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Faith Formation Mission Statement: To bridge the gap between the
Domestic Church and parish community by inviting all families on their
journey to Discipleship.
Vision: To be the best source of encouragement and support so all families
would be inspired to be fully active in lifelong faith formation.
Goal: We provide guidance, resources, and support directed to help everyone strengthen their relationship with God and His Church as they grow in love, in faith, and in understanding of our Catholic teachings.

STAFF
PASTOR…………………………………………………………………….Fr. David DeJulio
DIRECTOR OF RELIGIOUS EDUCATION …………………………......Laura Rivera
lrivera@stmarktampa.org
COORDINATOR OF FAITH FORMATION/YOUTH MINISTRY…...….Jared Cunio
jcunio@stmarktampa.org
YOUTH MINISTRY ADMINISTRATIVE ASSISTANT………………..Jaclyn Lopez Reddic
jlreddic@stmarktampa.org
FAITH FORMATION ADMINISTRATIVE ASSISTANT……………….Martha Gaska
mgaska@stmarktampa.org
SACRAMENT ADMINISTRATIVE ASSISTANT………………………..Janeth Lopez
jlopez@stmarktampa.org
Messages for Faith Formation can be left on voicemail at

PARISH COMMUNICATION NUMBERS:
ADDRESS:

9724 Cross Creek Blvd
Tampa, FL 33647-2594

TELEPHONE NUMBERS:
Parish Office: 813-907-7746
FAX: 813-907-7556
Laura’s Cell Phone: 727-992-1973
WEBSITE:

stmarktampa.org
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Policies
A. Privacy:
The Faith Formation office keeps records of a confidential nature: Attendance, discipline, last grade completed, address, phone
number, date of birth, sacraments received, marital status of parents, disabilities, and emergency contact information. The Faith Formation office abides by the Privacy Act and will not disclose personal information to third parties without written permission from
the persons involved. Parents and/or guardians have a right to review any records kept by the Faith Formation office pertaining to
their child for any reason. Catechists are provided limited access to personal information as is necessary for them to perform their
ministry. Such information would include: last grade completed, disciplinary records, address, phone number, emergency contacts,
disability, and other family information when it is appropriate. The Faith Formation office abides by the provisions of the Buckley
Amendment with respect to the rights of non-custodial parents. In the absence of a court order to the contrary, we will provide the
non-custodial parent with unofficial copies of records when such records are requested. If there is a court order specifying that there
is to be no information given, it is the responsibility of the parent to provide the Director of Religious Education with an official
copy of the court order.
B. Communication:
The Faith Formation office, along with the Church Universal, strives to maintain open communication with all who participate in
Faith Formation sessions. We also encourage catechists and parents to keep each other informed of student progress through informal contact at the beginning and end of each class time. From time to time it may be necessary for parents to discuss issues of concern with the Catechist or the Director of Religious Education. In keeping with Church teaching and the Biblical tradition of subsidiary, issues of concern should be resolved at the lowest possible level. Parents/guardians should attempt to resolve any issues with a
Catechist by first contacting the Catechist and discussing the issue. If satisfactory progress is not made, then the parents/ guardians
may contact the Director of Religious Education to discuss the issue and request that action be taken.
C. Hurricane Plan for Program Cancellation:
Should a tropical storm or hurricane be forecast to hit our area over a weekend, it may be necessary for Faith Formation sessions to
be cancelled. The decision to cancel classes during the week will be based on the Hillsborough County School system’s decision to
cancel public school classes. If the public schools are closed due to weather on a Monday so will faith formation classes.
D. Safety:
 All Catechists, co-leaders, and any steward who will interact with children are required to complete a Diocesan Safe Environment training and fingerprinting procedure.
 Restroom use: Parents are asked to take their children to the restroom before class to minimize the need for restroom use during
class time. Please encourage parents to follow this advice.
 During class hours, the restrooms in the Faith Formation office wing are for student use only. Adults are to use the restrooms in
the lobby.
 If young students need to use the restroom, the Catechist must wait outside the restroom in the hallway until the child comes out,
and escort him/her back to the classroom.
E. Sickness or Injury
If a child gets sick or hurt the Catechist or the assistant will bring the child to faith formation office. The parents or the emergency
contact person will be called and asked to pick up the child in the Church. If neither party can be reached the child will stay in the
Church. If the child feels better or has no visible injury, he or she has the option of going back to class until time to go home.
F. Drop Off and Dismissal In order to keep our children safe and our dismissal timely, we have established the following procedures:
1. Parents must show access card in the building at both arrival and dismissal.
2. Parents must bring their child to the classroom and sign them in using the attendance form.
3. Parents must not drop off their children until the catechist is present in the classroom. If the catechist is not present when they
arrive, they should wait with their child.
4. Parents are to pick up their child at the classroom and sign them out.
5. Children are not to be released from the classroom until the parent picks them up and signs the form.
6. If a child has not been picked up by the time the catechist leaves, the catechist is to bring the child and sign in sheet to the Faith
Formation Office.
G. Right to Amend
This handbook is primarily a means of communication. It is meant to provide you, the catechist, with helpful information on how we
intend to go about our ministry. St. Mark the Evangelist Faith Foundation program reserves the right to amend this handbook as
necessary. Catechists will be notified, in writing, if changes are made to any procedures or information contained in this handbook.
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G. Behavior Policy
The learning environment at any session/class sponsored by the Faith Formation Office will take to heart the need to provide a
safe, enjoyable environment for all student/parents who will be involved. The Catechists and Coordinators will treat each and
every participant with the dignity, love and care that they deserve as they creations of God that they are. In any instance where
a child is under the supervision of a Catechist/Adult Volunteer in association with Faith Formation Ministries, all participants
will be treated as is described in our Safe Environment standards document.

