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Children’s Faith Formation/PRE Catechist Handbook 

1.  Catechist Tools and Resources 

a. Class Envelopes: 

Each class will have a labeled manila Class Envelope. Each week you will find your class 

envelope on the Welcome Desk in the school gym lobby.  The class envelope will contain 

several items: an attendance sheet, a Confidential Student Information Folder, a supply request 

form, and, periodically, information needing to be sent home with the students. The envelope 

must be returned to the office at the end of each day with the completed attendance sheet and 

Confidential Student Information Folder.  

i. Attendance Sheet 

Please complete attendance for your class each time you meet.  Complete your attendance 

sheet each week in the following way: 

 Mark “P” for present.   

 Mark “A” for absent.  

 Please do not leave any boxes blank. 

Return your attendance sheet to your class envelope to be turned in at the end of class to the 

School/PRE Office. 

ii. Confidential Student Information Folder 

Each classroom will have a teal-colored “Confidential 

Student Information” folder starting within the first few 

weeks of class.  This folder will be placed in your class envelope and should remain there when 

not in use during class as this will allow us to update the information as needed.   

The information contained will include medical, social or educational information that the 

parent would like for us to know to better serve each child as well as the names of individuals 

other than parents that are authorized to pick up students from class. Please check these 

folders periodically for updates.   

All adult catechists in each class are welcome to view this information, but we ask that it not 

be shared with junior assistants or others.  Folders may not be taken home, please ensure that 

they are returned to the Class folder at the end of every class.  Thank you for your cooperation. 
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iii. Take Home Information  

We try to minimize the amount of materials that we ask for you to hand out as send-homes for 

your class.  However, several times during the year you may be advised that materials have 

been added to your Class Envelope to send home.  For any absent students, please write the 

name at the top of the material and leave it in your envelope to send home the next week.   

b. Additional Student Information 

If you would like some additional basic student information (such as birthdates or parent Phone 

#s), please email Katie Dyer, Sacramental Records and Technology Coordinator, at 

katie.dyer@stannbartlett.org and she can provide the information to you electronically. 

c. Parent Communication 

Weekly emails (PREmail) will go out to our PRE parents.  Each Catechist Team is also 

encouraged to send out ongoing updates and communications either electronically or in 

handouts. If you would like to send home introduction letters with your students on one of 

your first days of class, there is a template/sample contained in the Appendix at the end of this 

handbook for you to change to fit your needs. 

d. Securing a Substitute 

We are grateful to have Rene’ Malic as our Substitute Coordinator.  If you are a lead teacher or 

adult assistant and know that you will be away on a PRE Sunday, please let Rene’ know at your 

earliest convenience so that she can begin contacting and arranging a substitute for you.  Email 

Rene’ at: arkazeusram@gmail.com. 

If you are an adult assistant and are willing to serve as the main teacher when your Lead 

Catechist is going to be out, please let your lead teacher know so that Rene’ can find you an 

assistant on those Sundays. 

If during the weekend you realize that you will need a substitute for that Sunday, please call or 

text Kathy at 901-428-0898 so that we get your class covered for you. 

e.  Supplies/Copies 

Each Faith Formation classroom has a bin of 

supplies specifically stocked for your class.  Please 

let the Formation Staff know if you are missing or 

running low on a needed supply. Blank supply 

request forms will be kept in your Class folder. 
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Please complete the form and place in your class folder. A copy of the supply request form is 

contained in the Appendix at the end of this handbook. 

We also have a Faith Formation Resource Room that is stocked with materials that you may 

need from time to time and can easily share. If you need something for the day, please borrow 

it from the Resource Room and return it on the same day.  If you find that you need something 

on an ongoing basis, please email Kathy for supplies to keep in your classroom. 

Our supply closet is no longer by the cafeteria.  Supplies have been moved to the Faith 

Formation Resource Room.  Take the hallway that runs in front of the gym and walk toward 

Stage Road until the hall ends. Take a left and it is the room to the left. 

To have copies made for your class, bring your master copy to the school office and attach a 

sticky-note with your room number, how many copies and any further instructions.  We’ll run 

the copies and bring it right down to you. 

If you want color copies or copies on colored paper, please email those to Kathy during the 

week: kathy.schober@stannbartlett.org. 

2. Students 

a. Receiving Students 

Whether your class begins in the classroom or in the school 

gym with Discipleship Encounter, please be in your room or 

bleacher area to receive your students by 9:35.  If you cannot 

be there ten minutes early, please make sure that another 

adult from your classroom will be there.  This helps us to greet 

and welcome the children, answer parent questions and provide supervision for drop-off. 

