’s property, 

excessive absenteeism, unprofessional conduct, violating the Employer's policies and regulations, 

or any other failure, neglect, or any other action on the part of the PCL which the Employer in 

good faith, determines to impair the PCL's job performance.   

In the event of termination results for reasons other than “cause”, both parties will endeavor to 

provide thirty (30) days advance notice in writing.  In the event of termination, any compensation 

owed to the PCL as of the effective termination date will be paid in accordance with Employer’s 

normal payroll practices.  Similarly, if the PCL terminates his or her employment, the Employer 

has the right to make the termination effective on the date of the PCL’s notice or any time prior 

to the expiration of the amount of notice given by the PCL. 

Signatures: 

Date________________ 

Date________________ 

Date________________ 

______________________________________________ 

Pastor 

______________________________________________ 

Parish Catechetical Leader 

_____________________________________________

_ Director, Office of Discipleshp Formation for Children 

Diocese of Metuchen 

1 The Summary Plan Description for each program may be obtained by contacting your on-site benefits 
administrator, or the Diocese of Metuchen’s Office of Human Resources, 146 Metlars Lane, Piscataway, NJ 08854. 
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DIOCESE OF METUCHEN

OFFICE FOR CATECHESIS 

 CERTIFICATION OF PARISH CATECHETICAL LEADERS: DIOCESAN STANDARD 

The certification of all Parish Catechetical Leaders is one of the major goals of the 

Diocesan Office of Discipleship Formation for Children, in keeping with what the US 

Bishops are requiring of PCLs in the National Directory for Catechesis (2005).  “The 

single most critical factor in an effective parish catechetical program is the 

leadership of a professionally trained catechetical leader” (NDC 54B- 5).  Every PCL 

must be properly prepared, educated and formed to lead and inspire the people of 

their parish in the faith of Jesus Christ. Without training, theological knowledge 

and their own spiritual development, these tasks are impossible.  The PCL is not a 

coordinator of programs, but rather, a visionary and role model who desires to bring all 

people into relationship with Jesus Christ. 

In order to provide the people of God the best opportunities to grow more deeply in 

their faith, the Diocese of Metuchen has put in place diocesan standards of professional 

training and formation for PCL certification. 

CORE I was developed to offer PCLs the pastoral skills necessary to be a 

catechetical leader.  These opportunities are offered at the diocesan center, facilitated 

by seasoned, professional parish leaders who share their experience and knowledge of 

the realities of forming children and adults in their faith, including professional 

responsibilities, organization and record keeping. 

CORE II is the theological education necessary to be an effective PCL.  There are many 

ways to fulfill this requirement: through online courses at the University of Dayton, 

through an undergraduate certification program at a Catholic college or university, or 

through a Masters Degree in Theology, Religious Education or Pastoral Ministry. 

(Scholarship moneys are available through our diocesan office for undergraduate 

certification or Masters Degrees. Please call us for information and application.) Online 

courses through the University of Dayton online program are very reasonable in cost 

and should be shared with the parish, if possible. 

SPIRITUALITY. Opportunities for spiritual development are included in PCL certification. 

Continuing formation through attendance at ECHO Enrichments, AFF Seminars, Faith 

Formation Convocation, Retreats/ Spirituality Days, etc. is strongly encouraged. 

In harmony with the US Bishops, we agree that it is of utmost importance for all PCLs to 

be certified in our diocese through these offerings and every effort should be made to 

participate.  If a conflict in scheduling presents a serious problem, please call the Office 

for Catechesis to discuss other alternatives to accomplish certification.  We will 

work with you in order to achieve certification, no matter what your circumstances. 
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 RENEWAL OF DIOCESAN PCL CERTIFICATION 

As of September 2009, all PCLs are expected to renew their certification every 5 

years.  If you have been participating in continuing formation for the past 5 

years, you may submit your record of attendance to the Office of Discipleship 
Formation for Children for verification.  If you have not been participating in 

ongoing formation, please begin as soon as possible, keep a record of your 

events, hours and certificates (see attached form), and submit the information 

to our office on a yearly basis in June.  

Rationale: Once PCL certification has been achieved and celebrated, it is 

necessary to renew your certification every 5 years: the Church, as a living, 

evolving community, changes and grows as must the PCL.  A PCL must stay 

current and find new ways to deepen the parish’s relationship with Jesus Christ 

through their own continuing formation, education and spiritual journey. Many of 

you are at the Masters level and/or have achieved college certification. We ask 

that you too continue your formation through ongoing classes and workshops.  

We strongly suggest you participate in the University of Dayton online courses 

that will add to your knowledge and spirituality.  Since courses are offered on the 

basic, intermediate and advanced levels, we know you will find learning 

opportunities that will challenge you and strengthen your ministry. 

In order to renew your certification you must accomplish the following every 5 

years after initial certification has been achieved: 

Pastoral Formation (CORE I+) 

50 hours, 1 credit per hour (suggested: 10 hours per year) of your choice of 

workshops, professional development, and/or attendance at diocesan and 

national conferences.  The times and locations of diocesan enrichment 

opportunities vary to accommodate your schedule. 

Theology (CORE II +) 

5 courses, within 5 years (suggested: one course per year) of formal theological, 

spiritual or pastoral course work through online courses at the University of 

Dayton, or other college/university classes in areas that enlighten your ministry.   

Spirituality + 

An intimate relationship with Jesus Christ is the most important quality of a PCL. 

In order for your spirituality to be nourished and sustained, ongoing formation is 

required.  At least once a year a PCL must be renewed through participation in a 

retreat, parish mission, and/or day of reflection. Ongoing participation in prayer 

groups, Bible study and/or membership on the RCIA team, also fulfills this 

requirement. The Office of Discipleship Formation for Children offers many 

opportunities for spiritual development that can be applied to recertification. 
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COURSE SUMMARY (CORE II and CORE II+) 

University of Dayton Online  

http://vlc.udayton.edu 

PCL Certification and Re-certification 

Diocese of Metuchen 

CORE II 

Initial PCL Certification Courses 

Overview of the GDC and NDC 

Faith and Human Development 

Catholic Beliefs 

Images of Jesus 

Introduction to Christian Morality OR Conscience 

Introduction to Scripture 

Sacraments 

Introduction to Liturgy 

Introduction to Catechesis 

CORE II+ 

5 Year Re-certification Courses, a total of 5 courses including 

Our Hearts Were Burning (Seminar)-required 

National Directory for Catechesis-required 

Evangelization and Discipleship-required 

Choose 2 additional courses that interest you and will be helpful to your 

ministry.  

For ongoing certification every 5 years, you may choose any 5 courses you have 

not already completed that interest you and will be helpful to your ministry.   

These courses are highly recommended 

Vocation, Spirituality and Discipleship 

Designing a Parish Catechetical Plan 

And beyond 

During subsequent 5 year periods in the re-certification process, you are free to 

choose any 5 online courses you have not already completed and will be helpful 

to your ministry. 

Every five years, your PCL re-certification will be acknowledged and celebrated 

with the awarding of a certificate.
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Please submit copies of verifying certificates and this form yearly by June 1
st

 to:   

Office of Discipleship Formation for Children, Diocese of Metuchen, 146 Metlars Lane, Piscataway, NJ 

08854; 

Fax # 732 562-1016.  (Please keep a copy for your records.) 

NAME: _____________________________________________DATE:____________________________ 

ADDRESS: ___________________________________________________________________________ 

PARISH/LOCATION: _____________________________________Year of PCL Certification: _________ 

PHONE NUMBERS: ____________________CELL:____________________EMAIL:__________________ 

Pastoral Formation (CORE 1+):  Please list the titles of parish, diocesan and national workshops, 

conferences, ECHOs, AFF, cluster meetings; locations; hours attended  

____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 

Theology (CORE 2+): Please list courses you have completed through the University of Dayton Online, or 

through other colleges/universities  

____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 

Spirituality+: Please describe spirituality events attended:  retreats, days of recollection, parish missions, 

etc. Include location/s, date/s & times 

____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 

Office of Discipleship 
Formation for Children
Diocese of Metuchen
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CATECHIST CERTIFICATION 

“Men and women from a wide variety of backgrounds are called to share in the Church’s 

catechetical mission.  Most are volunteers.  They bring a wide diversity of talents and 

abilities to their task.  They have widely divergent levels of experience and competence in 

catechesis.  Programs of formation should be designed to help them acquire the 

knowledge and skills they need to hand on the faith to those entrusted to their care and 

assist them as disciples of Christ” (NDC 548-8). 

The formation of the catechist has a three fold purpose: 

1. To provide for the catechist’s own spiritual growth;

2. To increase the theological knowledge out of which one catechizes;

3. To expand skills in teaching methods through study and practice.

All those who catechize in the Diocese of Metuchen, in addition to being a fully initiated 

Roman Catholic, must complete basic certification.  Since God is the source and enabler 

of all catechesis, prayer is an integral part of the catechist’s formation.  It is strongly 

recommended that all catechists participate in a yearly retreat or day of reflection. To 

be eligible for basic diocesan certification, candidates must complete the prescribed 

components or hold current certification from another New Jersey (arch)diocese. 

Basic Catechist Certification requires the completion of one of the following options: 

Option 1 (online course and one 4 hour, in person study day) 

Complete basic Core Course: “Introduction to the Catholic Faith”. This is an online, 

7 week course offered through our diocesan partnership with the University of 

Notre Dame STEP-Theology Online. Course content: Faith Development, 

Scripture, the Creed/Jesus Christ, the Church, Sacraments, Liturgy and Prayer, 

Morality.  A certificate of completion from Notre Dame will be awarded upon 

completion of all course requirements. Because of our partnership, cost is very 

reasonable. 

Time commitment:  Three to five hours per week for 7 weeks that includes weekly 

online discussion. Resources are downloadable. 

To register go to http://step.nd.edu  

In addition and to be certified by the diocese, catechists should attend a Catechist 

Study Day to learn catechetical methodology, stages of faith development and 

practical ideas.  Held at local parishes and the diocesan center, methodology 

training cost is minimal, and includes lunch and materials. If you would like to 

plan a Catechist Study Day for your parish, please contact the Office for 

Catechesis. A facilitator will be provided. 

Diocese of Metuchen Basic Certification will be awarded to all those who complete 

both parts of Option 1. 
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Option 2 (in person, group learning) 

Complete the Echoes of Faith Plus Program.  This program is available at various times in 

local parishes, or is available annually at the diocesan center.  Courses consist of in 

person sessions, videos, discussion and readings. 

Course content 

Roles of the Catechist 

Methods for Grade 1-8 

Getting Started as a Catechist 

The Scriptures  

Liturgy and Sacraments 

Prayer 

Catholic Morality 

The Creed 

Diocese of Metuchen Basic Certification will be awarded to all those who complete all 

components of “Echoes of Faith Plus”. 

Parishes are welcome to host Echoes of Faith Plus for their catechists. A facilitator will 

be provided. Contact the Office of Discipleship Formation for Children for more 

information, and/or other locations, cost and dates.  

--------------------------------------------------------------------------------------------------------------------- 

Beyond Basic Certification:  University of Dayton Certificate in Catechesis 

We strongly encourage catechists to continue their formation and education, and to 

complete Levels 1 and 2 of online courses offered through our diocesan partnership 

with the University of Dayton.  Level 1 and Level 2 certification will be awarded by the 

Diocese of Metuchen, as well as the University of Dayton.  

For information and to register go to http://vlc.udayton.edu 

University of Dayton Certificate in Catechesis Course Content 

Level 1 
Theology: Survey of Catholic Doctrine, Introduction to Scripture, Images of Jesus, 

Sacraments 

Method: Introduction to Catechesis 

Formation: Introduction to Prayer 

Level 2 

Theology: Old Testament, New Testament, Ecclesiology, Introduction to Practical 

Morality 

Method:  Faith and Human Development 

Formation:  Vocation and Discipleship  
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Code of Pastoral Conduct 

All employed staff and volunteers of the parish are reminded that they are to 

observe all policies and procedures set forth by the parish, including, but not 

limited to the policies and procedures contained in your Parish Employee 

Handbook.   