CODE OF CONDUCT FOR CHILDREN AND YOUTH
within the Diocese of St. Petersburg, FL
The first premise of this code is that children and youth function best when behaviors and expectations are clearly
defined. It is accepted that parents are the first and foremost educators of their children in all aspects of their development. This experience aims at developing upright citizens and good Christians, following the new commandment Jesus gave His disciples, "A new commandment I give unto you that you love one another." (John 13:34-35) In Timothy
4:12, we read, "Let no one have contempt for your youth, but set an example for those who believe, in speech, conduct, love, faith
and purity." Timothy is urged to rely on the gifts he has received from God. This code urges our children and youth to rely on God's
gifts to them, especially charity, chastity and purity. This calls the young person to acknowledge and promote one's personal dignity
and the rights that go with it. It becomes important for children and youth to know the difference between "right" and "not right"
relationships. "Right" relationships foster personal, spiritual, and emotional growth, e.g., the ability to communicate, to forgive, to
show affection, to be honest, vulnerable, dependable, etc. "Not right" relationships become harmful and hurtful, and even abusive.
Abuse occurs when someone does not respect another's boundaries, uses power, tricks, threats, or violence to cross or change another's boundaries, or inflicts hurtful or unwanted behavior (physical, verbal, emotional, or sexual) on another person. This code is
used in conjunction with existing local or diocesan policies, protocols or other codes and is not intended to supersede them. When
engaging in formal and informal activities, functions, and programs, children and youth are expected to behave appropriately at all
times, respecting the rights of others.
1. Christian behavior is expected at all times.
2. Respect for individuals, the community and facilities being used is required.
3. Cooperation and self-control are necessary when participating in programs and activities.
4. Dress must be in accord with the activity and appropriate for a Christian environment.
5. Unacceptable behavior and lack of cooperation will not be tolerated, but will be addressed appropriately. Examples of unacceptable behavior are as follows, though not limited to:
a. disrespect for adults and peers
b. use of vulgar language or gesture, use of racial slurs
c. damaging of property
d. fighting or intent to injure others
e. constant disturbance of others at work or in an activity
f. cheating
6. Possession of weapons, possession, sale or use of alcohol or drugs are forbidden.
7. No child or youth has the right to treat another in any manner that will cause physical or emotional pain. Therefore, harassment of
any kind is unchristian and unacceptable.
8. Coercion or threats to do something physically hurtful or for the purpose of exposing someone or something about another is unacceptable behavior.
9. Chastity is a virtue to be held in high esteem and promoted in practice. Sexual abuse of any sort, coercing a person to engage in
sexual acts against her or his will, physically touching the sexual parts of another's body, treating a person like a sexual object are
unacceptable and abusive behavior. Consensual sex between students or initiated by minors to adults must never occur.
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Policy for the Protection of Children and Vulnerable Adults
Diocese of St. Petersburg
Revised and Approved July 2017)
INTRODUCTION The Diocese of St. Petersburg is committed to the well-being of those served by the Church. The People of God have a right to be able to trust
those who minister to them in God’s name. The violation of this trust through Sexual Abuse by any Church Personnel is a source of great physical, mental and emotional pain for those involved and for the entire Church community. The Diocese published its first policy for the protection of Children and Youth on June 10, 1991,
which required both Employees and Volunteers who work with Children and Youth in any parish or Catholic School program to complete written employment or
Covered Volunteer applications respectively for service with accompanying references. Beginning April 15, 1992, the diocese required background screening and
fingerprinting of all Employees who have the care, responsibility, and/or supervision of Children and Youth. In July 1997, the Province of Miami required all dioceses
to add Vulnerable Adults to the protected classes of Children and Young People. Background screening, reference checking, fingerprinting, and written employment
and Covered Volunteer applications were now required of those desiring to work or volunteer with Children, Youth, and Vulnerable Adults. In November of 2001,
contractors and vendors were added to the list of those requiring background screening. In June 2002, the United States Conference of Catholic Bishops (USCCB)
adopted the Charter for the Protection of Children and Young People (Charter), which required background screening and Safe Environment Program training for all
who may have the care, responsibility, and/or supervision of Children and young people. The USCCB obtained confirmation by the Holy See for the Essential Norms
for Diocesan/Eparchial Policies dealing with Allegations of Sexual Abuse of Minors by priests or deacons in November 2002. The Diocese of St. Petersburg revised
its policy to comply with the Charter and the Essential Norms in December 2002 and again in May 2006 in response to the first revision of the Charter in 2005. The
diocese publishes this revision as a response to the second revision of the Charter in 2011 and of its current policy as part of a continuing commitment to its pastoral
responsibilities and to the gospel. This revised policy in combination with procedures and guidelines provides for the implementation and enforcement of a safe environment for our Children, Youth, and Vulnerable Adults.