Preschool Teachers, please have the adult dropping off each student sign him or her in using 

the “Preschool Sign In & Out” binder.  Your binder should be at the Welcome Table outside the 

gym along with your attendance envelope. The binder will be at the desk next to the school 

entrance for sign out. 

b. New Students 

Any new student coming to your classroom must have a green class pass or blue transfer pass. 

Please write in your student on your attendance sheet.  If a student arrives in your class but 

does not have the green or blue pass, please have him/her report to the office for class 

assignment.   

mailto:kathy.schober@stannbartlett.org
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c. Student Class Assignments 

All class assignments must be made by the Formation Staff.  If you have a student show up to 

your class but he/she is not on your attendance sheet and does not have a green or blue pass, 

please have an assistant walk him/her to the office or the check-in area and speak with staff.   

If a parent or guardian of a student requests reassignment to a different class, please send the 

parent to the office for any reassignment requests.  Please do not make any reassignments 

yourself.  We will accommodate any needs that arise, but in order to make sure everyone is 

where they need to be for their safety, please refer them to the Formation Staff.  

d. Visiting and Unexpected Students 

Our students may bring guests to visit class with them. Our diocese has given us special 

permission to allow visitors, but only if we have the completed form to provide important 

health and emergency information. The visitor’s parent should fill out a Visitor’s Form as found 

on our website at https://stannbartlett.org/children-pre.  A copy can be found in the Appendix 

of this handbook. Parents must have signed and filed a Visitor’s Form with us by the time of the 

first visit.  Please collect the signed form and enclose it in your attendance envelope.   

If there is no signed form, please check with Kathy or a Formation Staff volunteer as soon as 

possible and before the parents leave.  The Visitor Form will only need to be completed once 

for each visiting student.  A copy of all completed visitor forms will be placed in your 

confidential folder for reference in the event that a visitor comes more than once.  

If a child comes to your classroom who: A) Is not on your Attendance Sheet,  B) Does not have a 

green or blue pass with your class assigned and C) Does not have a signed Visitor Form, please 

have someone from your classroom team come to the office with the child’s name so that we 

can correct the situation. 

 

 

https://stannbartlett.org/children-pre
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3. Safety 

We are very blessed to have Mr. Rich Modlin helping to patrol our 

hallways during Formation.  We are working with our diocese as well 

as our church and school staff to continue to develop our safety plans.   

We plan to have safety drills during our upcoming year, and all volunteers will be instructed 

prior to the drills on how to proceed.   

Evacuation routes are posted in each classroom. 

Each classroom is equipped with a call button for the office.  Please press the button if you 

need urgent help.  Each classroom is also equipped with a red emergency bag. 

a. Name Badges: 

We have Name Badges for all of our Faith Formation volunteers.  Each week you will find your 

badges at the Welcome Table in the gym lobby.  Please pick up your badge as you enter the 

building and wear it until you turn it in at the office at the end of your class.   

This helps us with security concerns, helps us to get to know one another more easily, and 

serves as a “check in” to ensure that each class is properly covered. 

There should not be any teen or adult volunteer in the hallway without one of our badges 

during our Sunday Faith Formation time.  

Please return your badge each week at the front door reception desk on your way out. 

b. Personal Restroom Use for Adults 

All volunteers must use the following designated restrooms for personal use: 

Restroom Class  
Room 102 (Teachers’ Lounge in the School 
Office Wing) 

Preschool – Eucharist 1 and Confirmation 2-A 

Room 151 (Boy Scout Room in the Elementary 
Wing) 

Eucharist 2 – 4th Grade 

Room 130 (School Gym Lobby) 5th Grade through Confirmation 2B and CF/SP 
 

c. Entrance and Exit 

Parents are asked to enter only through the gym doors for drop off and only through the school 

front doors for pick-up.   
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All parents, students and staff should exit through the front doors of our school.  If you have a 

mobility or health restriction so that you need another option, please speak with Kathy. 

Everyone is asked not to allow entrance to anyone through other doors. 

On Sundays we are a large “school” of volunteers.  Using only the designated entrance and exit 

doors is vital for the safety of all of our children. 

d. Dismissal and Pick-Up 

Preschool Students must be signed out and picked up by a parent or other authorized person 

from the classroom. Names of any authorized persons other than parents allowed to pick up a 

student can be found in the Student Confidential Information Folder.  

