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INTRODUCTION 
 

The St. Ignatius Faith Formation Program for Children is founded and defined by 
the Parish Mission Statement. 

 
St. Ignatius, Hickory, is the oldest, active parish in the Archdiocese of Baltimore and is 
rooted in the gospel, faith, and tradition as a Roman Catholic Church.  As a Eucharist-
centered community, we seek to love our triune God and one another by: 

• Proclaiming the Gospel of Jesus Christ and His Real Presence among us in the 
Eucharist; 

• Challenging one another to grow in holiness; 
• Welcoming those who are interested in learning more about our faith; and  
• Joining with other churches and community groups in comforting those who 

are sick, suffering, lonely, and less fortunate. 
With thanksgiving to the Father, we profess our hope in Jesus Christ and the power of the 
Holy Spirit throughout the third millennium and beyond. 
 
 As catechists, we seek to assist the parents in educating the youth of our 
Catholic Community so that they may grow in faith as they gain knowledge about 
our triune God and the Church and its mission.  Catechists have been called by God 
to share their faith with the young people of St. Ignatius Church.  A catechist is a 
confirmed, registered, practicing Catholic who is at least 21 years of age and is able 
to provide healthy and holy ministry to our students and families. 
 
 According to the National Directory for Catechesis, “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”  (USCCB, 
c.2005, p. 54). Since faith must be known, celebrated, lived, and expressed in prayer, 
catechesis is comprised of six fundamental tasks, each of which is related to an aspect of 
faith in Christ:  (1) catechesis promotes knowledge of the faith (2) catechesis promotes a 
knowledge of the meaning of the Liturgy and the sacraments (3) catechesis promotes 
moral formation in Jesus Christ (4) catechesis teaches the Christian how to pray with 
Christ (5) catechesis prepares the Christian to live in community and to participate 
actively in the life and mission of the Church (6) catechesis promotes a missionary spirit 
that prepares the faithful to be present as Christians in society  (GDC, pp. 61-62). 
 
 
 
 
 
 
 
 
 
 



 3 

Attendance and Performance 
 
• A catechist is a confirmed, registered St. Ignatius parishioner, practicing Catholic 

who has no impediments to the sacraments and who is willing and able to provide 
healthy and holy ministry according to the current teachings of the Roman Catholic 
Church in the classroom and through everyday living. 

• Catechists, co-catechists, substitute catechists, classroom and office aides are asked to 
volunteer their services for a one-year period.  After each year, they are asked to 
return the following year based on their performance and attendance. 

• All volunteers MUST complete the following before service may commence: 
• Complete the Volunteer Resume Form 
• Interview with the Director of Faith Formation (D.F.F.) 
• Complete the Archdiocesan training “Shield the Vulnerable” 
• Attend Volunteer meetings 

 
NOTE:  All forms are confidential and are maintained in the individual’s personnel 
file in the Faith Formation Office).  The performance of volunteers will be evaluated 
in an informal manner by classroom and office visits from the Director.  Volunteers 
may ask for feedback at any time. 

• Volunteers need to arrive at least 10 minutes before classes begin and check their 
mailbox.  Please read the weekly memo to catechists (a.k.a. Catechists’ Notes) before 
classes begin as there may be information that may affect that week’s class.  This will 
be emailed to all volunteers the week prior to classes. 

• Catechists are expected to teach each time classes meet from the grade level Schedule 
of Classes Syllabus provided by the Director unless otherwise informed of prayer or 
sacramental services, group activities, etc.  If you do not plan to teach from the 
Schedule of Classes syllabus, please submit a lesson plan to the Director two 
weeks in advance. 

• If you are going to be absent or late, please notify the Faith Formation Office ASAP 
at 410-879-0959 or 410-838-0780.  Please make every effort to secure your own 
sub from the approved Substitute List so that arrangements can be made 
directly with the sub, but let the Office know who will be in the class for you.  
Never let someone who is younger than 21 assume responsibility for the class 
unless an adult is present at all times in the classroom.  If you are unable to find 
a sub, please call the Faith Formation Office ASAP. 