POLICY AND SCOPE
Policy to Protect. The Bishop of the Diocese of St. Petersburg will make every reasonable effort to prevent Sexual Abuse of Minors and Vulnerable Adults, and to
respond promptly to all credible Allegations of abuse. As such, the Diocese of St. Petersburg will comply with all obligations of civil and canon law and will promote
healing where it is needed, provide education, training and guidance when it is appropriate, and endeavor to prevent any Sexual Abuse of Minors and Vulnerable
Adults with firm justice and mercy towards all. No person, including Clergy, who has been determined to have engaged in Sexual Abuse of a Minor or

Vulnerable Adult, will be allowed to remain in active ministry. Such actions violate Christian principles and are outside the scope of duties and employment of all
Church Personnel. The diocese will not tolerate such behavior. This policy applies to all diocesan entities and their

Contractors and Vendors to include parishes, schools, early childhood centers, and associated activities within the diocese. Care will always be taken to protect the
rights of all parties involved, particularly those of the person claiming to have been sexually abused and the person against whom the charge has been made. When the
accusation has been proved to be unfounded, every reasonable step will be taken to restore the good name of the person falsely accused.

Policy to Respond to Allegations. The Diocese of St. Petersburg will respond promptly to any Allegation where there is reason to believe that Sexual Abuse of a
Minor has occurred. The diocese will utilize an objective outside investigator to investigate any such Allegations. The diocese will maintain a Victim Assistance Minister to coordinate assistance for the immediate pastoral care of persons who report Sexual Abuse incidents that occurred when they were Minors by Clergy or other
Church Personnel. The procedures for those making a complaint are readily available on the Internet via the Diocese of St. Petersburg website at http://www.dosp.org/
safe-environment/how-to-file-an-abuse-complaint/

Toll Free Contact Number for the Diocesan Victim Assistance Minister: 1-866-407-4505
Policy to Report. The Diocese of St. Petersburg will report an Allegation of Sexual Abuse of a person who is a Minor or Vulnerable Adult to the appropriate civil
authorities. The diocese will comply with all applicable civil laws with respect to the reporting of Allegations of Sexual Abuse of Minors and Vulnerable Adults and
will cooperate in the civil authorities’ investigation in accord with Florida state law[i]. The diocese will cooperate with civil authorities about reporting cases even
when the alleged victim is no longer a Minor. In every instance, the diocese will advise those who allege abuse of their right to make a report to civil authorities and
support this right.

Call in all reports of actual or suspected abuse to the local law enforcement agency (911) or to the state Department of Children and Families (DCF) Abuse
Hotline Registry: 1-800-96ABUSE (1-800-962-2873). Any person who knows or suspects child abuse, abandonment, or neglect and who knowingly and willfully
fails to do so, or who knowingly and willfully prevents another person from doing so, commits a felony of the third degree, punishable by one year in jail and a $5,000
fine.

Policy on the Diocesan Review Board. The Diocese of St. Petersburg Diocesan Review Board functions as a confidential consultative body to the bishop. The majority of its members will be lay persons not in the employ of the diocese in accordance with Essential Norms for Diocesan/Eparchial Policies Dealing with Allegations of Sexual Abuse of Minors by Priests or Deacons, 2006. This board will assist the Diocesan Bishop in assessing Allegations and fitness for ministry, and will
regularly review Diocesan Policies and Procedures for dealing with Sexual Abuse of Minors and Vulnerable Adults. Also, the Board can act both retrospectively and
prospectively on these matters and give advice on all aspects of responses required in connection with these cases.

Policy on Removal of a Priest or Deacon from Ministry. Sexual Abuse of a Minor by a cleric is a crime in the universal law of the Church (CIC, c. 1395 §2;
CCEO, c. 1453 §1). Those who habitually lack the use of reason, regardless of age, are to be equated with Minors (CIC, c.99). The Congregation for the Doctrine of
the Faith (Motu proprio, Sancramentorum sanctitatis tutela, 2001, revised 2010) has reserved this jurisdiction because of the seriousness of this matter. Even after a
single act of Sexual Abuse of a Minor— whenever it occurred—which is admitted or established after an appropriate process in accord with canon law and the Essential Norms, the offending priest or deacon is to be permanently removed from ministry and, if warranted, dismissed from the clerical state. If an Allegation of Sexual
Abuse of a Minor is made against the bishop, the Apostolic Nuncio shall be notified and the investigation shall proceed according to his direction. The Diocese of St.
Petersburg will follow the requirements of the universal law of the Church and the Essential Norms approved by the USCCB, along with all state and federal laws
concerning the protection of Children, Youth and Vulnerable Adults.
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Policy on the Standards of Ministerial Behavior. The Diocese of St. Petersburg will maintain standards of ministerial behavior and appropriate boundaries for
Clergy and for any other paid personnel and Volunteers of the church in positions of trust who have the care, responsibility, and or supervision of Children, Youth or
Vulnerable Adults. This policy can be viewed on the diocesan website at http://www.dosp.org/safe-environment/wp-content/uploads/sites/22/Practical-Standards-ofProfessional-Responsibility-for-Priests-.pdf

Policy on Communications. The Diocese of St. Petersburg will be open and transparent in communicating with parish, other church communities, and the public
about Sexual Abuse of Minors and Vulnerable Adults within the confines of respect for the privacy and the reputation of the individuals involved.