Please consult your Parish Employee Handbook for specifics. 
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INTRODUCTION 

Rooted in Gospel values that affirm the dignity of every person, the Diocese of 

Metuchen works to ensure meaningful participation of people with disabilities in 

all aspects of the life of the Church and society. 

Specifically, it is the goal of the Office of Discipleship Formation for Children to 

provide a Special Needs Resource Person in Catechesis for each parish in the 

Diocese of Metuchen and parish catechesis for those with special needs, to 

enable them to be active members of our parish communities.  We need to 

teach “as Jesus did”, and invite children and adults with special needs to receive 

the Sacraments and be active, informed members of our parishes and society. 

It is essential that all forms of the liturgy be completely accessible to persons with 

disabilities, since liturgy is the essence of the spiritual life that binds the Christian 

community together. To exclude members of the parish from these celebrations 

of the life of the Church, even by passive omission, is to deny the reality of that 

community.  Accessibility involves far more than physical alterations to parish 

buildings. Realistic provisions must be made for persons with disabilities to 

participate fully in the Eucharist and other liturgical celebrations, such as the 

Sacraments of Reconciliation, Confirmation and Anointing of the Sick. 

This handbook is provided as a guide and resource for parish Special Needs 

catechists. Please refer to the diocesan Parish Catechetical Leader’s Handbook for 

general policies and procedures that are not specifically addressed in this Special 

Needs resource. For further information, support and questions, please 

contact the Office of Discipleship Formation for Children at (732)529-7930 or 

catechesis@diometuchen.org.  

Thank you for sharing your faith! 
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WHAT IS A SPECIAL NEEDS CATECHIST 

AND HOW DO I BECOME ONE? 

The only requirement to become a special needs catechist is your desire to share 

with others your love and relationship with God.  It it important to communicate 

your faith the best way you know how to those entrusted to your care. 

A special needs catechist is concerned about the child or adult who requires extra 

help or attention in your class, parish or neighborhood, and then provides that 

help. 

No extra-special training or special education teaching degree is necessary.  Your 

prayer life and faith, your moral values and love of God are your teaching tools. 

Your witness and  love for those you catechize are most important. 

Each person has his/her own way of teaching and learning. The catechist makes 

religious learning easier for the special needs child.  By accepting the call to be a 

special need catechist, you are  affirming your desire to share God’s love, which is 

a significant aspect of your teaching. 

Despite what many people think, the differences between special education and 

regular education are not very dramatic.  Special education, like regular 

education, attempts to help children learn basic knowledge and skills. Usually, 

helpful and willing parents will indicate what learning style works best with their 

child,  and how successful discipline and help is administered at home.   

There are no magical techniques that enable special needs children to learn. 

Learning is different for everyone. 
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CATECHISTS ARE EVERYWHERE 
Recruiting 

If there is a call for special needs religious education, there are catechists: Moms, 

Dads, older siblings, extended family, college and high school students, 

neighbors, public and private school teachers, even members of neighboring 

parishes.   

A parish bulletin notice with a tear off sheet announcing an information night for 

new or seasoned catechists, may draw caring persons.  Announce classes as one-

on-one or groups of two to three.  Most volunteers would not feel  overwhelmed 

with smaller catechetical gatherings. Welcome aides or assistants who would like 

to help out, but may not want the responsibility of lesson planning.  Many will 

volunteer to become catechists after they grow in experience and confidence. 

An announcement or ad in the local newspaper,  or at a local college might draw 

someone whose career choice is special needs education.  A parishioner may want 

to be a religious education catechist, but not with a large group: one or two, or 

one-on-one might just what he/she is looking for. 
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A REMINDER 

TO: Religious Education Catechists 

FROM: A Child with a Disability 

Please don’t worry about me. I am a lot tougher than you think. 

Most of my needs are just like those of other children even though my 

physical or mental development is different. 

Give me what you naturally give to all the children: your love, your praise, 

your acceptance and especially your faith. 

Help me to have a successful experience in your class.  If you thoughtfully 

plan a variety of activities, I will find at least one thing I can do well. 

Encourage me to do things for myself, even if it takes me a long time. 

Try to maintain a regular routine so I will know what to expect. 

Like other children, I remember instructions best if they are short and clear. 

Let me work out my own relationships with the boys and girls in the class. 

Give me opportunities to help others. 

Written by: Carole Carlson 

Adapted by: Ginny Thornburg 

Taken from: That All May Worship 
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PUBLICITY 

Advertise 

Through the parish bulletin, in your own and other local parishes 

Newspaper announcements in the local weekly SUPPORT GROUP 

column or RELIGION NOTES pages 

The Catholic Spirit and diocesan newsletters 

Word of mouth is most effective. Families naturally share their 

experience with other families and those families tell other families, and 

soon the word spreads that special programs are beginning.  Before too 

long--well, you know the rest. 

Personal contact. Check with your pastor to ask for the names of 

families who have a child with special needs, and invite them to attend a 

meeting to share their ideas and help build a program 
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 VOCABULARY 
To organize a program for special needs catechesis, a common vocabulary is 

essential. Specific vocabulary, terminology and definitions apply to teaching special 

people about God.  The distinctions in teaching styles and strategies in a Catholic 

school classroom and a parish religious education classroom are different.  However, 

the main purpose of this kind of program is to teach about God, God’s unconditional 

love and God's church.  Remember, we are here to share God's love and not to teach 

reading, writing, speech or math.  In the secular world, these are important skills, but 

to God they do not matter. 

Types of Programs 

There are three types of programs you might consider depending on the 

children’s needs: mainstreamed, self-contained and those outside a regular parish 

religious education program. 

Mainstreamed 

Mainstreaming is meeting the needs of a special needs person in a regular class 

setting with some modifications.  Examples of these modifications are: using large 

print, a tape recorder, primary pencils and crayons (larger ones such as those used 

in kindergarten); the student sitting in close relation to the teacher or the 

blackboard; behavior modification techniques and reward systems.  Special Needs 

children may be mainstreamed for sacramental preparation, if that best suits their 

learning and faith development. 

Self-Contained 

This program is for those students who would not function well in a regular 

classroom setting. The class size is generally small.  The curriculum is individually 

tailored to meet the special needs of each person.  The abilities, as well as the 

disabilities of each participant, are very important.  Usually this program is for 

sacramental preparation and/or religious education. 

Outside the Usual Religious Education Program 

This type of program is usually found in group homes or developmental centers. 

The participants may have had very little formal religious instruction.  They are 

usually older. The techniques of the self-contained program would be used with 

even more modifications.  Both sacramental preparation and spiritual 

development programs can be devised to meet the needs of the clients. Usually 

sacramental preparation time is similar to that of baptized adults who have not 

made any of their other sacraments. RCIA programs should be adapted for those 

in this setting, but care needs to be used because abstract concepts are difficult to 

grasp and a concrete, hands-on approach should be used. 
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CLASSIFICATIONS 

New Jersey Educational Classifications. The following classifications are used in NJ 

public schools.  The former term “handicapped” is being replaced by “impaired”.  The 

basic definitions remain the same,  though eligibility requirements may change. They 

can be found in the New Jersey Administrative Code.  Title 6: Chapter 28-Subchapter 

3.5 (NJAC 6:28-3-5). The students will already be classified by the school districts, so 

what follows are simplified definitions. There are fourteen classifications. 

1. Auditorily Impaired means an inability to hear within normal limits due to

physical impairment or dysfunction of auditory mechanisms characterized 

by deafness or hearing impairment. 

2. Autistic means a pervasive developmental disability which significantly

impacts verbal and nonverbal communication,  and social interaction that 

adversely affects a student’s educational performance. 

3. Cognitively Impaired means a disability characterized by significantly below

average cognitive functioning and deficits in adaptive behavior. It is 

characterized as mild, moderate or severe cognitive impairment. (Formerly, 

mentally retarded: educable, trainable or eligible for day training.) 

4. Communication Impaired means a speech or language disorder that

interferes with the ability to use oral language to communicate, but not 

caused by a hearing impairment. 

5. Emotionally Disturbed means a condition exhibited (over a long period of

time and to a marked degree) that affects a person’s performance, 

manifested by  an  inability to learn that which can’t be explained by 

intellectual, sensory or health factors; an inability to build and maintain 

relationships; behaviors inappropriate to the circumstance; depression or 

physical symptoms/fears of school and its personnel;  or pervasive mood of 

unhappiness or depression. 

6. Multiple Disablilities  means the presence of two or more educationally

handicapping conditions. The combination is such that a program for the 

separate disability doesn’t meet the educational needs of the person. 
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7. Deaf/blindness means both hearing and visual impairments, the combination

of which causes severe communication  and other developmental progress 

that adversely affects educational performance. 

8. Orthopedically Impaired means a disability characterized by a severe

orthopedic impairment that adversely affects a student’s educational 

performance. 

9. Other Health Impaired means a disability of limited strength, vitality or

alertness due to chronic or acute health problems such as, attention deficit 

disorder or attention deficit hyperactivity disorder or a medical condition 

such as, Tourette Syndrome which adversely affects a person’s educational 

performance. 

10. Preschool child with a disability means an identified disabling condition

and/or a measurable developmental impairment which occurs in children 

between the ages of 3 and 5 years. 

11. Social Maladjustment means a consistent inability to conform to the

standards of behavior set by the school (not due to emotional disturbance). 

12. Specific learning disability means a disorder in one or more of the basic

psychological processes involved in understanding or using language, 

spoken or written, that may manifest itself in an imperfect ability to listen, 

think, speak, read, write, spell or do mathematical calculations, including 

conditions such as perceptual disabilities (dyslexia). 

13. Traumatic brain injury means an acquired injury to the brain caused by an

exterior force resulting in total or partial functional disability of psychosocial 

impairment or both. (Formerly, Neurologically Impaired) 

14. Visually impaired means an impairment in vision that, even with correction,

adversely affects a student’s educational performance.  This includes both 

partial sight and blindness. 

From: 

www.state.nj.us/njded/code/current/title6a/chap14    (pages 54-60) 
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ADDITIONAL TERMS 

The following  terms define other situations you may encounter and are commonly 

used.  Confusion can arise because there  are educational classifiations, as well as 

medical classifications.  Since we  deal with teaching, we will use the educational 

classifications. These terms may describe similar conditions of disability, but the 

names are different. 

Attention Deficit Disorders (ADD) or Attention Deficit Hyperactivity Disorder 

(ADHD). A disorder in which the person has great difficulty focusing on what is 

being taught. They are easily distracted. Hyperactive behavior is usual and they 

often  lack self control. 

Autism.  An incapacitating lifelong developmental disability, characterized by 

very low physical, social and learning skills. Autisitc persons often have abnormal 

response to sensations and do not want to be touched. Eye contact is not 

maintained. They are resistant to change, so teaching is difficult. They are 

hyperactive and often aggressive or self-harming. Sounds or physical gestures, 

such as rocking and spinning are repeated constantly.  

Asperger's syndrome is similar in some ways to autism – although there are some 

important differences. Asperger's syndrome involves delays in the development 

of many basic skills, most notably the ability to socialize with others, to 

communicate, and to use imagination.  Children with Asperger's syndrome 

typically function better than do those with autism. In addition, children with 

Asperger's syndrome generally have normal intelligence and near-normal 

language development, although they may develop problems communicating as 

they get older.

Chemical Dependency Syndrome - A syndrome in which there are multiple birth 

defects caused by the drug addiction of the mother. Babies are born addicted to 

whatever substance or group of substances the mother ingested.  Cocaine, 

heroin, marijuana and crack are some of the drugs used. The babies have low birth 

weight, joint and bone defects, heart and kidney disorders and a variety of 

developmental, behavioral and learning disabilities. 
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Dyslexia - A specific reading disability characterized by difficulty in coping with 

written symbols. The child may recognize the letters and be able to spell but not 

be able to read. In most other respects the child has normal or above normal 

intelligence. Often they can read numbers and musical notes. A common form of 

dyslexia is letter and word reversal. 

Fetal Alcohol Syndrome - A combination of birth defects resulting from high 

alcohol consumption by the mother during pregnancy. The baby is born with 

many serious physical disorders, small in height, size and head circumference. 

They exhibit learning disabilities, hyperactivity, poor attention span and language 

delays. 