 
Teaching 
 
• In and out of the classroom, you are an agent of the Church. 
• All teachings must be in accordance with current Roman Catholic beliefs, teachings, 

and practices. 
• A Family Life Catechesis by RCL/Benziger is the component mandated by the 

Archdiocese of Baltimore and has been implemented into the program for grades K-8.  
Catechists are required to teach this material. The syllabus will clearly define when to 
incorporate the Family Life lessons into the regularly scheduled weekly classes. All 
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texts and materials are available in each classroom and parents can preview them at 
any time.   

 
Supervision 
 
• You are expected to give reasonable supervision to your class both physically and 

mentally (please note:  the younger the child, the greater standard of care is expected). 
• Report IMMEDIATELY to the Director and Staff Person on Duty any situations 

concerning illness, discipline, early dismissal, destruction of property or materials or 
any other concerns that warrant prompt attention. 

• In the event a student mentions suicide, abuse; whether physical, sexual or 
verbal, here at this location or at home in your presence, the incident must be 
reported immediately to the Staff Person on Duty and the Director. 

• Students should not be running, throwing things, rocking on chairs, or any other 
activity that could cause an accident.  If this type of activity occurs, it must be 
stopped immediately. 

• By order of the Fire Marshall and the Pastor, we are not allowed to use lit candles in 
the classrooms. 

• Avoid the appearance of impropriety.  If you must speak to a child on an individual 
basis, do it in a visible spot.  Corporal punishment shall never be used.  “Never touch 
a child that can be construed as punitive.” 

• A volunteer’s dress, speech, and posture must be modest and appropriate for the 
classroom.  Please refer to the archdiocesan booklet, Code of Conduct for Church 
Personnel of the Archdiocese of Baltimore for direction in this area. 

• When providing assistance to a person who is ill or hurt it is recommended that you 
assume that they have a disease which can be transmitted.  To protect you and your 
students from infectious diseases, please take the following universal precautions: 

• Wash hands with soap and running water before administering first 
aid. 

• Wear gloves when handling blood or other discharges from another 
person’s body.  After removing gloves, wash thoroughly.  (Gloves 
and First Aid materials are located in the Faith Formation Office).   

• Promptly remove another person’s blood and body wastes from skin 
by washing with soap and running water. 

• Avoid punctures with objects that may contain blood of others. 
• Notify the Director of any surfaces that need to be cleaned so that a 

bleach solution can be used. 
• Carefully dispose of materials containing blood or body wastes in a 

marked plastic bag.  Inform the Director. 
• If a student needs to leave class early, the parent must come to the Faith Formation 

Office to sign them out and receive a card signed by the staff person on call.  With 
card in hand a parent presents it to the catechist and the child is released.  DO NOT 
release a student without this procedure. 
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• Do not take a child home without the parents’ written permission.  Inform the 
Director if you have made these arrangements. 

• Do NOT give your telephone number to students without the parent’s consent. 
• We ask our volunteers to NOT use Facebook, Twitter, or other social media 

venues as a means of communication with students. 
• If you still have students who have not been picked up when you are ready to leave, 

bring them to the Faith Formation Office so that they can be adequately supervised 
until a driver arrives. 

 
Confidentiality 
 
• Confidences must be kept EXCEPT if the health, life, or safety of an individual is in 

question.  If someone says they are going to commit suicide, or have been abused, 
this MUST be reported to the Director IMMEDIATELY.  If you suspect abuse, we 
will be required to contact Child Protective Services at once.  Other life threatening 
issues will be addressed directly with the parents. 

• Medical information about a student is confidential and only those with a legal right 
to know can be informed. 

• If you require students to write journals, then you must read them.  Information that 
puts someone’s health, life, or safety in jeopardy must be reported.  (See above). 

