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Church Policy:  Social Networking





Social networking sites are a tool for connecting with friends via the internet.  Our mission at St. Oliver Plunkett for all employees and volunteers who are a part of the Religious Education at our parish is to foster the Catholic faith and spiritual growth of the youth in our parish.  





In order to protect both the youth and the adults of our parish, the following St. Oliver’s Social Networking Policies apply to all  adult employees and volunteers.  





For social networking sites, including but not limited to Facebook, My Space, Twitter, etc.:





Do not accept youth as friends on personal social networking sites.  Decline any youth-initiated friend requests.  (The only exception is close relatives).





Do not initiate friendships with youth from St. Oliver’s on any social networking site.





Remember that people classified as “friends” have the ability to download and share your information with others.


















































Catechist F.A.Q.s 


(Frequently Asked Questions)





What is my role as a catechist?


Be willing to share your faith story as appropriate with students.


Be a person of prayer.


Follow the policies and procedures set forth in the Catechist Handbook.


Communicate the teachings of the Catholic Chruch.


Be a witness to the Catholic Faith.





What are my duties?


Be present and prepared for class at least 15 minutes prior to the start of class.


Actively participate on catechist web site and stay current on email newsletters.


Keep accurate attendance records.


Greet each student with a smile as he/she arrives.


Attend meetings and training sessions.


Maintain discipline in the classroom.


Attend Mass on Sundays.


Provide prayer experiences for your students in class.


Follow diocesan and parish policies.





What exactly are the “policies and procedures” I am to follow?





The policies and procedures are outlined on the following pages.




















Policies and Procedures





ATTENDANCE:


You will be given an attendance folder.  Take attendance each week according to the directions.  Return your folder to your mailbox at the end of each class.  Accurate records are very important.  Students must attend 80% of classes for the year to successfully complete the year.  Please note:  If a student requests make-up work and returns it to you, it MUST come to the office so that we may record it.  Absences will not be excused unless make-up work is completed and on file in the PSR office.





DISMISSAL:


Parents must come to the classroom for pick-up.  If you are ready to leave and still have a few students, please bring them to the PSR office.  Catechist’s children may walk to their parent’s classroom.  Please try to dismiss neither early nor late;  parents tend to get annoyed with either scenario! ( Parents should send a note if a sibling or another person will pick up the child.





RECESS/ BREAKS:


Due to the short time we have together with the children, please try to avoid taking “recess” breaks.  If students need to release some energy, try some in-class stretching or singing with movement, take a quick bathroom/water break, or take a field trip to the church to say a prayer or learn the items in the church.  Just 5 minutes will help the students get the wiggles out and re-focus. 





CLASSROOM CLEANLINESS:


Please leave the room as you found it.  Erase boards.  Push in chairs.  Pick up papers from the floor.  We need to make it as easy as possible for the custodial staff to vacuum.  And this leads to………








SNACKS AND PARTIES:


If you do choose to have a snack, KEEP IT SMALL AND SIMPLE!  You  are responsible for all clean-up, including vacuuming, should you choose to offer a snack which leaves behind crumbs.  





You may have a “party” twice a year:  Christmas and end-of-year.  Other holidays, such as Halloween and Easter, feel free to enjoy a special snack, but only in conjunction with the regularly scheduled lesson.  





VIDEOS:


We have a large video/DVD collection for you to occasionally use.  Please complete the video request form located left of the copy machine in the workroom.  Be sure if you use a video that it somehow ties into your lesson or the Gospel, and that you have a follow-up discussion or activity to reinforce the concepts taught in the video.  We will be glad to offer suggestions!





SUBSTITUTE REQUESTS:


To request a substitute in advance, please complete the substitute request form located left of the copy machine in the workroom.  It is absolutely essential that you prepare a detailed lesson plan in advance for your sub, and let the office staff know where you will be leaving these plans.  In case of a last-minute emergency, call the office as soon as possible at 770-978-6751.  If you do not reach anyone there, please call Jenifer at home (770-466-8415) or cell (678-549-2012).  Do not email or leave a message at the RE office at the last minute! We often don’t get to check these until well after classes have begun!











Classroom Discipline:





It is our policy to discipline with love and understanding.  If a child becomes a discipline problem, he or she should be given a time-out in the PSR office.  Students cannot be placed outside the classroom unattended for disciplinary issues.  





As catechists, YOU ARE NOT EXPECTED TO HANDLE ONGOING AND/OR SERIOUS DISCIPLINE PROBLEMS!!  Please let us help!  If a child must be walked to the RE office and you do not have an aide in your classroom to do this, please ask the teacher across the hall or next door to keep an eye on your class for a moment while you bring the child to us.





Discipline Plan:


At the first incident, the child will be reminded of the expected behavior and the consequences of misbehavior.


After the second incident, the child will be sent to the PSR office for a discussion with the Director about appropriate behavior. 


After returning to class, if inappropriate behavior continues, the child will be sent to the office to do his or her assignment and the parent will be contacted.


If the child’s behavior continues to disrupt learning, it may be necessary for the parent to sit with the child during class or for the child to be moved to the homeschool program. 








PLEASE DO NOT HESITATE TO SEND A CHILD TO US!  











Some notes on Lesson Planning:





Plan each week’s lesson several days in advance.  Call the PSR office if you’d like for us to gather some supplemental materials for you.  You won’t be effective if you are only reading the lesson or gathering resources minutes before class begins.


Begin and end each lesson with a prayer.


Be flexible during your lesson… if something doesn’t seem to be working, go on to the next activity.


Make time to listen to the children.  Help them to understand how they can apply Gospel values to everyday life situations.  Let them share their stories.


Remember that all children, like all adults, learn best in different ways.  Some learn by hearing, some by reading, and some by doing!  Keep it changed up!


Try to have at least one hands-on activity per lesson.  


We have an absolute wealth of resources to help you enhance your lesson.  The internet is also teeming with great ideas.  Use them! They will make your job easier and make the lesson more fun and meaningful for the children. 


Send home the lessons weekly so that the parents are able to stay aware of what you are doing in each lesson.  


Call or email Margarita if you would like to have copies made and ready for you in your mailbox!  There is often a long line at the copy machine before class starts, but there does not have to be! Take the easy way out on this one!




















CATECHIST QUICK REFERENCE:





Jenifer Truitt, Coordinator of Religious Ed.


Margarita Madrid, Administrative Assistant





PSR office: 770-978-6751


Jenifer’s home: 770-466-8415


Jenifer’s cell: 678-549-2012





Email: Jenifer � HYPERLINK "mailto:jtruitt@stolivers.com" ��jtruitt@stolivers.com�


  	   Margarita  � HYPERLINK "mailto:reled@stolivers.com" ��reled@stolivers.com�      








PSR web site:





� HYPERLINK "http://www.stoliverspsr.com" ��www.stoliverspsr.com� 
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