Hyperactivity - Behavior pattern of constant overactivity. Hyperactive persons 

are fidgety, always moving, impulsive to the point of recklessness, have very short 

attention spans, are irritable and distractible. They often have difficulty sleeping. 

Minimal Brain Dysfunction (MBD) - A term for a variety of behavioral and other 

problems occurring in young children for whom a physical cause might be 

expected but for which none is found. It may be attention difficulties, 

impulsiveness, hyperactivity and other learning disabilities. 

In all of the preceding classifications and disabilities, there are common 

characteristics that are shared to various extents by most special needs people. 

Adapt the class size, the physical setting and the types of activities and lessons 

planned according to the children’s special needs. Successful teaching takes place 

when everything is kept simple with a minimum of detail and color, many hands-on 

materials that make use of more than one sense, and constant reinforcement of the 

main ideas. 
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FUNDING 

Sources of Funding 

The parish 

Tuition 

Special grants 

o Knights of Columbus

o Parish organizations

o Private benefactors

Finances Needed 

Start-up budget : $500 to $1000 

Purchase of student textbooks, catechist manuals 

Catechist resource books, videos, felt boards, puppets, supplementary 

teaching aids 

 Craft/art materials, alternative books, resources and other supplies. 

Yearly budget: 0 to $200 

 Amount used for purchasing student texts, additional catechist manuals 

and other supplies, as needed.  The amount will vary according to the 

number of students, the inventory of supplies and the new materials 

purchased. 

 Celebrations and gifts for those who receive a sacrament, according to 

parish custom.

The parish religious education program should cover expenses and share 

resources.
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DO OUR SPECIAL NEEDS CHILDREN WANT 

OR NEED ANYTHING IN RETURN? 

Absolutely!

Special Needs children want us to teach them about God, about Church and 

especially about prayer that helps all people stay close to God and go to heaven. 

We need to teach all children how to speak to God in prayer and how to develop 

their own faith by experiencing God's goodness.   

Catechists  need to think of the children first. They learn differently and our 

challenge is to recognize and adjust our techniques to their abilities. Many 

parishes have disabilities advocates who, with the pastor’s permission, might 

research the interests and background of parish families, and invite them to share 

their gifts and talents with special needs  children, youth and adults.  

Students are everywhere.

Research the number and size of public and non-public special needs education 

classes, sheltered workshops, group homes, and developmental centers in your 

locality.  Contact directors of student personnel, school administrators, and 

directors of sheltered workshops, group homes/developmental centers to obtain 

permission to distribute flyers or surveys of interest for parish religious education 

programs. 

Advertise that a class is forming and that openings are available. 
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BUILDING AN ENVIRONMENT 
Where, when and how do we administer a program? 

Special needs students deserve an environment conducive to successful learning 

and social friendships. Students who are mainstreamed are successful when the 

classroom setting has been investigated and careful thought given to the 

student’s needs and ability to navigate the learning environment. Possible 

locations include parish centers, schools, developmental centers, sheltered 

workshops and group homes. 

Sessions are normally held at the parish or parish school on weekends, or 

weekday afternoons or evenings.  Some parishes offer home study programs 

where students can learn in the convenience and comfort of their own homes. 

The choice of when is a matter of logistics—whenever and wherever the need 

exists, that’s when and where  the class should be. 
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HOW TO SET UP A PROGRAM 

1. Acquire a “Resource Room” full of teaching tools such as videos and CD’s,

colored paper, pencils and crayons, blunt-edged scissors, arts and crafts 

supplies, magazines, newspapers, etc.  Visual stimuli such as these will help 

build on the participant’s  strengths. 

2. Concrete objects such as rocks, feathers, plants, small trinkets, etc., help get a

lesson across easier than abstract concepts. 

3. Have a generous supply of rewards (for successes) on hand; words and gestures

of praise are first and foremost.  Award certificates, stickers, small toys, and 

ribbons are effective rewards.  Additionally, listening to five minutes of a 

favorite song or sensory stimulation, such as applying lotion to the hands, is 

most beneficial.  It is important to discover what motivates the participant 

and what is used in school or at home. 

4. Use bright colored papers, clay, an overhead projector, power point,

blackboards, highlighters to point out special key words or concepts. 

5. Use index cards for vocabulary words to build a “word wall” for learning and

review. 

6. Attention span is usually short, so hands-on objects,  actions and concepts need

constant repetition. 

7. Build a “Teacher’s Survival Kit” that contains index cards that outline a variety

of generic activities you can pull out at a moments notice and use with 

any lesson.  Also include 

CDs of quiet music for relaxing and peppy music for 

brisk creative moments 

Picture books of Bible stories, stories of children being 

kind, happy, praying;  books of animals and nature that 

are true to life and God’s creation 

Simple games, action rhymes and songs  

Add a new card for new ideas and suggestions 
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TEACHING TIPS FOR SUCCESSFUL LEARNING 

First, get to know the strengths and weaknesses of those in your group and try to 

teach to the participant’s ability.  Familiarize yourself with the nature and extent 

of any learning challenges. Don’t expect more than can be delivered. Arrange to 

speak to parents about how this participant learns best.  Don’t be afraid to ask 

questions of the participant, the parents, and with parental permission, his/her 

school teacher. Be discrete - the special needs child, especially a child with 

learning disabilities, often has a fragile self-concept and does not like to feel 

he/she is being singled out. 

Find out if the child is on any medication, and if so, what effect it could have on 

the child’s learning experience at that time of day. This will help you at least 

understand behavior or attention. 

Minimize distractions: 

Arrange the classroom environment and atmosphere to minimize 

distractions 

Try to be organized with only necessary items in view 

Seat the student in close proximity to the catechist.  The catechist’s 

physical presence may assist the student in maintaining attention 

One-on-one adult or teenage aides may help students maintain attention 

There are many simple techniques to use to establish appropriate behavior 

and cooperation such as: 

Establish guidelines for behavior.  Record them for future reference and be 

consistent in carrying out the guidelines 

Use positive reinforcement for good behavior and behavior modification, 

stickers and words of praise offer immediate results 

Try to ‘catch the child being good’.  Consistently ignore inappropriate 

behavior, as long as the child is not hurting himself or others 

Reduce anxiety for your student. Let him/her know what to expect next 

Speak softly and slowly and distinctly.  Encourage your student to do the 

same 

If your student presents a specific behavior problem, talk with his/her parent or 

guardian in order to determine the strategies which are best used to manage the 

student’s behavior at home and school.  
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Child’s Report (From catechist to parent) 

Date ________________________________________________________________________ 

Student’s Name ______________________________________________________________ 

Book being used (Books are important for the child to have as a concrete validation of the 

 importance of learning.) ________________________________________________________ 

Title of lesson _________________________________________________________________ 

Comments on child’s attention and understanding___________________________________ 

_____________________________________________________________________________ 

Activity/arts and crafts ____________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Homework assignment __________________________________________________________ 

_______________________________________________________________________________ 

Areas needing reinforcement and/or review __________________________________________ 

Comments ______________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Please know, we encourage parents to take an active part in their child’s 

religious education AND we are here to help you!  Feel free to contact me with 

any relevant suggestions. 

The best way to reach me is ____________________________________________ 

Catechist:____________________________________________________________ 
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Year-End Evaluation Form 
(From catechist to program administrator) 

Child’s Name _______________________________________________________ (Fill one out for each student) 

Catechist’s Name ___________________________________________________________________________ 

       Phone    e-mail 

Names of students in the class: _____________________________________________________________ 

How did this grouping work? _______________________________________________________________  

Would you recommend this grouping for next year? __________________ Why? _________________ 

___________________________________________________________________________________________ 

Other students  who work well with this child are_____________________________________ 

Which books did you use? __________________________________________________________________ 

What lesson and page number did you finish? _______________________________________________ 

Was this a good book? ____________Why? ____________________________________________________ 

Did you use movies, CDs, etc.? ______________ Were they useful? ______________________________ 

What kinds of activities did this student enjoy? ______________________________________________ 

____________________________________________________________________________________________ 

What kinds of activities did NOT work with this student? ____________________________________ 

____________________________________________________________________________________________ 

What kinds of teaching methods worked best for this student? _______________________________ 

____________________________________________________________________________________________ 

Can this student read?  _______ write? _______  color pictures? _______ cut? ________ paste? ______ 

Approximate time that can be spent on any ONE activity _____________________________________ 

Should next year’s teacher be a man, woman, doesn’t matter? ________________________________ 

Would an aide be useful for next year? ______________________________________________________ 

Comments _________________________________________________________________________________ 

____________________________________________________________________________________________ 

Will you be able to teach next year? _________________________________________________________ 
© 1990 Margaret Breunig
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Parent Responsibilities
Year _________________ 

Monitor/s__________________________________________________________ 

Open Doors _______________________________________________________ 

Close Doors _______________________________________________________ 

Christmas party ____________________________________________________ 

___________________________________________________________________ 

Seder _____________________________________________________________ 

End of year _________________________________________________________ 

Other activities _____________________________________________________ 

___________________________________________________________________ 
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Special Needs Registration 

Child’s Name ____________________________________________________Age ____________  

 Address (city, state, zip) __________________________________________________________ 

Parish __________________________________________________________________________ 

Mother __________________________________Religion _______________________________ 

Address (if different) _____________________________________________________________ 

Father ___________________________________ Religion ______________________________ 

Address (if different) _____________________________________________________________ 

Phone ______________________ e-mail __________________  cell _______________________ 

Guardian___________________________________Phone _______________________________ 

Emergency Contact Name & Phone _________________________________________________ 

Sacraments:  Date, Church and location 

Baptism __________________ _______________________________________________________  

Reconciliation ____________________________________________________________________ 

First Eucharist ____________________________________________________________________    

Confirmation _____________________________________________________________________ 

Nature of Disability _______________________________________________________________ 

School _____________________________  Medication/s ________________________________ 

Allergies ____________________________Physical Limitations __________________________ 

Difficulties with: Vision _______________________    Hearing ____________________________ 

Walking _________________ Speech _________________ Other __________________________ 

Special equipment needed? Please note ______________________________________________ 

Bathroom – Uses independently? __________________ Help needed ?_____________________ 
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Does Student:  Read __________________________ Level _______________________________ 

Write _______________________ Using ________________ Technical aids __________________ 

Is student comfortable using 

Scissors ______________ Type______________  Paste _______________ Glue ______________ 

Glue Sticks ____________  Crayons _________ Markers __________Movies _________________ 

Music _______________  Singing __________ Other ____________________________________ 

Attention Span (estimated time) _____________________________________________________ 

What motivates? __________________________________________________________________ 

What frustrates? __________________________________________________________________ 

Effective Discipline ________________________________________________________________ 

Effective Rewards _________________________________________________________________ 

Fears:  Fire _____________   Water ______________ Crowds __________ Loud Noise _________ 

Other _______________________________________________________________ ____________ 

Would student learn best with   

Male _____________Female __________  One-on-one ________ Group _______Size _________ 

Special Diet? Please explain ________________________________________________________ 

Student CANNOT eat ______________________________________________________________ 

Does child require an Epi-pen?  ____________ If yes, who may administer? _________________ 

Other health issues?  Please explain __________________________________________________ 

_________________________________________________________________________________ 

Please note: Releases for the Administration of Medications, and the Waiver of Liability to Hold 

Harmless Forms must be completed by the parent/guardian, if the student requires medication 

and/or medical treatment. Please contact the Parish Catechetical Leader for copies of these 

forms. 

Signature _______________________________________  Date __________________________________ 
  Parent/Guardian 

We welcome any information that would help us to get to know your child better: 
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All About Me! 

My name is __________________________________________________________ 
First Last 

I like to be called ______________________________________________________ 

I am ________________years old.  My birthday is ___________________________ 

I was born in (town) ___________________________________________________ 

I live at ______________________________________________________________ 
street address   town

I belong to __________________________ parish in _________________________ 

I go to the ___________________________ school in ________________________ 

My teacher(s) in school is _______________________________________________ 

I was baptized on ________________________ in ___________________________ 
date church 

My Godparents are __________________ and ______________________________ 

My brother(s)/sister(s) are _______________________________________________ 

_____________________________________________________________________ 

My friend’s name is ____________________________________________________ 

My pet is a ____________________ The name is ____________________________ 

My favorite food is ________________ My  favorite toy is _____________________ 

My favorite TV show is _____________  My  favorite color is ___________________ 

These are some of the things I like to do best _______________________________ 

_____________________________________________________________________ 
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STRUCTURING A CLASS 

1. First 10 minutes

Display a statue, crucifix or other religious symbol to help center the

children. (Be wary of candles, some children are afraid of fire.) This is an

opportunity to teach and practice standard prayers and teach the

participant to talk to God in his/her own words. It is good to use both formal

and informal prayer.