• Catechists will be informed of a student’s special needs and allergies unless the 
parent objects in writing at the time of registration to the Director.  This information 
will be given to catechists when they receive their class rosters.  This information is 
to be shared only with the Classroom Aide, or Substitute, if the situation warrants it.  
You may want to contact the parent for more information and how best to deal 
with the student’s condition in the beginning of the school year. 

 
 
Class Related Activities 
 
• Attendance:  Please take attendance weekly.  Make sure the attendance is recorded 

as such:  a “check mark” for present, and “A” for absent.  Make sure every student is 
accounted for before you turn in you folder at the end of class.  Keep the attendance 
sheet in your folder at all times. 

• Rosters:  Two rosters will be given to catechists in September and January.  
Catechists should keep one with them at home in case they need to contact a parent. 

• Textbooks:  Student’s name and class session should be written on their text.  Please 
send home books with the students.  We have informed parents that they may make 
up missed classes with their children.  (All parents will be emailed a Schedule of 
Classes Syllabus for each child quarterly.)  This cannot be done if books are kept in 
the classrooms or with the Catechist.  If a student forgets their book, we have “extras” 
they may “borrow.” 

• Missed Classes:  If a student misses classes or we experience inclement weather, 
parents are to make up the lesson with their child at home and it can be emailed 
to the catechist or brought to the next class.  Catechists are to check the lesson and 
make a notation on the attendance sheet.  (Circle the A (absent) if an assignment is 
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completed and turned into the catechist.)  Parents are also required to write a note 
explaining the student’s absence.  This should be noted on the attendance sheet by an 
“Ex”.  Parents’ notes are to be turned into the office.  (This is extremely important for 
students in remote and immediate preparation for sacraments – first, second, eighth 
and ninth grades.) 

• Prayer:  Prayer is an essential element of our faith and should be incorporated into 
every class period.  If you would like prayer suggestions, please see the Director.   

• Homework:  Homework is an important component of learning.  Each catechist 
should try to incorporate it into their plans to reinforce and enrich the lessons.  
Memorization of grade level prayers is an excellent idea as well as the additional 
activities in either the Alive in Christ website or Call to Faith website both by Our 
Sunday Visitor:  aliveinchrist.osv.com or calltofaith.osv.com. 

• Guest Speakers:  Please ask for permission from the Director at least two weeks in 
advance when you wish to invite a guest speaker to your class.  (Please provide their 
name, their credentials, what they will be speaking about, etc.)  If you want someone 
on staff, you need to make your request in advance directly to that person. ALL 
GUEST SPEAKERS MUST COMPLETE “SHIELD THE VULNERABLE” 
BEFORE ENTERING A CLASSROOM! 

• Classroom Bulletin Boards:  All classrooms have at least one bulletin board to 
showcase students’ work.  Please be aware that several classes meet in the rooms so 
the key word here is “Share.” 

• Parties and Food:  The Pastor has requested that NO Parties and NO Food be 
allowed in the classes. 

• Tape:  Please do not use any kind of tape on the walls.   
• Letters to Parents:  When written or emailed correspondence is sent to the parents, 

please submit a copy to the Director first for approval before sending. A copy will be 
kept in the Faith Formation Office so that we are aware and can respond to any 
inquiries. Catechists will be given email addresses for their student’s parents at the 
beginning of the year. These will remain confidential. We encourage you to use email 
to communicate upcoming events, missed work, absences, unruly behavior while 
fostering an open line of communication. THE DIRECTOR MUST BE CC’D ON 
ALL EMAIL CORRESPONDENCES. 

 
 
Communication with Catechists 
 
• Name Tags:  Every volunteer will be given a permanent name tag.  Please wear it 

always so that staff, parents and students know who you are and what your position 
is.  Substitutes should wear theirs every time they sub. 