Policy on Distribution. A copy of this policy will be distributed to all diocesan entities in printed form for posting to the general public. This policy will also be
posted on the diocesan website at

http://www.dosp.org/safe-environment/policy-for-the-protection-of-children-and-vulnerable-adults/
Policy on Background Screening. The Diocese of St. Petersburg require that all Church Personnel, candidates for ordination, Contractors, and Vendors who may
have the care, responsibility, and or supervision of Children undergo a Level 2 FDLE/FBI Criminal History Background Screening, currently using the Volunteer,
Employee Criminal History System (VECHS) and must meet the Diocese of St. Petersburg Minimum Standards of Moral Conduct. Employees must also receive a
Level 2 background check as a condition of employment. The Safe Environment Program Office is responsible for administering the background screening function
for the diocese.

The FBI requires that background checks only be used for the purpose intended. Therefore, the diocese does not accept FBI background checks or background checks
run by other entities for other purposes. The diocese does not accept proof of Level 2 background checks or letters from other entities certifying a Level 2 background
check. All Church Personnel, candidates for ordination, Contractors and Vendors who may have the care, responsibility, and or supervision of Children will be required to undergo a Criminal History Background Screening conducted by the Florida Department of Law Enforcement (FDLE) and the FBI Volunteer & Employee
Criminal History System (VECHS) every five years. Church Personnel who move from one entity to another within the Diocese of St. Petersburg with no break in
service must submit a personal request in writing to the Safe Environment Program Office asking that proof of his or her background check be transferred from the
losing entity to the gaining entity or entities. If there is a break in service, a re-screening must take place.

Background Screening Reports and Clearance Letters for employees and covered volunteers will be secured in locked containers at the respective parishes, schools, or
other diocesan entities. Only the parish pastor, the school principal, diocesan entity head or their specifically-authorized delegates will have access to these records.

Copies of Contractor Criminal History Records and Background Screening Reports will be kept on file and secured at the Diocesan Safe Environment Program Office. Contractor/vendor employers will only receive clearance or non-clearance letters for their employees.

Policy on the Diocesan Safe Environment Program (SEP) Training. Under Article 12 of the Charter, the Safe Environment Program Office is responsible for the
administration of Safe Environment Program Training. The Diocese of St. Petersburg will require SEP training of all Church Personnel, Contractors, Vendors, and
candidates for ordination who may have the care, responsibility, and or supervision of Children, Youth or Vulnerable Adults. These individuals must complete the
required SEP training, which is offered online. This training expires five years from the initial date of training and also qualifies the recipient for employment or volunteer ministries which involve the care, responsibility, or supervision of Vulnerable Adults. SEP training re-certification is required every 5 years thereafter.

Extraordinary Ministers of Holy Communion to the Sick and Homebound and Pastoral Care Providers who wish to have the care, responsibility, and or supervision of
Vulnerable Adults must complete the online Safe Environment Program, in addition to the training required for those who exercise this ministry. This training expires
5 years from the initial date of training and also qualifies the recipient for employment or volunteer ministries which involve the care, responsibility, or supervision of
Children. SEP re-certification is required every 5 years thereafter. The diocese does not accept safe environment program training from other archdioceses, dioceses or
eparchies because state laws, policies, procedures, and program jargon differ. Individuals coming into the Diocese of St. Petersburg must complete the online Safe
Environment Program training. The Safe Environment Program Office will oversee training and education in cooperation with parents, civil authorities, educators,
and community organizations. It will require education and training for Children, Youth, parents, ministers, educators, Volunteers, Contractors and Vendors to make
and maintain a safe environment for Children, Youth and Vulnerable Adults.