2. Next 10-15 minutes

This is the segment in which you present the lesson. Remember the three

key points you want to convey.  For vocabulary, use index cards and post

on a “word wall” (a practice currently in use in many academic settings).

Read a story relating to the lesson.

3. Next 10-15 minutes

This is a great time to for an activity: show a movie, use music, arts, crafts,

coloring, etc.

4. Next 10 minutes

Review lesson and have the participant tell you what he/she has learned in

his/her own words.  You may find you have to summarize and reinforce the

lesson.

5. Last 5 minutes

A great time to practice informal prayer. (Pray in their own words from

their hearts).

Give out homework if applicable.

© Margaret Breunig, 1990
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LESSON PLANNING HINTS 

1. Read the student material.  Put yourself in the place of the student. Think

of his/her size, age, interests and abilities.

2. Write down three key ideas which you think are expressed. One word or

phrase may be enough.

3. Read the teacher guide considering your student, his/her abilities and

concerns.

4. Again, make a list of the three key ideas from the teacher guide.

5. Combine the lists and select the ideas you want to communicate to your

student.

6. Gather material for your class: ideas, stories, articles from magazines or

visual aids.  Try to have a story, picture or example for each point you want

to present.  Music is often very effective.

7. Using index cards, turn key vocabulary into a ‘word wall’ for reviewing past

lessons and teaching the present lesson.

8. Try to use a visual aid each week.  Remember a picture is worth a thousand

words.  Keep the pictures simple and without a great amount of detail.

Some children can get distracted by detail.

9. Plan a craft or coloring picture each week. If a child does not like this kind of

activity, try to plan something else to involve that child.

10. Consider how this week’s materials fit in with last week’s lesson and also

with the next week’s lesson.

11. Decide how you will structure the class.

© Margaret Breunig, 1990
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GUIDELINES FOR 

INSTRUCTING THE SPECIAL CHILD 

Objectives of Christian Education 

1. Think of the child first, his/her disability second. He/she has the needs of

normal children: attention, affection, acceptance and the joy of

achievement.

2. Remember your goal is to communicate the faith, not just facts about God.

3. Create a relaxed atmosphere of love and friendship for God and each other

in your class.

4. Each person in his/her own way, and at his/her own level of ability and

experience should be helped to know who God is, that God’s love is

constant, that each person is worthy in God’s sight, and that God loves and

values each person as he/she is.

Aims of Christian Education: 

1. To promote more complete development of the child through spiritual

growth.

2. To develop in the child the virtue of faith in all that God has revealed.

3. To give the child greater security based on confidence in the goodness of

God.

4. To encourage a deep love of God and for the people God has placed near

the child here on earth.

5. To teach the child to speak to God in prayer and to prepare for reception of

the sacraments.

6. To instruct the special child in fundamental religious doctrine.

7. To assist the special child to develop an informed conscience.

8. To show the child how the Church teaches, governs and sanctifies to help

people to get to Heaven.
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FUNDAMENTAL PRINCIPLES OF INSTRUCTION 

1. Know the child’s basic skills and build on them. Emphasis should be placed on

systematic and sequential development.

2. Motivate the child to learn by emphasizing success rather than failure. Set

realistic goals; students should not be pressed to achieve beyond reasonable

expectations.  Involve the child’s senses.

3. To reinforce the student’s successes try to reward immediately. Rewards

include praise, stickers, a small toy, listening to music or doing something the

child really enjoys.  This should be done immediately upon a correct answer or

working toward a reward (goal) at the end of class, depending on the child.

Don’t forget to reward appropriate behavior.

4. If the student’s response is incorrect, provide the correct answer promptly to

avoid reinforcing errors and offer assistance.

5. Attention and memory span is short, so constant repetition is very important.

Give as many opportunities as possible to repeat and practice tasks. Switch the

material, NOT the subject.

6. Divide the lesson into 10-15 minute segments. You may need to start off with

3-5 minute segments and increase them.  Reading a story related to the lesson

is a good start.

7. Try to get the child actively involved in his/her own lesson, repeat directions

and lesson material.

8. The use of audio-visual aids, pictures, coloring pages, arts and crafts is very

important. Some activity should be incorporated into every class.

9. Use the avenues of approach which appeal most to the special child: love and

affection, music and rhythm, simple humor, color and motion.

10. Stress accuracy instead of speed. If the child is confused, provide the correct

answer at once.

11. Use concrete objects instead of abstract concepts to get the lesson across to

the child.

© Margaret Breunig, 1990 
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GENERAL SACRAMENTAL PREPARATION 

The following information is meant to be a guideline and is not "set in stone". 

Each person learns at their own ability and their own rate  

1. Preparation for each sacrament should be based on the individual

participant.  Preparation should take no less than one year, preferably two

or more years, depending on the participant.

2. Participants should be integrated into parish celebrations regarding

reception of the sacraments, depending upon appropriate readiness.

Another option may be the reception of a sacrament within the self-

contained program depending on the chidlren’s needs. Confirmation is

usually received with the bishop (or his delegate) presiding. In special

situations and with the bishop’s delegation, Confirmation may be

administered by the pastor, usually during the Easter Season.

3. Make sure participants and families know well in advance when the

sacrament is to be received, and distribute a calendar of all important

events leading up to the reception of the sacrament.

4. Schedule rehearsals proper to sacraments so everyone feels comfortable.

Practice the reception of Communion with unconsecrated hosts.
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SACRAMENT OF RECONCILIATION 

Concepts to know 

There are many ways to explain the concepts of good versus evil (sin) to children. 

Children should understand the story of the Prodigal Son as it relates to their own 

relationship with God. Some texts use the story of Jesus, the Good Shepherd or Jesus 

and the Lost Sheep.  While the story may promote the concept of God's 

unconditional love, it may be too abstract a concept for the special needs child. Use a 

children’s Bible.

1. Explain and discuss ways the children may have hurt God and others.

Fighting with family or friends 

Disobeying parents 

Using "bad" words 

Not going to Mass on Sunday 

Taking things that do not belong to them 

Being unkind to others, teasing or name-calling 

Not telling the truth 

2. Once they realize that the things they do can hurt God, their family and friends,

they should try not to do them again.

3. Reinforce the fact that even if they hurt God, God will forgive them and always

love them. 

4. When we tell these things to the priest, God knows we are sorry for doing these

hurtful things. 

5. After the child tells God he/she is sorry for doing hurtful things, the priest may

give the child a penance, such as doing a good deed or saying a prayer. 

Make sure the child realizes that they must complete their penance. 

6. Suggested Act of Contrition

Dear God, I am sorry for all my sins. 

I will try to do better. 

Help me to show your love. Amen. 

If this cannot be learned, then Jesus, I am sorry I hurt you or even I’m sorry 

is sufficient. 

7.ANY demonstration of a child’s contrition is acceptable. It could be a word, sign

or expression and does NOT need to be verbal. 
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SACRAMENT OF HOLY COMMUNION 

Concepts to Know 

1. Participants should be familiar with the story of the Last Supper.  If this is

too abstract, they should know that Jesus gave us the Holy Eucharist.

2. Participants should know that the Mass has two parts: the Liturgy of the

Word and the Liturgy of the Eucharist. These should be explained in simple

terms.

3. During the Mass, the host (a piece of bread) is changed to the Body of

Christ. This happens when the priest says special prayers, but it still looks

and tastes the same.

4. The priest does the same thing with wine. During the Mass, the priest takes

a cup of wine, blesses it and it is changed into the Blood of Christ, but it still

looks and tastes like wine.

5. Let everyone taste and practice receiving unconsecrated hosts several

times prior to reception of the sacrament. Tell them not to spit it out, but

rather chew the host and swallow.  Some might be more comfortable with

smaller pieces of hosts. This should be arranged with the priest in advance.

6. Tell the participants that before receiving Holy Communion, they should

love Jesus and all their family members and friends, and be sorry if they

have hurt anyone.

7. Everyone should be taught how to receive Communion in their mouths and

in their hands.

In the mouth.The mouth should be open wide, and the tongue 

should be stuck way out.  Don't bite the priest! After the host is 

placed on the tongue, close your mouth, chew and swallow. 

In the hand. Place the hand that you write with on the 

bottom. Put the other hand on the top, with the palms up. You 

are creating a throne for Jesus. When the priest puts the host 

in the top hand, take it with the bottom hand and put it into 

the mouth immediately.  Don't carry it around! Chew it and 

swallow. 
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8. The priest will say, "The Body of Christ".  The child responds "Amen".  Make

sure the participant knows that when he/she says "Amen", it means he/she

believes and is saying YES to receiving the Body of Christ.

9. If the participant receives from the cup, make sure they practice how to

take the cup in their hands and take a small sip.  They should then return

the cup to the Extrordinary Minister or priest. If the parent thinks the  child 

will not like the taste of the Precious Blood, receiving from the cup 

should be delayed until the child is ready. 

10. The time after they receive Eucharist is a special time. The chidlren have

Jesus living in them. Tell them to say a prayer to God during this time.  It

can be as simple as, "Thank you Jesus, for coming  to me", or "Thank you

God ,for giving me Jesus."

11. Stress the importance of going to Mass and receiving Jesus every week, to

help us stay close to Jesus and live as good people.

IMPORTANT NOTE:  If a person is unable to swallow the entire host, any size or 

piece (portion) constitutes a valid reception of the Sacrament, or they may just 

receive the Precious Blood. 
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SACRAMENT OF HOLY COMMUNION 
How to receive Communion 

1. While in the pew,  before receiving Jesus, think about those things you have

done that hurt God and others. Tell God you are sorry.

2. With hands in prayer position, walk out of the pew and stand in line.  Walk

up to the priest or Extraordinary Minister quietly and slowly.

3. When you get to the priest show him how you want to receive Communion

by how you hold your hands or open your mouth.

4. The priest or Extraordinary Minister will say, “The Body of Christ” and you

answer,  “Amen”. If you receive the cup, the priest will hand you the cup

and say, “The Blood of Christ”.  You respond,  “Amen”.  Take a very small

sip and return the cup to the minister.

5. To receive in your hand, take the hand you write with and put it palm up on

the bottom, take the other hand and put it palm up on top.  You are making

a throne for Jesus. The priest will place the host in your hand.  Take it with

the bottom hand and put it in your mouth.  It is okay to chew the host and

swallow it.

6. To receive in your mouth, tilt your head back slightly and stick out your

tongue. The priest will place the host directly on your tongue. Close your

mouth, chew and swallow it.

7. With hands in prayer position walk quietly and slowly back to your seat.

8. Remember to say thank you to God for the wonderful gift of His Body and

Blood.
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SACRAMENT OF CONFIRMATION 
Concepts to know 

The Sacrament of Confirmation is a completion of the Sacrament of Baptism.  The 

witness of the special needs person may differ in form and expression from that 

exhibited by other candidates. 

The social dimension of Confirmation is maintained through the witness of the entire 

Christian community.  Therefore, if at all possible, the special needs person should be 

confirmed along with other members of the parish. 

1. The story of Pentecost should be explained. They should know that Jesus

sent the Holy Spirit to us to guide us and be with us always.

2. According to the person’s abilities, Confirmation calls us to witness to our

faith.  The witness to Christ and the Christian life takes many forms; the

special needs person offers a special witness to the world.

3. Awareness of the presence and guidance of the Holy Spirit in the Christian

community is an important aspect of preparation for Confirmation.

4. The spiritual life of prayer and external expressions of faith should also be a

part of the participant's preparation. He/she should know Sign of the Cross,

Our Father, Hail Mary, Glory Be, the congregational prayers of the Mass and

the Ten Commandments according to their own abilities.