• Mailboxes:  The mailboxes are located in the Faith Formation Office.  Each catechist 
will be assigned a folder.  When arriving for class, please come and personally pick 
up your folder.  DO NOT allow students to pick it up before you arrive.  This is our 
method of knowing that the catechist has arrived.  Included in the folder will be your 
Attendance Sheet, and any information that needs to be given to students.  FOLDERS 
MUST BE RETURNED AFTER CLASS.  A special container will be located on the 
bookshelves in the Faith Formation Office   
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• Catechist Materials:  Additional materials and resources for weekly lessons are 
available in the mail room. You are encouraged to check it weekly.  As much 
information as possible will be sent via email through your weekly Catechist Notes.  
Please be sure to read them thoroughly! 

• Requesting Instruction Materials and Equipment:  You may call the office to 
request materials and equipment, but we really want you to fill out the “Needs 
Wanted” form for EVERYTHING you will need that isn’t already in your classroom.  
This would include, but not limited to:  books, videos, DVDs, CDs, tag board, AND 
ANYTHING THAT YOU NEED TO HAVE COPIED. Call or email Lynn Duffy at 
lduffy@stignatiushickory.org  and she will have any materials you need copied, 
completed, and ready for you in your folder.  Please do not ask us to make copies of 
copyrighted materials unless you have approval to do so!  Copyrighted materials can 
be purchased by the parish if enough time is given.  Please plan accordingly! 

• Communication with the Director of Faith Formation and the Faith Formation 
Staff:  As much as we hate to admit it we do not remember everything you tell us.  
Therefore, would you please put everything you need to tell us in a written note (or 
email works GREAT) that includes the date, your first and last name, the grade, and 
session that you teach.  Believe it or not, it takes us a while to learn where 100 
volunteers are! 

• Constant Contact:  This is our main tool for communicating with you, families, and 
parishioners!  Catechists and Families need to provide us with an up-to-date email 
address and inform the office if anything changes.   

 
 

Facilities 
 

• Office Hours:  All parish offices are open from 8:00 am till 12 noon and 1:00 pm till 
4:00 pm, Monday through Friday.  In addition, the Faith Formation Office is open in 
the evenings until the end of classes for the day during the school year. 

• Telephones:  The office has two phone lines that are used exclusively for Faith 
Formation and Youth Ministry: 410-879-0959 and 410-838-0780.  Please use these 
lines to directly reach our office or leave voicemails. 

• Classrooms:  Each classroom has a closet which contains a set of Bibles, pencils, 
push pins, crayons, scissors, glue sticks, and construction paper.  Each classroom will 
also have a dry erase board, bulletin board, TV, DVD player, and desk for the 
catechists.  Tables and chairs will be set up for the students.  Catechists and students 
are asked to help maintain the classroom to which they are assigned.  Please return 
the desks and chairs to their original position at the end of your class.   

• Clean the white boards and the student tables after each session as a courtesy to the 
next class. 

 
Discipline 
 

• All regulations pertaining to discipline are contained in the Parent-Student Contract 
(see Appendix) signed by the parent and student, and the Code of Conduct for Church 
Personnel of the Archdiocese of Baltimore. 

mailto:lduffy@stignatiushickory.org
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• Recognizing that maintaining a disciplined, positive learning environment is 
conducive to learning, the administration wishes to support each catechist. 

• If a problem persists, or is considered a concern, the catechist is encouraged to inform 
and/or seek assistance from the Faith Formation Office.  Do not wait until the 
problem is out of control!  (If a problem does not resolve itself within two weeks, it 
is time to notify the office for assistance.) 

• If a child becomes unruly and must be removed from the classroom, have an adult or 
aide escort them to the office.  A student is not allowed back into the classroom 
without permission from the office. 

• Never hesitate to contact the parent for assistance either in person, by telephone or 
via email! 