The Diocesan Safe Environment Program Office is also responsible for maintaining a central database that will track the training and background screening status on
all program participants. Appropriate staff members of parishes, schools and other diocesan entities are to inform those persons requiring 5-year recertification training prior to the expiration of their 5-year certification period.
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Definitions:
Adult: An individual who is 18 years or older and who is no longer in high school.
Allegation: A statement or accusation of abuse, especially Sexual Abuse.
Care, Responsibility and or Supervision: Unsupervised access by members of the Clergy and/or Religious Institutes, Seminarians, Lay Persons, Employees, Covered Volunteers, Vendors or Contractors to any Child or Vulnerable Adult participating in any ministry or activity of the Diocese or any parish, school or other diocesan entity. This includes clergy, members of religious institutes, seminarians and lay persons.
Child, Youth, or Minor: A person less than eighteen (18) years of age unless emancipated by law. Minors and the combined term “Children and Youth” are used
interchangeably.
Church Personnel shall mean all of the following:
Clergy: All priests and deacons who possess or desire faculties for ministry in the Diocese of St. Petersburg.
Contractors and Vendors: This class of persons shall be understood for purposes of this policy and in accordance with the VECHS User Agreement to include Contractors, Vendors, Licensees, Consultants, and Memo of Understanding (MOU) personnel who have unsupervised access to Children, disabled or elderly persons for
whom the diocese provides care, responsibility and/or supervision.
Covered Volunteer: Any unpaid person who is engaged or involved in any diocesan institution or parish activity, and who is entrusted with the care, responsibility,
or supervision of Children or Vulnerable Adults. Covered Volunteers must be 18 years of age or older and are not in high school. Individuals younger than 18 years
old are not permitted to assume the primary care, responsibility and/or supervision of Children, Youth or Vulnerable Adults, although they may be permitted to assist
an adult who meets the criteria to do so.
Criminal History Background Screening: An investigation of an individual’s background that may be contained in the public record to include municipal, county,
state, federal law enforcement, Social Security and state driving records. The Diocese currently conducts its screening through VECHS but reserves the right to use
other third-party professionals.
Employee: Any lay individual who is employed by or engaged in ministry with the Diocese, Parish, School or other entity affiliated with the Diocese of St. Petersburg, who receives compensation for services (regardless of form) rendered in which the obligation to withhold for payroll tax (FICA, Medicare, and withholding)
exists, whether part-time or full-time. All Employees, even those under 18 years of age (14 – 17 years of age) are subject to background screening as a condition of
employment. Parental consent is not required in the state of Florida to sign the FDLE VECHS Waiver/Agreement. “Personnel” as defined herein, has reference only
to the applicability of this policy and is not indicative of any agency or employment relationship between the diocese and the party whose compliance with this policy
is sought.
Pastoral Care Providers: Volunteers who are entrusted with the care, responsibility and supervision of any Child or Vulnerable Adult, who provide various types of
service and assistance to the sick and shut-in as a form of ministry. Types of ministry-in-service may include but are not limited to Vehicle Drivers, Errand Runners,
Bereavement Ministers, Care Givers, Pastoral Ministers, Health Ministers, Helping with Chores, etc.
Qualified Entity: The Diocese of St. Petersburg is a Qualified Entity within the FDLE Employee, Volunteer Criminal History System (VECHS).
Sexual Abuse: Any act as defined by Chapter 39 and Chapter 415 of the Florida Statutes.
Vulnerable Adult: A person as defined by Chapter 39 of the Florida Statutes.
End notes:
[1] The statutory confidentiality of privileged communications established in Section 90.505, F.S., shall be observed when applicable to all reporting required under
this paragraph. Section 90.505, F.S. establishes a privilege with respect to communications to Clergy, if made privately for the purposes of seeking spiritual counsel
and advice from a member of the Clergy in the usual course of practice or discipline and not intended for further disclosure.

IMPORTANT CONTACT INFORMATION
Diocesan Victim Assistance Minister (toll-free):

(866) 407-4505

Diocesan Safe Environment Program Office:

(727) 344-1611, ext. 5377

Florida Department of Children & Families

Abuse Hotline Registry (toll-free):

(800) 962-2873

Local Law Enforcement Agency:

911
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CODE OF CONDUCT FOR ADULTS WORKING WITH CHILDREN
within the Diocese of St. Petersburg, FL