5. Reaffirmation of the social dimension of the Church and the Sacraments

can add to the significance of the event. If possible, everyone should keep a

journal of Confirmation projects. Projects should be assigned according to

ability.

6. Preparation should include a rehearsal of the Confirmation rite, so that

everyone will be comfortable with this new experience.

Keep instructions simple and basic according to the participant’s abilities. 

Emphasize living the Christian life day-by-day and the presence and guidance of 

the Holy Spirit in the Christian community. 
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SPONSOR REQUIREMENTS

Ideally, a sponsor is someone who is actively involved in the spiritual formation of 

the candidate.  Whenever possible, the baptismal sponsor should be the preferred 

sponsor in order to reinforce the relationship between Baptism and Confirmation, 

and the life long journey of faith. 

In the Diocese of Metuchen, a sponsor may be 14 years of age. 

A sponsor must be a fully initiated Roman Catholic, having received the 

sacraments of Baptism, Confirmation and Eucharist, worship at Sunday Liturgy on 

a regular basis and participate in the life of his/her parish.  Moreover, if married, 

the sponsor must be in a valid Church marriage, may be male or female, and may 

NOT be the candidate’s parent. (Code of Canon Law, c.873, 874) 

Pastors/PCLs may require a letter of eligibility (sponsor certificate) from the 

sponsor’s registered parish.    

A sponsor needs to be acquainted with his/her responsibilities and actively 

participate in the candidate’s formation process. 

A proxy may take the place of the sponsor of record if pastoral considerations 

warrant.  Because parents are not eligible to act as a sponsor, it is best to not use 

a parent as a proxy. 

CONFIRMATION NAME 

The baptismal name is the preferred name at the time of Confirmation reinforcing 

the relationship between Baptism and Confirmation. 

If not the baptismal name, the chosen name should be in concurrence with the 

teachings of the Catholic Church. 

A newly chosen name does not need to be gender consistent. 
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STEWARDSHIP 

The purpose of stewardship is not just to do a good deed.  It is to begin a lifelong 

pattern of service for others.  The project should help the candidate realize that 

they can and should make a difference in the life of the community. These are 

long-term commitments.  They begin now and continue through Confirmation 

and into the rest of their lives. 

The accountability for the stewardship project is monthly.  There is no set number 

of hours required for the service project.  A journal should be kept listing what was 

done each month.  There should be something done at least weekly to show 

commitment on the part of the candidate. The journal must be 

signed/acknowledged by the candidate and a parent/guardian. The journals 

should be turned into the catechist at the first gathering of the month. 

Suggestions 

Serve at Mass 

Be a gift bearer at Mass 

Organize or help with family recycling.  Make it the candidate’s 

responsibility to put the items in the bin daily. Put the bins out on pick-up 

day 

Help shovel snow for the family or a neighbor 

Collect food for the needy 

Collect clothing for organization 

Help a family member 

Be a friend to someone at school 

Do another family member’s chores 

Set the table 

Empty the trash 

Unload the dishwasher 

Pray daily for the missions, a family member, peace, etc.  
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CONFIRMATION COMMITMENT 

I, _____________________________________ understand that my preparation for 

the sacrament of Confirmation is a responsibility that I choose to accept.   

I thereby agree (to the best of my ability) to 

Cooperate with those preparing me for the sacrament of Confirmation 

Participate in the learning sessions, activities and spiritual opportunities 

provided by my parish community 

Try to become a more active and involved member of my parish 

Offer my talents and services when I can 

Accept more responsibility in my family, community and parish 

Participate in the weekend and holy day Masses regularly 

I place myself in the loving hands of God asking blessings and assistance, in the 

name of the Father, and of the Son, and of the Holy Spirit, that I may keep the 

promises that I have made by this agreement. 

Candidate’s signature ____________________________________________ 

Date ___________________________________________________________ 
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CONFIRMATION COMMITMENT 

ENROLLMENT LITURGY 

Leader: These Candidates request that they become full members of 

Christ’s Body, the Church, through the reception of 

Confirmation. 

Leaders:      I call by name those who wish to be considered for  the 

 Sacrament of Confirmation.  Please come forward. 

  (Call the candidates by name to the front of the room/Church) 

These candidates are united to the Church through their 

Baptism and by receiving the Holy Eucharist. Now they ask to 

be admitted to full membership in our community. Parents, 

your children received divine life in Baptism. Do you consider 

them ready to be anointed in the Spirit through the Sacrament 

of Confirmation? 

Parents: Yes, we recommend them to be confirmed. 

Leader: Catechists,  are these candidates open to the Word of God 

proclaimed by the Church, and are they trying to live by God’s 

rules? 

Catechists: They are. We recommend that they be confirmed. 

Leader: Candidates, your parents and catechists have said you are 

ready to receive Confirmation. Do you want to become full 

members of the Church? 

Candidates:  Yes 
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Leader: (If appropriate, ask questions of the candidates and invite them 

to sign the Comitment pledge.) 

The Church is happy to accept you for Confirmation in the Holy 

Spirit. 

All applaud 

Leader: These young people who desire to believe and live as disciples 

of Jesus look to us for example. Let us pray for them and for 

ourselves. 

Reader: Our response will be: Lord, hear our prayer. 

That our candidates may continue their preparation and 

always be grateful for God’s blessings, we pray… R 

That their parents may help them to follow the teachings of 

the Jesus, we pray…R 

That the Holy Spirit will guide them in all they do, we pray…R 

That their catechists may always convey the beauty of God’s 

word and Jesus’ way of life, we pray…R 

That our community may grow in charity and be constant in 

prayer, we pray…R 

Leader: Father, guide your children and prepare them to be sealed with 

the Holy Spirit. Enable them to share eternal life through your 

grace. We ask this through Christ our Lord. 

All: Amen 
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The Sign of the Cross 

This is how I begin my prayers each day.  I use my right hand, because that’s 

the right way!  I start high with the Father, who is God above.  Then low  for 

the Son, because Jesus is love.  Holy is left, we leave bad things behind.  The 

Spirit is right – it helps us to be kind.  The last thing I do is say Amen!  And then 

before bedtime, I do it again! 

Father made us 

blue 

Holy Spirit 

green yellow 

Son saves us 

red 
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THE LORD’S PRAYER 

The Our Father 
(The prayer Jesus taught us.) 

Our Father, who art in heaven 

hallowed by Thy name: 

(God is very special. We praise him!) 

Thy kingdom come; Thy will be done 

on earth as it is in heaven. 

(We should obey God’s laws.) 

Give us this day our daily bread; 

(We ask God to give us what we need.) 

And forgive us our trespasses 

as we forgive those who  

trespass against us; 

(God forgives us when we are sorry. 

We should forgive others, too) 

And lead us not into temptation, 

 but deliver us from evil. Amen 

(We ask God to help us be good.) 

…from Matthew 6:9-13 



41 

THE LORD’S PRAYER 

The Our Father 

Our Father who art in heaven 

(We pray to God, our Father, who lives in heaven.) 

Hallowed be Thy name 

(God’s name is holy and special.) 

Thy kingdom come. 

Thy will be done, on earth as it is in heaven. 

(In God’s home everyone lives in peace and love. 

We ask God to help us bring this peace and love 

to others in this world.) 

Give us this day our daily bread 

(We ask God to give us what we need to live, such as food to eat, 

a place to live, clothes to wear  

and people to love us.) 

And forgive us our trespasses, 

as we forgive those who trespass against us 

(We ask God to forgive us the way in which we forgive others.) 

And lead us not into temptation 

(We ask God for help to be good.) 

But deliver us from evil 

(We ask God to help us to say, “no” to doing 

something that is wrong.) 

AMEN 
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A Litany for Wholeness 
Leader:  Let us pray for all God’s people. 

For people who are blind and cannot see, and for those who can see, but are blind to people 

around them. 

Response: Lord, in your mercy help us see each other. 

Leader: For those who move slowly because of accident, illness or disability, and for  those 

who move too fast to be aware of the world in which they live. 

Response: Lord, in your mercy help us work together. 

Leader: For those who are deaf and cannot hear, and for those who can hear, but ignore the 

cries of others. 

Response: Lord, in your mercy help us respond to each other. 

Leader: For people who learn slowly, for people who learn in different ways, and for people 

who learn quickly and easily, but often choose ignorance. 

Response: Lord, in your mercy help us grow in your wisdom. 

Leader: For those who have chronic illnesses for which there is no known cure or relief, and for 

people who live in unholy fear of developing a chronic illness. 

Response: Lord, in your mercy help us and hear us. 

Leader: For families, friends and caregivers who serve people with disabilities, and for  those 

who feel awkward in their presence. 

Response: Lord, in your mercy help us to see each other with your eyes. 

Leader: For people who think they are worthless and beyond your love, and for people who 

think they don’t need your love. 

Response: Lord, in your mercy help us accept your love. 

Leader: For people who feel isolated by their disabilities, and for people who contribute to 

that sense of isolation. 

Response: Lord, in your mercy change our lives. 

Leader: For all the people in your creation that we may learn to respect each other and learn 

how to live together in your peace. 

Response: Lord, in your mercy bind us together. 

All:  AMEN 
Written by: The Rev. Kate Chipps 

Adapted by: Ginny Thornburgh 

Taken from: That All May Worship 
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PUMPKIN PRAYER SERVICE 

Materials Needed: One pumpkin, sharp knife, large spoon, newspapers for under the pumpkin, 

an electric votive candle 

(Cut off top of pumpkin) 

Lord, open my mind so I can learn new things about you. 

(Remove innards) 

Lord, remove the things in my life that don’t please you.  Forgive the wrongs I do 

and help me to forgive others. 

(Cut out eyes) 

Lord, open my eyes to see the beauty you’ve made in the world around me. 

(Cut out nose) 

Lord, I’m sorry for the times I’ve turned my nose at the good food you provide. 

(Cut out mouth) 

Lord, let everything I say please you. 

(Turn on the candle, place inside) 

Lord, help me show your light to others through the things I do. Amen 

After the Pumpkin Prayer tell this story: 

Theme:  When the light of Jesus, shining through us, flickers and goes out because of 

sin in our lives, Jesus’ death can restore our light. 

Story: 

Let’s pretend that this pumpkin is one of our friends. We’ll name him Peter 

Pumpkin.   

Peter woke up one morning bright and happy, and ready for the day.  His light 

was shining and he felt good.  Let’s see what happens in Peter’s day. 

“Oh, Peter!” cried his mother, “Did you remember to brush your teeth this 

morning?”  “Yes, mother,” Peter lied.  He really had not brushed his teeth, but if 

he stopped to do it now, he’d be late for school.  So Peter lied.  Peter’s mouth 

wasn’t shining quite so brightly anymore.  (Put the mouthpiece from the pumpkin 

back in the mouth hole.) 

So Peter went on his way to school.  He felt kind of bad lying to his mother, but he 

wasn’t going to let it spoil his day.  When he got to school, some of his friends 

were playing with the toys already.  Peter went over to them.   
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They had started playing with the toys that Peter wanted.  Peter wanted the toys, 

so, when one of the children left to talk to the teacher, Peter took his toy.  Oops, 

there goes part of Peter’s happy face. (Insert one eyepiece) 

Later that day, Peter’s class had a Math test.  While taking the test, Peter came 

across a problem he didn’t know the answer to.  He thought and thought, and 

tried and tried, but he didn’t know the answer.  Then, Peter looked across at his 

friend’s test paper.  Peter saw that his friend knew the answer.  Peter copied the 

answer from his friend’s test paper to his own.  He cheated.  There goes another 

part of Peter’s happy face. (Insert eyepiece) 

After school Peter went to the store with his mother to buy a present for his 

cousin’s birthday.  While looking in the toy store, Peter saw a really cool truck and 

asked his mother to buy it for him.  His mother said, “Not today, we are here to 

buy a present for your cousin.”  Peter put his head down.  He really wanted that 

truck.  While his mom paid for the present and no one was looking, Peter put the 

truck in his pocket and went home.  He stole the truck from the store.  There goes 

another part of Peter’s happy face.  (Insert the nose) 

 Peter’s light has gone out.  His face is all dark and sad now.  (Relate this to what 

happens to us when we sin.) 

There is a way for Peter’s face to be bright and happy again.  It’s the same way our 

sins are taken away.  Do you know who forgives our sins? 