 
Inclement Weather 
 
• Cancellations and delays of all parish programs will be sent through Constant Contact 

and posted on our website; www.stignatiushickory.org 
• SUNDAY CLASSES will be notified via email if we must cancel class due to 

inclement weather. Most decisions will be made the night before. 
• Monday, Tuesday, Wednesday, and Thursday classes:  We will follow the SNOW 

POLICY for the Harford County School System.  (This policy does not apply to us if 
Harford County Schools close for high heat advisories, broken water pipes, 
mechanical problems, etc.)  If schools are closed for the day, or close early we will 
also be closed.  *Please note:  we must have notification by 3:00 pm that after school 
and evening activities are being cancelled for us to use this policy.  Otherwise, we 
will make an independent decision based on the conditions here.  *If Harford County 
Schools open late, but go to the normal dismissal time, we will hold class as usual. 

• www.hcps.org: You may check this website to find out if Harford County schools 
are closed. 

 
Certification 
 
“Lifelong catechesis is absolutely necessary for the Christian formation of the faithful” 
(NDC, p. 10).  It is also strongly recommended that all catechists be recognized by the 
Archdiocese of Baltimore. 
• Registration fees for Equipping the Saints in Ministry courses will be partially 

reimbursed by St. Ignatius Parish provided the catechist attends the event for which 
they were registered in its entirety.   

• Please check our Faith Formation bulletin board and the emails sent to you for further 
information on these classes workshops, seminars, and available retreat opportunities. 

 
 

 
 
 

 

http://www.stignatiushickory.org/
http://www.hcps.org/
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Job Description 

 
Substitute Catechist 

St. Ignatius, Hickory 
Faith Formation Program 
533 E. Jarrettsville Road 
Forest Hill, MD  21050 

410-879-0959  410-838-0780 
FAX 410-879-1352 

cyork@stignatiushickory.org 
 
 
 

The Substitute Catechist (sub) is on call to help with a class when the assigned catechist 
is unable to teach their appointed session.  The sub is accountable to the Director of Faith 
Formation.  The sub should provide the following services: 
 

• The sub will be notified as soon as the need arises.  The sub may be called by 
the catechist or by the DFF. 

• The sub will be provided a lesson plan either by the catechist or by the DFF.  
If enough time is available, the sub may pick up the lesson plan materials in 
advance. 

• All subs will receive the weekly memo via email from the Director so that 
they can be aware of what is happening each week in case they are called. 

• Upon arrival, the sub should report to the Faith Formation Office for any last 
minute instructions and pick up the class folder from the mailbox.  In the 
folder will be the attendance sheet.  Please mark “A” for absent, and “check 
mark” for present, circle the “A” if an assignment is completed and returned 
to catechist.  Hand out any items in the folder. 

• Please wear your name tag! 
• Please collect any materials that the students may have that need to come to 

the office. 
• If you have trouble with the class, please let someone know in the office.  If 

there is a problem student, please send them to the office. 
• Please do not leave your classroom until the room is tidy.  If any students are 

late being picked up, bring them to the office.  The folder should be returned, 
along with any materials you have borrowed to the bin located on the shelf in 
the office. 

 
 
 
 
 

 

mailto:cyork@stignatiushickory.org
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Job Description 
 

Classroom Aide 
St. Ignatius, Hickory 

Faith Formation Program 
533 E. Jarrettsville Road 
Forest Hill, MD  21050 

410-879-0959  410-838-0780 
FAX 410-879-1352 

cyork@stignatiushickory.org 
 

 
The Classroom Aide (aide) is an assistant to the assigned catechist.  Their role is a 
supportive one, and the aide is accountable to the Director of Faith Formation.  The 
following duties are suggested but not limited to: 
 

• The aide can come to the Faith Formation Office and obtain the class folder from 
the teacher’s mailbox 

• Please wear your name tag! 
• The aide can come to the classroom 10 minutes early and greet the students.  At 

this time, the aide can take attendance.  Please mark “A” for absent and a “check 
mark” for present.  The aide should be responsible for having the attendance sheet 
completed for that week, before turning in the folder at the end of class. 

• The aide can make sure that the catechist is aware of the materials in the folder:  
any materials to go home with students, information from the DFF to catechists, 
etc. 