K.
Introduction
The Catholic Church in west central Florida is blessed with a great diversity of persons created in the divine image. We respect, honor and celebrate
the Image of God revealed in human uniqueness, dignity and diversity, as suggested in Genesis 1:27: "On the sixth and last day of the creation, God
created a man to His own Image: to the Image of God He created him". We believe that every child is a gift from God from the moment of conception. We believe that the children enrolled in our schools, parish religious education programs and other programs must be treated with dignity, respect and care, as described in "A Sacred Trust, The Safety of Our Children" (National Catholic Education Association, 2003). An adult involved in
any role of a program is defined as a person who is at least twenty-one years of age, and who has been approved to work with young people by the
pastor, principal, community organization leader or a designate. (McCarthy, 2002 a). We serve all young people without regard to gender, creed,
national origin, age, sexual orientation, marital status, socioeconomic status, political beliefs or disabilities. All adults working with youth in any
capacity must be approved through the proper background checks and screening as required by the Diocese of St. Petersburg. This code is not intended to otherwise limit the expectation of staff, children, students, and volunteers to engage fully in the traditions of teaching, celebrating, participating in and being formed by the Catholic faith, including but not limited to curriculum, catechesis, the sacraments, other liturgies, worship services,
and ministries. This code is used in conjunction with existing diocesan policies, protocols or other codes and is not intended to supersede them.
Professional Role
1. Adults recognize the dignity of each person and refrain from behaviors or words that are disrespectful to anyone of any group.
2. Adults work collaboratively with the pastor, supervisors and associates in community, or school programs. These adults distinguish their own
private opinions from those of the Catholic faith or their profession in all publicity, public announcements or publications.
3. Adults have a responsibility in all relationships to witness the chastity appropriate to their vocation in life, whether celibate, married, or single.
4. Adult leaders are competent and receive education and training commensurate with their role(s) and responsibilities working with youth. They are
to be made aware of all diocesan policies for working with youth.
5. Adults are aware they have considerable personal power because of their position or ministry. Therefore, they will sustain respectful relationships,
avoiding manipulation and other abuses of power.
6. Adults maintain appropriate professional boundaries, e.g., physical, sexual, relational and emotional. Appropriate use of time for working with,
speaking with and engaging with children and youth is an important boundary. Adults are not to be available 24/7, but rather work within normal
expected time frames. 7. Adults model healthy and positive behaviors with young children, adolescents, and other adults.
Professional Accountability
8. Adults must never engage in sexual intimacies or overt sexual behaviors with children and/or youth. This includes consensual and nonconsensual
contact, covert or overt seductive speech or gestures that sexually abuses, exploits, or harasses another person.
9. Touching should be age appropriate and based on the need of the minor and not on the need of the adult. An adult is to avoid physical contact
when alone with a minor. If a minor initiates physical contact, an appropriate, limited response is proper.
10. Procuring, providing, or using alcohol and/or controlled substances for or with youth is inappropriate and unethical.
11. Adults should never possess or use alcohol or drugs while supervising and/or participating in a youth activity.
12. Adults always meet with young people in areas that are visible and accessible.
13. One-on-one meetings with a young person are best held in a public area, or if that is not possible, then the door to the room is left open. Another
adult is to be notified about the meeting whenever feasible. Notify parents of meetings.
14. It is always a preferred practice to have two adults present in the area where youth are present. 15. Driving alone with a young person should be
avoided.
16. Adults are not to be alone with minors in a residence, sleeping facility, locker room, rest room, dressing facility, other closed room, or isolated
area that is inappropriate to a ministry relationship.
17. Audiovisual, music, and print resources used in programs must be screened prior to use to ensure their appropriateness for the participants. It is
never appropriate to use an "R" rated movie without parental consent or without screening for sexual content, nudity, language, violence, and themes
or content which harm the dignity of the human person. Even "PB" movies should be reviewed carefully. Movies with ratings stronger than "R" are
never appropriate. Music lyrics should also be reviewed to ensure their appropriateness. Parents should be informed of movies that will be used in
conjunction with any program.
18. The computer and internet are acceptable and common means of communication and entertainment. Adults must never engage with sexually
explicit and/or pornographic materials or chat rooms with children and youth. They should not use any computer software, games or any form of
internet personal interaction or entertainment that could not be used comfortably in the presence of parents. 19. Adults are trained to be aware of the
signs of physical, sexual, and psychological abuse and neglect.
20. Adults are aware of their limitations with respect to paraprofessional counseling and will make appropriate referrals.
21. Adults agree to adhere to civil and ecclesial law, policy and procedure for reporting abuse, suspected abuse or neglect.
22. Adults are aware of and comply with all applicable parish, organizational and/or diocesan policies with special attention
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6.1 Diocesan Harassment Policy
Harassment Policy for Non-Employment Situations in
Schools/Centers, Parish Religious Education and Parish Youth Ministry
Programs of the Diocese of St. Petersburg
POLICY:
The Diocese of St. Petersburg requires that each parish, Catholic school or early childhood center establish and adopt this
policy that prohibits any form of harassment by any individual. The Diocese of St. Petersburg strives for the establishment of
a Christian, professional and supportive educational environment for all persons engaged in or involved with religious education programs, schools and early childhood centers, and parish youth ministry programs in non-employment situations.
No parish, school, or early childhood center will be responsible for off campus harassment, unless it occurs at a parish-,
school-, or early childhood center-sponsored event.
PURPOSE OF THE POLICY:
The policy intends:
that each individual is free from physical, psychological or verbal intimidation and harassment in the schools, early childhood centers, religious education and youth ministry settings;
that each individual involved in schools, early childhood centers, religious education and youth ministry programs maintain and further develop attitudes and behaviors which express respect for others and are reflective of each persons’
God-given dignity;
to encourage a heightened sensitivity toward behaviors that others may find offensive and intimidating, whether these
behaviors refer to race, religion, color, gender, sexual orientation, national origin, age, marital status, familial status,
veteran status or disability.
This policy is not intended to otherwise limit the expectation of staff, children, students and volunteers to engage fully in the
traditions of teaching, celebrating, participating in and being formed by the Catholic faith, including but not limited to curriculum, catechesis, the Sacraments, other liturgies, worship services and ministries.
EXPLANATION OF HARASSMENT:
Harassment can result from a single incident or from a pattern of behavior involving verbal, written or physical conduct or
communication.
Harassment encompasses a broad range of behaviors, which could include, but are not limited to:
Physical, mental or verbal abuse
Insults, jokes, or derogatory slurs based on one or more of an individual’s protected status(es)
Unwelcome sexual advances or touching
Implicit or explicit requests for sexual favors
Unwanted sexual comments (serious or humorous)
Unwanted sexually suggestive telephone calls, letters, e-mail, etc.
Comments or jokes based on issues of modesty and developing social awareness
Unwanted forced involvement in activities (e.g., physical, religious, etc.)
Coercion of religious styles or personal beliefs upon a participant
Intimidation in front of a group of forced personal sharing in groups
Inappropriate media or music use which would violate this policy
CONFIDENTIALITY:
The right to confidentiality, both of the complainant and of the accused, will be respected to the extent possible, but will be
consistent with legal obligations and with the necessity to investigate allegations of misconduct and to take corrective action
when this conduct has occurred.
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Confidentiality
It is understood and agreed to that in your role as a VOLUNTEER you will have access to certain information
that is and must be kept confidential. To ensure the protection of such information, and to preserve any confidentiality necessary under the guidelines of St. Mark the Evangelist Catholic Church. It is agreed that:
Confidential Information can be described as and includes:
Any and all information relating to parishioners including; marital status, age, address or domicile, finances, names of children, sacramental disclosures, immigration status, race, origin, social security information, education and employment status whether past, present or future and whether such information is
designated as “Confidential Information” at the time of its disclosure.
The VOLUNTEER agrees not to disclose the Confidential Information obtained from the discloser to anyone
unless required by law.
Any addition or modification to this Agreement must be made in writing and signed by the Pastor and the
VOLUNTEER.
Fidelity
I hereby declare that as my role and responsibility as a Catechist for St. Mark the Evangelist Catholic church, I
am committed to assist in teaching our youth authentic doctrine and to refrain from putting forth as Catholic
teaching, doctrine and/or dogma that is contrary to the Church’s magisterium, including but not limited to, refraining from sharing personal opinion or beliefs that are not in accordance with Catholic teaching.
I commit myself to follow the curriculum outline established by the Faith Formation department and to meet
the goals and /or objectives of the program to the best of my abilities.
Dress Code
All faith formation staff members, catechists and youth volunteers represent the Catholic Church, we are the
face of the institution and we also serve as role models for those we serve. It is for this reason that it is important to carry ourselves as children of God having in mind that we are temples of the Holy Spirit and we are to
respect ourselves and avoid causing others to sin. It is for this reason that we are all expected to comply with
the dress code policies outlined below.
Headwear: NO hats, bandanna, rags, or caps are to be worn inside the building. NO headphones are to be used
either.
Shirts & Blouses: NO skin or underwear should show at any time. Shirts and blouses should be long enough
to cover your skin. NO tank tops, halter tops, spaghetti straps, or midriff tops may be worn. Blouses must be
cut no lower than your pinky when your thumb is placed on your chin with the thumb touching the lower lip
and head held straight. NO CLEAVAGE. NO clothing with inappropriate messages promoting alcohol, tobacco, gangs, violence, sex and/or offensive message may be worn.
Pants: NO underwear should be seen. Pants must be worn on the waist and remain on the waist or be fastened
with a belt.
Skirts and Dresses: NO short skirts or dresses. Maximum of 2 inches above the knees is permitted, including
sides and slits. NO spandex style shorts, cut up jeans, running shorts, boxer shorts or pajamas are permitted.
Bermuda shorts are permitted if they are only 2 inches above the kneed.
Footwear: NO bedroom slippers.
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L. INFORMATION AND GUIDELINES FOR CATECHISTS
 Be committed to the practice of the Catholic faith and have a willingness to share that faith.