(With the answer of “Jesus”, carve a cross into the other side of the pumpkin.  Pop 

out the face pieces again and re-light the candle.)   

With Jesus in your life, your light will never go out.  The bible tells us that Jesus is 

our light.  When He shines through us, our sins are forgiven and His love shines 

through instead.  (Put all the pieces back into the pumpkin’s face, except for the 

cross.)  Jesus’ light will not go out; He’s with us always. 

Written by Karen Schuster, Redeemer Lutheran, Flint, MI 
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THANKSGIVING – Prayer Service 
Gather in a circle with an open Bible and Cross, and perhaps a Thanksgiving basket 

of food to be given to the needy. 

Sign of the Cross 

Call to Worship: Soon we will be celebrating Thanksgiving – a time to give thanks 

to God for all the gifts and things we have been given. 

Reading: Psalm 106: 1-5 

Hallelujah! 

Give thanks to the Lord, who is good, whose love endures forever. 

Who can tell the mighty deeds of the Lord, proclaim in full God’s praise? 

Happy those who do what is right, 

Whose deeds are always just. 

Remember me, Lord, as you favor your people: 

Come to me with your saving help, 

That I may see the prosperity of your chosen, 

Rejoice in the joy of your people, and glory with your heritage. 

Silent Time 

Sharing: Briefly recount the pilgrim story, stressing how God guided them to a 

new land to be free; how God helped the pilgrims through difficult times; how 

God sent the Native Americans  to help the pilgrims grow food and live together 

in peace; how they celebrated the first harvest by sharing a meal together.  

Intercessions: 

For the gift of life… 

Response: We thank you God 

For the gift of our family and our friends… 

Response: We thank you God 

For the gift of the fruits of the earth… 

Response: We thank you God 

For the Native Americans and the Pilgrims who gave us the first 

Thanksgiving 

Response: We thank you God 

Loving God, we give thanks to You… 

Response:  We thank you God 

Prayer (recited together) :  Our Father,  who art in heaven… 

Blessing: Sign of the Cross. 
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THANK YOU, GOD PRAYER 

Thank you God, 

for all of us, 

for birds that sing, 

for everything. 

Help me care 

for all that is. 

Help me see 

Your love for me. 
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ADVENT 
Straw for the Crib 

Today we discussed Advent.  We are preparing for Jesus’ coming on Christmas 

morning.  Please follow up our lesson at home with this simple idea.  The children 

will do the work...really!!! 

This custom, which seems to have originated in France, helps children recognize 

their many acts of kindness, as they prepare for the coming of Jesus. 

A simple shoe box and doll from their toys is all that’s needed, along with strips of 

paper or yarn. 

If you have other children at home,  you might give each a different color yarn. 

Count each color yarn on Christmas Eve.  The child with the most yarn can place 

the Baby Jesus in the Manger. 

First - an empty crib is given a place on honor somewhere in the home, preferably, 

a place people must pass often each day. 

Each child in the family (and parents also) may place a piece of straw or yellow 

yarn in the crib each night for every kind act he/she did during the day. 

The figure of the Christ child is not placed in the crib until Christmas Eve. By that 

time, the crib should be filled with soft straw or yellow yarn as a bed for the Baby 

Jesus. 

This can also be used as a prayer service during the community portion of class! 

Cover a shoe box with a brown paper bag, making fringe of the ends 

of the bag. 

Cut yellow strips of paper to form the straw. 

Each child is to do 3 good deeds per week, write (or have someone 

write) those good deeds on the yellow strips of paper. 

Weekly add the good deeds to the box which creates a nice soft bed 

for the Baby Jesus by the end of Advent. 

Place Baby Jesus in the soft bed those good deeds made for Him, 

before Santa comes, parties are celebrated and gifts exchanged– a 

concrete, visual of the children’s acts of kindness . 
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ADVENT SONG 
(to the tune of Frere Jacques) 

God, you love us.  God, you love us. 

Yes, you do. Yes, you do. 

You sent your son, Jesus. 

You sent your son, Jesus. 

Out of love, out of love. 

Lord, in Advent. Lord, in Advent. 

We all wait, we all wait. 

Wait for Jesus’ coming. 

Wait for Jesus’ coming. 

Christmas Day, Christmas Day. 

Waiting is exciting, waiting is exciting, 

as we are preparing, as we are preparing, 

for our Savior’s coming, 

on a special birthday, 

Christmas Day, Christmas Day. 
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The Jesse Tree (Family) Celebration 
(Use as a simple play with one or two children placing each symbol on the Jesse Tree)  

Note:  Prepare symbols in advance for the children, AND blank symbols for the 

families.  As the children hold up their ‘signs’, invite families to come up and add their 

symbols to ‘the tree’ – the children can then tangibly see that ‘we are all part of 

Jesus’ family. 

Opening Song: (all stand)  “O Come, O Come, Emmanuel” 

Reader 1 Advent is a time for waiting, thinking, praying and acting.  We wait for the 

coming of Christ. We think about Jesus’ roots, his family tree.  We pray that his coming will 

make a difference in our lives, so that by our actions at home and at work, in school and at play, 

all will know that Christ is near. 

Reader 2 Today, we have come to decorate the Jesse Tree. The Jesse Tree gets its name 

from one of the ancestors of Jesus. Jesse was the father of King David. 

Reader 1 We come with our symbols to decorate the family tree of Jesus. We honor the 

long wait of the people of the Old Testament. 

Reader 2 After each reading, please respond, “Come, Lord Jesus’.  (all sit) 

We are Adam and Eve:  People were created in the image of God; male and female they were 

created.        (Those who have symbols of Adam and Eve, place them on the Jesse Tree) 

I am Noah: Yahweh said to Noah, “Go aboard the ark, you and your entire household, for you 

alone among this generation do I see as a good person in my judgment.” (Genesis 7:1) 

(Those who have symbols of Noah, place them on the Jesse Tree) 

I am Abraham: Yahweh said to Abraham, “Leave your country, your family, and your father’s 

house for the land I will show you.  I will make of you a great nation; I will bless you and make 

your name so famous that it will be used as a blessing.” (Genesis 12:1-2) 

(Those who have symbols of Abraham, place them on the Jesse Tree) 

I am Sarah: God said to Abraham, “Grant Sarah all she asks of you, for it is through Isaac that 

your name will be carried on.” (Genesis 21:12-13) 

(Those who have symbols of Sarah, place them on the Jesse Tree) 

I am Isaac: God said to Abraham, “Take your son, your only son, Isaac, whom you love and go 

to the Land of Moriah. There you shall offer him up as a burnt offering on a mountain I will 

point out to you.” (Genesis 22:2) 

(Those who have symbols of Isaac, place them on the Jesse Tree) 
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I am Jacob: God appeared to Jacob and blessed him and said, “Your name is Jacob, but from 

now on you shall be named Israel.” (Genesis 35:10-11) 

(Those who have symbols of Jacob, place them on the Jesse Tree) 

I am Joseph: Israel loved Joseph more than all his other sons, for he was the son of his old 

age, and he had a coat with long sleeves made for him. But his brothers, seeing how his father 

loved him, came to hate him so much that they could not say a civil word to him. So they sold 

him for twenty pieces of silver, and Joseph became a slave in Egypt (Genesis 37) 

(Those who have symbols of Joseph, place them on the Jesse Tree) 

I am Moses:  Moses received the Ten Commandments. God said to him, “I am Yahweh, your 

God, who brought you out of the land of Egypt, out of the house of slavery. You shall have no 

gods except me.” (Exodus 21:3) 

(Those who have symbols of Moses, place them on the Jesse Tree) 

I am Jesse: When Jesse presented his seven sons to Samuel, Samuel said, “Yahweh has not 

chosen these.  Are these all the sons you have? Jesse answered, “There is still one left, the 

youngest, he is out looking after the sheep.” Samuel said to Jesse, “send for him.” (1 Samuel 

16:10-12)     (Those who have symbols of Jesse, place them on the Jesse Tree) 

I am David: Jesse sent for his youngest son, David. Yahweh said, “Come, anoint him, for this is 

the one.” At this, Samuel took the oil and anointed him, and the spirit of God seized upon 

David and stayed with him from that day on. (1 Samuel 16:12-13) 

(Those who have symbols of David place them on the Jesse Tree) 

I  am Joseph, the carpenter:  The angel Gabriel was sent by God to a town in Galilee called 

Nazareth, to a virgin engaged to a man named Joseph, of the House of David. (Luke 1:26-28) 

(Those who have symbols of Joseph, place them on the Jesse Tree) 

I am Mary of Nazareth: The angel said to her, “Mary, do not be afraid; you have won God’s 

favor. You are to conceive and bear a son, and you will name him Jesus.” (Luke 1:30-31) 

(Those who have symbols of Mary, place them on the Jesse Tree) 

Reader 1 Please stand for the closing prayer. 

All Prepare in the wilderness a way for the Lord. 

Make a straight highway for our God across the desert. 

Let every valley be filled in, 

every mountain and hill be laid low;  

let every cliff become a plain, 

 and the ridges, valleys. 

Amen    (Isaiah 40)   
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THE BEST CHRISTMAS GIFT IN THE WORLD 

What is the best, most wonderful Christmas gift that anyone ever received?  You 

have probably received many nice Christmas gifts in your life. But the very best 

Christmas gift that anyone ever received is a gift that nobody could buy. That gift 

came from God.  The gift his son, Jesus. 

God sent Jesus to us because he loves us so much. Jesus is God’s Christmas gift of 

love. When we celebrate Jesus’ birthday, we try to share our joy by exchanging 

Christmas gifts. The very best Christmas gift that we can give to one another is 

the gift that God gave to us, the gift of love. 

You can give your Christmas love to others by giving them of yourself.   You can 

also do it by sharing your time, and by being thoughtful and caring. You can use 

Christmas gift-of-love certificates to help you share yourself and your love. 

Trace or copy the gift certificate below and decorate it with felt tip pens.  Make as 

many certificates as you have gifts of love to share. Fill in the blanks to create 

special Christmas gifts of love for people who are special to you. 

A Christmas Gift-of-Love Certificate 

For 

_____________________________________________________ 

From 

_____________________________________________________ 
To share my Christmas love with you, I will: 

______________________________________ 

______________________________________ 
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The Twelve Secrets of Christmas 
Have the children hold up symbols/pictures/objects as each secret is read. 

This can be used as a play or prayer service. 

1. The Christmas Tree

2. The Christmas Candle

3. The Star

4. Christmas Bells

5. Santa Claus

6. The Wreath

7. The Candy Cane

8. Ornaments

9. The Apple

10. Christmas Colors

11. Holly

12. Christmas

1.THE CHRISTMAS TREE- The tradition of the Christmas tree was brought to this

country by German-speaking immigrants.  The tree is an “evergreen” and is one

of the few trees that does not die (lose its leaves) in winter.  For this reason it is a

symbol of everlasting life, the precious gift from Jesus to all believers.  Recently

our Holy Father gave instructions that a Christmas tree be displayed in St. Peter’s

Square during the Holy Season celebrating the birth of Christ our Life.

“Then shall all the trees of the forest exult before the Lord, 

for he comes to rule the earth.”  Psalm 96:12 

PRAYER - Lord, as we decorate our tree and gaze upon its special beauty, let 

it remind us of your victory on the tree of the cross and of your gift of 

everlasting life. 

2. THE CHRISTMAS CANDLE - Candles have long been a part of the tradition of

the Church. At Baptism the parents of the child are handed a small white candle

and told: “Receive the Light of Christ, may you keep the flame of faith burning

brightly in this child who is a new creation.” The candles we burn brightly at

Christmas remind us of our own Baptism and our own adoption as God’s children.

They equally symbolize Christ who is our Light in the darkness.

“I am the light of the world. No follower of mine shall ever walk 

in darkness, but he shall possess the light of life.”       John 8:12 
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PRAYER - O God, as we light the festive candles of Christmas let them remind 

us of our own Baptism when we became your children. Let their light proclaim 

that faith in you still burns brightly in our hearts. 

3.THE STAR - One of the most popular symbols of Christmas is the star. Many

people top their tree with a star or place a star that is brightly lit over their homes.