• The aide can: 
 

o Pass out name tags 
o Collect homework 
o Distribute materials to students that need to get to parents (flyers, Advent 

and Lenten materials, letters from the teacher, etc.) 
o Take students to the rest rooms and check the room after the student is 

finished.  Report any problems to the office. 
o Bring students to the office who need to leave early, who are ill, or who 

are having a “bad day”, (i.e., a discipline problem) 
o Help with craft projects 
o Arrange student’s work on bulletin boards 
o Assist with the departure of students—coats, materials, getting to the 

parent/driver, etc. 
o If 21 years of age or older, can substitute the class; if under 21, can 

substitute the class if another adult is present in the classroom. 
 
 

 
 
 

mailto:cyork@stignatiushickory.org
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Job Description 
 

Office Aide 
St. Ignatius, Hickory 

Faith Formation Program 
533 E. Jarrettsville Road 
Forest Hill, MD  21050 

410-879-0959  410-838-0780 
FAX 410-879-1352 

cyork@stignatiushickory.org 
 
 

The Office Aide is a volunteer for the Office of Faith Formation and Youth Ministry.  
The Aide is accountable to the DFF.  The following duties are suggested but not limited 
to: 

• If the Aide is assigned to a particular session, they should try to arrive 10 
minutes ahead to receive instructions from DFF. 

• Please wear your name tag! 
• If no other staff person is available, the Aide should answer the telephone.  

For incoming pastoral emergency phone calls, please give them this number:  
410-879-5633 (the answering service number). 

• The Aide may release children who need to leave early to the guardian 
provided a note has been turned in or the parent has been called.  The parent 
needs to present himself in person or show photo identification, if necessary, 
and sign the Log Book. 

• If there is a crisis in the building, the Aide should react with common sense.  
If the DFF is not readily available, the Aide may need to evacuate the building 
(in case of fire, etc.).  If it is at all possible, the Aide should locate the Faith 
Formation Staff person on duty and then give them assistance. 

• The Aide may be assigned clerical work such as filing, collating, stapling, 
sorting materials into class packets, etc. 

 
The Aide should contact the DFF if unable to attend their assigned session so that 
alternate arrangements can be made. 
 
 
 
 

 
 

ADDENDUM 
ADDENDUM 

 
 

 

mailto:cyork@stignatiushickory.org
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“Persons are invited to be catechists who: 
a. Believe deeply in Jesus in the Catholic tradition and want to share that 

belief with others. 
b. Are committed to the Catholic Church and the Church’s teaching 

mission, lead exemplary lives and participate fully in the sacramental life 
of the Church. 

c. Are persons of prayer, conscious of the gift of faith in their lives. 
d. Are committed to continuing growth and formation as catechists . . . .” 
(Faith Lived—Faith Shared:  Regulations for the Formation and Certification of 
Catechists of Children and Adults, 4th edition, Archdiocese of Baltimore, 2001). 
 
 

In consultation with the Pastor, Msgr. James M. Barker, and the Faith Formation Office and for 
the integrity of our programs and the witness that our catechists vie to our faith community, the 
following is now policy, effective August 1, 2009. 

 
 Any parishioner who wishes to minister as a catechist in our Faith 
Formation program and who has children in grades one through nine, must 
either have their children enrolled in and attending regularly our program 
or a Catholic parochial school. 
 

Emergency Evacuation Plan 
 

In the event that the building needs to be evacuated, please use the following procedures: 
 
1. Stay calm. 
 
2. Line up the children in an orderly fashion.  Have the classroom aide check the 

bathrooms. 
 
3. Go to the nearest exit.  Emergency routes have been placed in each classroom, either 

next to the doors or on the bulletin boards.  Please proceed to the most distant end of 
the parking lot. 

 
4. Take your Attendance Sheet with you and take attendance when outside. 
 
5. Remain outside with your class until an all-clear signal is given. 
 

 
 
 