Pray and then prepare a lesson plan for each session. Plans should be done ahead of time at least a week in advance. This will
help if an emergency substitute needs to cover your class. We will use Chart the year form to help with this process.



Keep informed and plan to attend parish and/or Diocesan workshops that are offered for In-service training or personal growth.



Plan on being present each session (Sunday or Monday depending on your schedule). Come Early! Pick up folder from the
faith formation office; greet children; have materials ready. In the event of a planned absence (vacation, family visiting, etc.),
please make a notation on the calendar located in the faith formation office or contact the Director of Religious Education or the
Coordinator of Faith Formation for a substitute. In event of an emergency (illness, car accident, etc.) please contact Laura
Rivera at 727-992-1973 or Jared Cunio 321-506-3920.



Set a tone of loving, BELONGING, and acceptance of others. Get children to know each other and to feel a part of God’s family at our parish faith formation sessions.



Because we are sharing the physical space of the classroom with others, it is necessary that the rooms be kept neat. If you walk
in a room and find something broken, or unusually messy, please contact Laura Rivera before allowing children to enter the
room. Under no circumstance should a child touch or handle items other than their Faith Formation materials.. Before leaving
the room, make sure the area is as neat or neater than before . Turn off all lights. Specific info on room set up is located in the
ministry leader handbook.



Faith Formation session times are as follows:
Sunday (1-5): 9:00-10:15; 12:00-1:15
CGS(3-6) 8:30, 10:30, 12:00, 3:45
Special Needs: 10:30

Monday(1-5): 3:00-4:15,
CGS: 3:00-4:15
Family Faith (All ages):6:30-8:30 twice a month



All written communication between Catechist and parents needs to be previewed by the DRE before being sent home. Also, any
type of outreach for a particular charity or organization must be cleared by the office.