It was the star which led the Magi to the humble crib of the newborn King. The

Magi were the first non-Jewish people to visit Christ and they represent all people

outside of the nation of Israel.  The star can remind us that we are invited to come

to Christ and to offer our gifts and talents to him. In a sense, the Christmas Star is

God’s invitation to offer ourselves to the Lord of all peoples and nations and to

adore him.

“The star which they had observed at its rising went ahead of them until it 

came to a standstill over the place where the child was.”   Matthew 2:2 

PRAYER - O God, it is your desire that all people come to know and love you. 

Through our prayers and example let us lead them to you. Help us to know 

that you are always there for us, and that your invitation of love is ever 

present. 

4.CHRISTMAS BELLS - School bells call children to classrooms and church bells

call millions of people to worship. Bells alert people to important happenings,

saying, “Listen, take notice!” Bells are also a favorite symbol of Christmas. “Silver

Bells,” “Jingle Bells,” and the little bell on the Christmas tree in the movie “It’s a

Wonderful Life,” are all part of our Christmas tradition. The bells of Christmas

have a special meaning, for they sing out “Your Savior is at hand, your freedom

from sin is here!” What a joyous message, what a beautiful sound!

“I came to proclaim good news to you, tidings of great joy to be shared 

 by the whole people.”                                                            Luke 2:10  

PRAYER   O God, life can be hectic and filled with noise. Often it is difficult to 

hear your gentle call.  Quiet our minds and strengthen our hearts so that we 

may hear and respond to your loving call in our lives. 
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5 . SANTA CLAUS - Santa Claus seems to overshadow the true meaning of 

Christmas and there’s a sad irony in this, since he is really Saint Nicholas.  He was 

generous to the poor and always gave gifts secretly, we are told.  In imitation of 

him, anonymous gift-giving at Christmas time began. In his life, Saint Nicholas 

reflected God’s gift of grace to all.  Today, this beautiful tradition has been grossly 

commercialized.  All is not lost however; if we take the time to explain the 

Christian origin of this great historic figure we call Santa Claus. 

“In giving alms do not let your left hand know what your right hand is 

doing. Keep your deeds of mercy secret.”                 Matthew 6:3-1 

PRAYER - Heavenly Father, teach us to give cheerfully and freely. Let our gifts 

come from the heart and not from a sense of false pride. Make us aware that 

the greatest gift we can give is our love, our time and our patience. Saint 

Nicholas, pray for us. 

6 . THE WREATH - In ancient Rome and Greece, athletes and heroes were 

rewarded with wreaths as trophies in sports or military battle. “To the victor goes 

the crown” meant that the winners received a wreath and were paraded before 

the people. Christ’s victory over evil on the cross is also symbolized by a wreath. 

As Christians, we are reminded of the crown of thorns he wore, how he was 

paraded through the streets of Jerusalem for all to see, and how he struggled with 

sin and death on the cross. 

“I have fought the good fight, I have finished the race, I have kept the 

faith. Now there is laid up for me the crown which the Lord will award to  

me on that day, and not only to me but to all who have loved his appearing.” 

2 Timothy 4:7 

PRAYER - O God, help us see in the Christmas wreath the victory Christ won 

for us. When we are discouraged and need forgiveness, remind us that Jesus is 

ready to defend us and give us a crown of victory with Him forever. 

7 . THE CANDY CANE - On that sacred night when Jesus was born, in a stable 

near the hillsides of Bethlehem, some shepherds were invited by the angel to go 

and see the newborn Messiah of Israel.  After Mary and Joseph, they were the first 

people on earth to adore this infant Savior. Their crooked shepherd staffs have 

been memorialized in the candy canes which decorate our Christmas trees and fill 

the stockings of children. 

“The shepherds said to one another: Let us go over to Bethlehem and see 

this event which the Lord has made known to us.”               Luke 2:15 
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PRAYER - O God, your angel announced the joyful news of the newborn King 

to humble shepherds. As we enjoy these symbols of the shepherd’s staff,  let 

our hearts be humble enough to receive your gift of love and rejoice in your 

message of peace to all people of good will. 

8. ORNAMENTS - Decorating the Christmas tree with ornaments comes from an

old European custom when ornaments were made from cookies and bread. These

were hung on the tree in thanks for “our daily bread.” They meant a special

Christmas treat for the children, too. Through the years these edible decorations

began to be made of carved wood and blown glass. The tradition of edible

decorations is still carried on when we give and share special Christmas breads

and foods with friends and relatives.

“I myself am the living bread which has come down from heaven. If 

anyone eats this bread he will live forever.”             John 6:51 

PRAYER - Father, we thank you for our daily bread which feeds our bodies. We 

especially thank you for Jesus who is the spiritual food who has come down 

from heaven. Nourished by him may we be strengthened for our journey in 

life, as we prepare for the life to come in heaven. 

9. THE APPLE - We often use apples to stuff children’s Christmas stockings and

to hang on our Christmas trees as decorations. Yet few of us realize that the apple

has a Christian meaning.  It stands for the forbidden fruit that Adam and Eve ate

in the garden of Paradise and therefore, the first sin of all humanity. Although the

apple recalls this sad event, it also reminds us of the happy outcome: the good

news that Christ is the new Adam who has saved us from sin. As the Church sings:

“O happy fault which merited such a Redeemer!”

“Just as in Adam all die, so in Christ all will come to life again. Each 

in his own order: Christ the first fruits, then at his coming those who 

belong to Christ.”                                      1 Corinthians 15:22-23 

PRAYER - O God,  our Creator, like our first parents Adam and Eve, we are 

weak and have sinned. You have given us hope, however, by sending us your 

only Son who was born in a stable and died on the cross, so that we might be 

made new again. 

10.Christmas Colors-  Christmas comes at the darkest and coldest time of the

long winter.  We fill our homes with the colors of Christmas- red, green, gold and
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silver- to pierce that darkness with the radiance that Jesus’ birth brings us. In the 

bleakness if winter, Jesus brings us new life and joy. 

“For you shall go out with joy, and be led forth with peace: the 

mountains and the hills shall break forth before you into singing, 

and all the trees of the field shall clap their hands.”  Isaiah 55:12 

PRAYER- O God, the bright colors of Christmas remind us that Jesus came to 

bring us new life that we in turn, must share with all those we meet.  Help us 

to be your vibrant presence in the world and share the joy announced by the 

angels that first Chirstmas night, “Glory to God in the highest!” 

11.HOLLY - Garlands and sprigs of holly are used to adorn our homes, churches

and public places. The colorful green leaves and red berries bring an air of

festivity, yet they bear a deeper message than simple decoration. Long ago, the

sharp thorns and red berries reminded Christians of the suffering for which the

infant Messiah was destined. They saw in the thorns the crown which would

pierce his head. The berries reminded them of the blood he would shed.

“They made a crown of thorns and placed it on his head and put a reed 

in his right hand. Kneeling before him they mocked him, saying: Hail King 

of the Jews!”                                                        Matthew 27:29-30 

PRAYER-  O God, our Father, Jesus suffered and died so that we might be 

closer to you.  Help us to know Jesus better and become closer to him through 

our suffering and through our joys.  

12.CHRISTMAS - We end our list of twelve secrets with the word “Christmas”

itself. It is a word that we hear and see often through the season, yet many are

aware of its origin. Christmas is a combination of two Latin words: Christus and

missus. These two words mean: Christ is sent. Sent where? Into the world by the

loving Father who wishes to give his children the most precious gift of all, his only

Son.

“God so loved the world that he gave his only Son, that whoever believes 

in him should not perish but have eternal life.”                     John 3:16 

PRAYER - O God,  our Father, we thank you for the gift of your Son, Jesus, 

whom you sent into this world to give us light in our darkness and hope in our 

weakness. Strengthen us now that we may share your life with others, both in 

this world and in the world to come. 
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ON THAT NIGHT BEFORE CHRISTMAS 
This can be used as a play, read by an adult narrator. 

All children can be included with minimal or no practice. 

Twas the night before Christmas and all through the town 

St. Joseph was searching roads up and then down. 

Our Lady was waiting so patient and mild, 

While Joseph was seeking a place for the Child. 

The children were nestled all snug in their beds, 

And the grownups in town wouldn’t lift up their heads. 

“There’s no room” they all said, “here in this town.” 

“Not even a place to lay a weary head down.” 

St. Joseph was wondering where they would stay, 

When even the innkeepers sent them away. 

Then he thought of a cave in the side of the hill, 

“Let’s go there.” said Mary, “It’s quiet and still.” 

The moon on the crest of the new-fallen snow, 

Made a pathway of light for their tired feet to go. 

And there in the cave in a cradle of hay, 

The Savior was born on that first Christmas day. 

God the Father was waiting in heaven above, 

And sent for His angels, His messengers of love. 

More rapid than eagles, God’s bright angels came, 

Rejoicing and eager as each heard his name. 

Come Powers, come Cherubs, come Virtues and Raphael, 

Come Thrones and Dominions, come Michael and Gabriel. 

Now fly to the earth were my dear people live, 

Announce the great tidings my Son comes to give. 

The shepherds were watching their flocks on this night, 

And saw in the heavens an unearthly light. 

With angels around them they’d nothing to fear. 

“It’s Christmas Day,” twas proclaimed, “The savior is here”. 

All hastened to find Him and stood at the door, 

Til Mary invited them in to adore. 

He was swaddled in bands from his head to his feet, 

And never did shepherds see a baby so sweet. 

He spoke not a word, but all gathered there know, 

He was telling them secrets and blessing them, too. 

Then softly they left Him, the Babe in the hay. 

And rejoiced with great joy on that first Christmas Day. 

Mary heard them exclaim as they walked down the hill 

“Glory to God in the highest” 

     Peace to men of good will”        
© Margaret Breunig, 1990 
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VALENTINE’S DAY PRAYER SERVICE 
Preparation:   

Give each person a heart and ask them to write the names of people they love on it. 

Set up a prayer table and gather all in a prayer circle, with their hearts. 

Leader: God, you are our loving parent. 

All: You sent your son, Jesus to teach us how to be your loving sons and 

daughters.  You gave us parents and friends to show your love for us.  Help us to 

bring your love to all we meet.  Give us strength, O God, to be loving toward 

those who are hard to love or who treat us in unloving ways.  We ask this in the 

name of Jesus.   Amen. 

Reading: 1 John 3:16-19 

Leader:  Think about how much love Jesus has for you.  He came on earth, lived 

as a human being, died and rose from the dead to show us how much he loves us. 

Close your eyes for a minute and feel his love inside you.  Perhaps you will feel it 

like a warm place.  Thank Jesus for his love.  Ask him to help you show his love to 

others.  Open your eyes now and try to carry the feeling of Jesus’ love with you for 

the rest of the day. 

Pass a basket and let everyone put their hearts in it. Put basket on the  prayer table. 

Jesus, bless those whose names we have written on these hearts. Protect and 

guide them, and help them to feel your nearness when they need you most.  As 

we pray together, please answer, “Lord, help us to love.” 

For our parents, grandparents, teachers and friends, and all who love us, we 

pray… 

For those who are hard to love, we pray… 

For the world which needs so much love,  we pray… 

For all our special valentines, we pray… 

Leader:  Before we leave, think of someone you don’t like very much or someone 

who annoys you.  Pick one of the following things to do for that person. 

Try to notice something good about that person and compliment him/her 

Send that person a friendly note or valentine 

Pray for that person everyday for the next week 

All: Our Father 

Leader:   Let us go in peace to love God and each other. 

All:  AMEN 
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THE GOOD SHEPHERD
Lenten/Reconcilitation Prayer Service 

All: In the name of the Father, and of the Son, and of the Holy Spirit. Amen 

Group 1 The Shepherd calls the sheep by name. 

The sheep hear the voice of the Shepherd. 

Group 2 The sheep will not follow a stranger. 

They run away when they hear a stranger’s voice. 

All: I am the Good Shepherd. 

I know my sheep and my sheep know me. 

Group 1 Jesus said, “I am the Good Shepherd, I lay my life down 

for my sheep”. 

Group 2 I know my sheep, and they know me. 

They know me like the Father knows me. 

All: I am the Good Shepherd. 

I know my sheep and my sheep know me. 