Kindergarten through 5th Grade Students must be picked up by a parent or other authorized 

person from the classroom. Names of any authorized persons other than parents allowed to 

pick up a student can be found in the Student Confidential Information Folder. 

6th Grade through Confirmation 2 may be dismissed from the classroom to meet their parent in 

their pre-arranged spot. 

e. Late Parent Pick-Up:  

If a child is late being picked up (5 minutes past pick-up), please bring the student to the office 

when you drop off your class folder and one of our office staff will contact the parents and wait 

in the office with him until picked up. 

f. Reporting Suspected Child Abuse 

We stand as advocates for each child that we serve.  Sometimes, we may question the best 

course of action on a concern. Legally, there is no question.  Anytime we suspect that a child 

may be a victim of abuse or neglect, we are required by law to report suspected abuse within 

24 hours.  Kathy will be happy to assist any catechist to make a report, but each of us 

individually is responsible for making the call. Reports must be made to the following 

agencies/individuals.  

1. Abuse Hotline: 1-877-237-0004  (Please make note of the report file #) 

2. Kathy Schober, Saint Ann Director of Faith Formation: 901-428-0898 

3. Catholic Diocese of Memphis: 901-373-1257 

4. Classroom 
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a. Sharing Our School 

Most of our classrooms are used as regular classrooms for our parish school.  This means that 

student and teacher supplies are stored in their desks.  From time to time, we will need to 

remind our students to be respectful of the things in their desks.  We also want to be respectful 

of the teacher’s desk and belongings.   

b. Food in the Classroom 

Since our class time is so short, eating during class is discouraged except on special occasions.  

During those times that you do wish to have treats or parties, please have your students help 

you to wipe down the desks and other surfaces with the wet wipes from your supply bin and 

then place your trash outside your door. 

c. Catechists’ Access to the Classroom 

The classrooms and exterior gym doors are typically unlocked for you at 9:30 on Sunday 

mornings.  Sometimes you may want to get to your classroom earlier to set up for an activity or 

to drop something off.  At this time, Kevin Temple is our weekend maintenance person.  If you 

need to access the school and your classroom prior to 9:30, please call or text Kevin at 901-921-

3627. 

d. Using Technology in the Classroom 

Most of our classrooms have computers and projectors and, in keeping with our mission to Be 

Disciples and Make Disciples, we are able to use the classroom technology to engage our 

students.  Please sign into the classroom computers with the User Name: preteacher and the 

Password: religion. 

It is recommended that you sign in and try out audio and visual capabilities in your classroom 

before building the use into a lesson plan. 

Here are some further instructions from our Technology Coordinator, Katie Dyer: 

Using the overhead projector: 

1.    Turn on the Projector with the Projector Remote. 

2.    If using Computer to project select (source) VGA1 with Projector Remote. That's it! 

3.    If using Apple TV to project select (source) VGA2 with Projector Remote. 

*Note: The Apple TV stays in sleep mode when not used and never shuts off. If it 

does not wake when VGA2 has been selected press any button on the Apple TV 

Remote to wake. 
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 To use the Apple TV: 

1.    Turn on "AirPlay" on the device you want to connect to the Apple TV. 

2.    Select the corresponding Room Number with the Apple TV on the list. 

3.    Enter Code which will connect/pair with the Apple TV in that room. 

 

Before leaving the classroom, please turn off the projector, log off the computer and shut it 

down, leaving any remote control next to the keyboard. 

5. Activities 

a. Class “On- Campus Field Trips” during classtime:  

 

 

There may be times that you would like to take your students to other areas of the campus on 

Sunday mornings.  If so, please let the Formation Office know that you will be out of your 

classroom.  We will need to know your location for safety reasons.  Also, you will need to make 

arrangements for re-entering the building. Below are a couple of options for on-campus field 

trips: 

● Prayer Labyrinth: The beautiful prayer labyrinth in our courtyard is available for use.  

You are welcome to pray and walk the labyrinth or simply circle up and sit on it for an 

outdoor classroom.  The labyrinth was given in memory of Med Malic, husband of 

Formation staff member Rene’ Malic.  

● Picnic Tables: You are welcome to have class or activities at the picnic tables in the 

Plaza. 

● Chapel: If you would like to reserve our St. Joachim Chapel for your class on a Sunday, 

please email Cindy Tyler at the parish office to reserve it.  She will make sure it is 

unlocked and available for you:  cindy.tyler@stannbartlett.org 

● Gym: If you need an open space for games for your classroom, the gym is usually 

available after Discipleship Encounter (our gathering time). 

● Cafeteria: Email Cindy Tyler at the parish office to reserve the school cafeteria for 

activities or parties.  She will make sure it is unlocked and available for you:  

cindy.tyler@stannbartlett.org 

● Church:  Although we do not have Mass during our Formation Classes, some people may 

be using the church for personal prayer, so please explain to your class that quiet 

reverence is needed if you are going into Church. 

 

 

mailto:cindy.tyler@stannbartlett.org
mailto:cindy.tyler@stannbartlett.org
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b. Family of Faith Gathering Days: 

At this time there are four days when we will gather together rather than having regular 

classroom time.  On those dates, all students will begin at 9:45 and end at 11:00. 

● Great Saints Alive (October 31) - There will be no Discipleship Encounter in the gym.  All 

students will go directly to their classrooms that morning.  You will have a short 

gathering time in the classroom and then we will have our parade for the younger 

students and the presentations by Confirmation 1 and 2 students. 

● VIRTUS Class for Children (January 30) - First through 5th grades in Madonna Hall; Sixth 

grade through Confirmation 2 in Youth Gym; Preschool and Kindergarten are cancelled 

for the day but may attend with their parents as this is a family gathering. 

● Stations of the Cross (March 27) - - There will be no Discipleship Encounter in the gym.  

All students will go directly to their classrooms that morning.  You will have a short 

gathering time in the classroom and then sit as a class by 10:15 in the gym for the 

presentation by the Confirmation candidates.  We will return to classes at 10:45 and will 

dismiss from class as usual. 

● May Procession and Crowning (May 1) -  First Communion and Confirmation 2 students 

are asked to wear their clothing for their sacrament as they will lead the procession.  All 

students bring a flower in honor of Mary and go directly to their classrooms.  At 

arranged time, teachers will lead their classes outside to the labyrinth/courtyard area.  

After the procession and crowning, all students are to return to the classroom.  

Teachers, please take attendance before and after the procession to make sure that all 

students are accounted for.   

 

6. Catechist Training and Formation: 

Here are the current requirements that are known for our Volunteers over the age of 18: 

● Must be Confirmed Catholics in good standing. 

● Must have passed the diocesan background check. 

● Must have completed VIRTUS training. 

 

Bishop Talley has asked that catechists in our diocese begin using an online Catechetical 

Institute through Franciscan University.  We do not yet know what that “looks like” for us, but 

we have an informational meeting this fall to look at it and form out plan. 

 

All adult volunteers are encouraged to consider “making” a Cursillo Weekend.  If you are 

interested in Cursillo, ask Kathy Schober for more information. 
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7. Appendix 

a. Sample Letter for Catechist Introduction 

Date 

 

Dear Saint Ann PRE Parents: 

 

Welcome to our Third Grade Class!  We are your 3A  Catechist Team in Room 148 and will use 

RCL Benziger’s Be My Disciples for Parish 3rd Grade as our main text. 

Thank you for sharing your child with us!  We are grateful for the opportunity to support you as 

your child’s first teacher.   

Helping your child to grow in relationship with God, with the Catholic Church and with one 

another is our mission.  

The Gym Doors open at 9:30.  Please enter the gym with your child and wait for one of our 

classroom teaching team at our class space on the bleachers.  Please feel free to stay and join 

us any time for our Discipleship Encounter in the gym.  Then we will look for you at our 

classroom door for pick up at 11:00. 

If your child will be absent or if you have any concern, please email Terry at 

terry.teacher@gmail.com. 

 

Yours In Christ, 

 

Terry Teacher - Lead Catechist 

 

Howie Helper - Assistant Catechist 

 

Yolanda Youth - Junior Assistant 

 

mailto:sally.teacher@gmail.com
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Name of Visitor: ___________________________________________________    

Name of Student Hosting Visitor: ______________________________________ 

 

 
Saint Ann Catholic Church 

Children’s Faith Formation 

6529 Stage Road 

Bartlett, TN 38134 

 
 

Dear Parent of Faith Formation Visitor, 

 

We understand that your child may be visiting with one of our Faith Formation students and will 

be attending class. It is necessary for the parish to maintain a record of visitors to the class.  