Group 1 The Father knows me and I know the Father. 

For these sheep I will give my life. 

Group 2 I have other sheep that do not belong to the fold. 

I must lead them, too. 

All: I am the Good Shepherd. 

I know my sheep, and my sheep know me. 

Group 1 My sheep hear my voice. 

I know them. 

Group 2 I know my sheep 

And they follow me. 

All: I am the Good Shepherd 

I know my sheep and my sheep know me. 

Group 1 I give them life. They shall not die. 

Group 2 My sheep follow me and I give them life. 

Leader Let us pray.  Good Shepherd, keep watch over these, your children. 

Do not let any harm come to them. Keep them safe in your loving 

care. Bless them as they prepare to receive the Sacrament of 

Reconciliation. Help them to know you better, to love you more, and 

to keep your commandments always.          All:  AMEN! 
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Good Deeds for Lent.  Each week the child is asked to do 3 good deeds.

Attach (glue) the sheep, with the child’s name and the good deeds, to a large mural 

(roll of brown paper) hung in a prominent location in the classroom.  This is a 

concrete way of showing how our good deeds add up and make a difference.  
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LIVING TOGETHER IN PEACE 

(Sing to the tune of ‘Old MacDonald Had a Farm’…) 

God, our Creator, made this world. 

Oh, how good it is. 

In this world God wanted peace. 

Oh, how good it is. 

With peace, peace here and peace, peace there 

Here peace, there peace, everywhere peace, peace. 

God, our Creator, made this world 

Oh, how good it is. 

All respond: 

First time:  Thank you, God for creating our world… 

Second time: Thank you, God for creating us… 

Third time:  Teach us all  to live in peace… 

Fourth time:  Help us to bring peace to our world… 

Final time:  AMEN! 
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I AM SORRY 

Tune is “Are You Sleeping/ Frere Jacques” 

I am sorry.  

I am sorry, Jesus Christ, Jesus Christ. 

I’m sorry that I hurt you. 

I’m sorry that I hurt you, Jesus Christ, Jesus Christ. 

I’ll try harder. 

I’ll try harder, to be good, to be good. 

I’ll try to be much better. 

I’ll try to be much better, Jesus Christ, Jesus Christ. 

I want to make you happy. 

I want to make you happy, Jesus Christ, Jesus Christ. 

I’ll try because I love you. 

I’ll try because I love you, Jesus Christ, Jesus Christ. 

For those children with limited verbal skills, a simple signing is well-received! 

JESUS:Touch the tip of the middle finger of your dominant hand into the center 

of the palm of your non-dominant hand.Then touch the tip of the middle finger 

of your non-dominant hand into the palm of your dominant hand.  

Sorry  Happy  Hurt  Good 

I LOVE YOU 
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RECONCILIATION 

ACTIVITY 

OR 

LENTEN PRAYER 

SERVICE 

Dear God, 

I am sorry that I hurt you.  I will 

try to do better because I love 

you.  Please help me be a better 

person. 

Thank you for giving us life and 

for sending us your Son, Jesus. 

Amen 

Directions: 

Using a strong cardboard, cut out a 

cross for each child in the program. 

You will need 9 wooden spring-style 

wooden clothes pins for each cross. 

Take the clothes pins apart.  Glue on 

the cross, one piece of the pin for 

each good deed he/she has done. 

Three going down the cross and 

another three going across the 

cross. 

The remaining three pins can be 

used to make ‘Jesus’ in the center.   

A sample of the cross is pictured! 
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THE PRETZEL STORY 

The pretzel has a deep spiritual meaning for Lent. It has been a symbol of Lent for 

over 1500 years.  The pretzel is made in the shape of the crossed arms, for in early 

times,  people crossed their arms over their breasts while praying.  The breads 

were called “little arms”.  Later, German people coined the term “pretzel” which 

we use today. 

PRETZEL PRAYER 

We ask you, O Lord, to bless these pretzels, which are to remind us that Lent 

is a sacred season of penance and prayer.  For this very reason, the early 

Christians started the custom of making these breads in the form of arms 

crossed in prayer. Thus, they kept the holy purpose of Lent alive in their 

hearts from day to day, and increased in their souls the love of Christ.   

Grant us, we pray, that we, too, may be reminded by these pretzels to 

observe the holy season of Lent by showing our love for you and all we meet. 

We ask this through Christ our Lord.  Amen. 
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SEDER ORGANIZATIONAL CHART 

Name Item 

1 hard boiled egg with shell on and 5 hard boiled 

eggs, peeled and cut into small pieces 

1 jar horseradish and 1 bunch parsley 

Non iodine salt and 40 spoons 

80 3 oz cups 

50 5” paper plates and 40 9 oz cups 

Napkins and 40 forks 

2 bottles grape juice 

2 bottles grape juice 

Haroset  (5 apples chopped, ¾ cup walnuts chopped, 

2 TBS sugar, 2 TBS red wine or balsamic vinegar. Mix 

and cover.  Chill in refrigerator several hours or 

overnight.) Be aware of children with nut allergies! 

Cookies 

Pretzels 

2  2ltr. bottles Seven up, Sprite 

Matzos 

Plate, pitcher, bone, scarf, candle, matches, bowl, 

Elijah’s cup, cloth napkin, paper towels, sponge 
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CELEBRATING THE PASSOVER 

Introduction 

Leader 1: We have gathered to celebrate the Passover; our feast of freedom 

and of God’s saving love for his people.  When the Israelites were 

slaves in Egypt, the Lord God sent Moses to deliver his people from 

that slavery.  The Israelites never forgot the night they left Egypt.  For 

more than 3000 years they have celebrated the Passover, thanking 

God for listening to their prayers and freeing them from slavery. 

The Lighting of Candles 

Hostess: (Light the candles) 

Blessed are you, Lord God, King of the universe.  You have blessed us 

by your commandments.  Bless our homes, O Lord our God, and keep 

your light shining upon us. 

(All be seated). 

Proclamation of the Holiness of the Day 

Leader 1: The blessing of the fruit of the vine proclaims the holiness of the day. 

Leader 2: (Hold the cup for all to see) 

Blessed are you, Lord God, for you have given us this special feast of 

Passover.  It reminds us that you have freed us from slavery. 

(Lift up the cup) 

All: Praise to you, O Lord our God, for bringing us to this feast.  You 

created the fruit of the vine to gladden the hearts of your people.  

Continue to show us your love. 

(All drink from their cups) 
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The Washing 

Leader 1: When we worship God we must have clean hearts freed from sin. 

(Leader 1 pours water over Leader 2’s hands) 

Leader 2: Blessed are you, O Lord our God, King of the universe.  You have 

blessed us by your commandments and have told us to worship you 

with pure hearts. 

The Greens 

Leader 1: Green is a sign of the new life which renews the earth each spring.  

We dip greens (parsley, endive, or lettuce) in salt water as a reminder 

that the years of slavery in Egypt were bitter years.  But God heard 

the cries of our fathers and brought them to new life. 

(Dip greens in salt water and put them back on the plate) 

All: Blessed are you, O Lord our God, King of the universe, Creator of all 

the fruits of the earth. 

Breaking of Bread 

Leader 2: (Pick up a matzo wrapped in a napkin and unwrap it) 

This is the bread of the poor which our fathers were made to eat 

when they were slaves in Egypt.  Let all who are hungry come and eat.  

Let all who are in distress come and celebrate Passover with us.  

The Story of the Deliverance from Egypt 

Leader 1: In the celebration of the Passover meal, the youngest son asks 

questions of the father.  The answers to these questions recall the 

meaning of the night. 

Son: Why is this night of Passover so different from every other night? 

Father: On this night we recall our freedom from slavery in Egypt. 

Son: On all other nights we have rolls and all kinds of vegetables. Tonight 

we eat only bread without yeast in it.  Why on this evening do we eat 

unleavened bread?  Why do we eat bitter herbs? 
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Father: Our fathers left Egypt in a hurry and could not wait for the bread to 

rise so they made bread without yeast.  We call it the “bread of 

sadness.”  The bitter herbs remind us of the bitter times in Egypt 

before God freed our fathers. 

Son: On all other nights we eat without any special festivities.  Why on this 

night do we celebrate Passover? 

Father: This is to remind us that God saw his people’s sufferings and distress.  

Working signs and wonders, he brought them out of Egypt.  In every 

generation enemies may arise against us, but God saves us. 

Reader: A reading from the book of Exodus. 

(Exodus 12:21-28) 

(The leader holds up each food when asking about its meaning) 

Leader 1: How did this holy day receive the name Passover? 

Student: The angel of death passed over the house of the families of Israel. 

Leader 1: Why is there a roasted lamb? 

Student: Moses had told the Hebrews to sprinkle the blood of a sacrificed lamb 

over the doorposts of their homes.  On the night when every firstborn 

male in the land of Egypt was struck down by the Lord, homes marked 

by the blood of the lamb were spared. 

Leader 1: Why is there an extra cup on the table? 

Student: It is for Elijah, the prophet of gladness.  Later on, we will open the 

door, hoping that he will appear and announce the coming of the 

Messiah.  We look forward to the day of universal peace and love. 

Leader 1: Why do we have parsley or lettuce? 

Student: It is a sign of the meager diet our fathers had in Egypt.  It is dipped in 

salt water to remind us of the tears our fathers shed when they were 

slaves. 

Leader 1: Why is there an egg? 

Student: The egg symbolizes the required offering brought to the temple on all 

festival days.  It also reminds us of our sorrow over the destruction of 

the temple. 
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Prayer of Thanksgiving and Praise 

Leader 2: We want to make this Passover a time of peace and friendship for all.  

It is our duty to praise and thank God since he has brought us from 

slavery to joy, from darkness to light.  Let us pray together. 

All: (Lift cups and repeat after Leader 2) 

Blessed are you, O Lord our God, 

King of the universe, 

Creator of the vine. 

(All drink from the cup) 

All: (Hold up the matzo and repeat after Leader 2) 

Blessed are you, O Lord our God, King of the universe.  You have 

made this bread holy. 

(All eat the matzo) 

All: (Hold up the bitter herbs and repeat after Leader 2) 

Blessed are you, O Lord our God, King of the universe.  You have 

blessed us by your commandments and have ordained that we should 

eat bitter herbs. 

(Place some bitter herb and mixture of apples and nuts between two 

pieces of matzo and eat) 

Leader 1: During a regular Passover meal, roast lamb is served at this time.  At 

the end of the meal, the children begin to look for a hidden piece of 

matzo.  When it is found, it is divided among the guests as dessert.  

Nothing else is eaten after this, so the taste of matzo stays in 

everyone’s mouth. 

(All eat matzo) 

Father: Let us open the door now for Elijah.  Stories tell us he returns to the 

earth to do good.  Elijah will come as a simple poor man. 

All: (Student opens the door) 

We hope Elijah is on his way. 

Leader: We do not see him.  He cannot be seen.  He comes as the goodness 

that is in the hearts of people.  God grant that next year all people 

may live together in freedom as sisters and brothers. 
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Grace After the Meal 

Psalm 118: 102, 13-14, 29 

Leader 2: Give thanks to Yahweh for he is good, 

All: His love is everlasting! 

Leader 2: Let the House of Israel say it, 

All: His love is everlasting! 

Boys:  I was pressed, pressed, about to fall, but Yahweh came to my help; 

Girls: Yahweh is my strength and my song, he has been my savior. 

Leader 2: Give thanks to Yahweh, for he is good, 

All: His love is everlasting! 

Final Blessing 

Leader 1: May the Lord bless us and keep us. 

All: Amen. 

Leader 1: May His face shine upon us and have mercy on us. 

All: Amen. 

Leader 1: May the Lord look upon us in love and grant us peace. 

All: Amen. 
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ADDITIONAL INFORMATION 

Tipsheets found at this link will bring you to many free downloadable resources in 

English and Spanish.   

Pending legislation and reports are added to this website under “Federal 

Benefits”.   

Also, under the headings of “Catechesis”, “Individualizing Lesson Plans” and 

“Sacraments” are materials by Mary Pat Carter with Marilyn E. Bishop that have 

been reproduced with the permission of the University of Dayton and are 

available for your download and use. 

http://www.nafim.org/tip-sheets 