 

The following information must be provided for the child to attend: 

 

Child’s Name:  _________________________________________________________________ 

 

Parent’s Name:  ________________________________   Phone Number: __________________ 

 

Address:  _____________________________________________________________________ 

 

Emergency Contact Information: __________________________________________________ 

 

Emergency Contact:  ___________________________       Phone Number:  ________________ 

 

Health Information: _____________________________________________________________ 

 

Any Known Allergies:  __________________________________________________________ 

 

In case of an emergency we will call 911 for medical assistance. If an emergency arises where 

would you want your child sent? 

Name of Preferred Medical Facility: _______________________________________________ 

 

Parent Signature: ___________________________________________  Date: ______________ 

 

 

Saint Ann Parish strives to provide a safe environment for all children in our care. This 

information will only be used by the parish. 



13 

REQUESTED BY: ___________________________ TODAY’S DATE: ____________________ 
ROOM NO: ___________ GRADE: __________ DATE NEEDED BY: __________________ 

Please Check One:  

  SUPPLIES: ______  PRINTING: _______  OTHER:_______ 

 ITEM DESCRIPTION (e.g. Title of Book, Pencils, etc.) QUANTITY 

    

    

    

    

    

 

 
 
 
 
 
 
REQUESTED BY: ___________________________ TODAY’S DATE: ____________________ 
ROOM NO: ___________ GRADE: __________ DATE NEEDED BY: __________________ 

Please Check One:  

  SUPPLIES: ______  PRINTING: _______  OTHER:_______ 

 ITEM DESCRIPTION (e.g. Title of Book, Pencils, etc.) QUANTITY 

    

    

    

    

    

 

Supply Request Form  

Supply Request Form  
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2021-2022 
Kindergarten- 6th Grades   9:45-11:00, School Gym & Classrooms 

                                Confirmation I and CF/SP     9:45-11:00, Classrooms 

                                Confirmation II Preparation  9:40-11:10, Classrooms 

 

 
September 12, Sunday  Rally Day in SAS Gym / Opening Day for PRE 

Classes 

 

September 19, Sunday  Class, Catechetical Sunday, 11:30 Mass 

      

September 26, Sunday  Class, Families of Faith Parent Activity, Madonna Hall 

 

 

October 3, Sunday   Class  

 

October 10, Sunday   NO PRE, Fall Break 

 

October 17, Sunday   Vocations Presentations, School Gym (K-6), Youth 

Gym (CI-II) 

 

October 24, Sunday   Class 

 

October 31, Sunday   Families of Faith -Great Saints Alive! in School Gym 

   

 
November 7, Sunday  Class 

 

November 14, Sunday  Class  

 

November 21, Sunday  No PRE, Thanksgiving Break   

      

November 28, Sunday Class, Families of Faith Advent Parent Activity in 

Madonna Hall 
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December 5, Sunday   Class, Second Sunday in Advent 

 

December 12, Sunday  Class, Third Sunday of Advent, WEAR PINK  

 

December 19-31, Sundays NO PRE, Christmas Break 

 

 

 
 

January 2, Sunday   NO PRE, Christmas Break  

 

January 9, Sunday   Class 

 

January 16, Sunday   Class 

 

January 23, Sunday   Class 

 

January 30, Sunday VIRTUS: All: Grade Levels/Families of 

Faith/Sacrament Prep  

     Protecting God’s Children Programs 

9:45 Madonna Hall and Youth Gym, Dismiss at 11:00 

 

      

 
 

February 6, Sunday   Class  

 

February 13, Sunday  Class  

      

February 20, Sunday  NO PRE, President’s Day Weekend 

 

February 27, Sunday Class, Families of Faith Lent Parent Activity in 

Madonna Hall 

December 
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March 6, Sunday   Class, First Sunday of Lent  

 

March 13, Sunday   NO PRE, Spring Break 

 

March 20, Sunday   Class, Third Sunday of Lent  

 

March 27, Sunday   Families of Faith, Stations of the Cross 

     

 

 
 

April 3, Sunday   Class 

 

April 10, Palm Sunday  Class 

 

April 14, Thursday Holy Thursday 

April 15, Friday Good Friday 

April 16, Saturday Holy Saturday 

 

April 17, Sunday   NO PRE, EASTER SUNDAY 

 

April 24, Sunday   Class, Divine Mercy Sunday 

 

 

 
 

May 1, Sunday   Families of Faith/Last PRE Class / May Crowning  

 

 

 

Please Note:  Dates are subject to change.  Please check our parish website each 

month and make note of any changes.  Thank you!  

http://stannbartlett.org/children-pre  

http://stannbartlett.org/children-pre