Communication between parents and catechists is essential. Parents are the primary educators of their children and we are here
to assist them in helping our children grow in faith, knowledge, and love of our Lord and our church. Calls need to be made
whenever a child misses 3 or more sessions. This will be done by the Faith Formation office.



Accidents: In the event of an accident during Faith Formation time, please notify the Director of Religious Education or the
Coordinator of Faith Formation immediately and seek any necessary medical treatment. If Director of Religious Education cannot be located, find the Coordinator or a faith formation staff member. In ALL CASES, a written report of the circumstances of
the injury must be filed by the Catechist who was responsible for the class in which the accident occurred. This report is due
within 24 hours of the accident or injury to the Coordinator of Faith Formation.



Supply Box: Each individual class is given a supply box that is used to keep the books, group supplies and resources. Please
maintain an orderly box and plan to clean out used supplies at the end of the catechetical year before returning it to the Faith
Formation office. In addition, there will be a group set of supplies per room. Please keep this box orderly as well.



Go over classroom rules for good behavior. (Students are capable of establishing and following their own rules!) Introduce yourself and allow the children to do the same. Establish policies: fire drill, bathroom, gum, dismissal, and other housekeeping rules.



Parents are welcome in the classroom; however, do not encourage parents to conference with you now. Ask them to return another time, set an appointment after you have gotten to know their child.



Always begin and end class with prayer.



Classroom environment is important to setting the tone for the session. Please make sure to have a prayer table with the appropriate color tablecloth (will be provided by the Faith Formation office), Bible, candle and any other article that represents your
lesson for the session.



Allow the children to take responsibility for the activities in the classroom. (ie. Handing out books, prayer leader and etc.)
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Classroom Management
1. Over-prepare. Be creative. Have materials ready.
2. Be honestly excited and believe in the lesson’s message.
3. Begin immediately and do not have gaps.
4. Have an emergency “high interest” activity ready in case you discover your prepared lesson is too hard, too
easy, or doesn’t hold their attention.
5. Have a covenant understanding about procedure and behavior. Follow through on your part.
6. Teach in a standing position and move around.
7. Assign and arrange seating so that you have eye contact with each child. A semicircle is excellent for this.
8. Remove unneeded and/or distracting items from children’s table.
9. Never talk over whispers. Wait until you have 100% attention.
10. Give brief, firm, and positive directions; for example, “walk slowly and quietly”; not “Don’t run” or
“Listen to Jonathon’s report”; not “Stop talking.”
11. Find opportunities to let each child know of your respect and love.
12. Frequently praise positive behavior.
13. Be aware that each child has special abilities, problems, and needs that might affect behavior. Some are
even on medication and/or are receiving counseling.
14. God created us social beings with a need to interact. Attempt to fulfill this need in a planned acceptable
manner.
15. Pray! God loves you, is with you, and has you and the children in the “Palm of His hand.”

The Six Fundamental Tasks of Catechesis
1.
2.
3.
4.
5.

Catechesis promotes knowledge of the faith
Catechesis promotes a knowledge of the meaning of the Liturgy and the Sacraments.
Catechesis promotes moral formation in Jesus Christ
Catechesis teaches the Christian how to pray with Christ
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.
“These six tasks of catechesis constitute a unified whole by which catechesis seeks to achieve its objective: the formation of disciples of Jesus.” (NCD 20. p. 61-63)
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Guidelines for Seasonal/Holiday Celebrations
General Focus:
In Faith Formation sessions, volunteer catechists need to always emphasize the spiritual or religious aspect of all holidays, especially
keeping in tune with the Liturgical calendar. Secular traditions and customs are part of our lives and should be acknowledged, but
we are here to encourage faith formation and need to make a conscious effort to reinforce the Christian celebration of special days. It
is important to always remember that families are the primary educators-we must respect their traditions and always present the
Church’s view with positive statements. Any discrepancy between what the Church teaches and what a child says his/her family
believes must be addressed privately with the parents not in a classroom setting.
Halloween/All Saints Day:
Halloween is “All Hallows Eve” or the night before All Saints Day. Our focus is the importance of the saints and how they lived out
their faith commitment. Trick or Treat, costumes, pumpkins, etc. are fun and can be Jesus centered ways to celebrate.
Thanksgiving
Thanksgiving is a special day to thank God for His goodness and many blessings. We also remember to reach out and help those
who may not have as much as we do. We also need to be good stewards and take care of the many gifts God has given us and give
back to Him our first fruits.
Advent:
Advent is a time of preparation and waiting for the coming of Jesus. It is a time for prayer and reconciliation as we prepare ourselves for Emmanuel-God with us. Prayer should be centered around the Advent Wreath. Excitement and anticipation is appropriate
but Christmas is coming-not already here! Catechists use the chapters in the book to focus their particular age group.
Christmas
Christmas is time to celebrate! Faith Formation is not in session during this time so we do use the last session before the holiday to
enter into the Spirit of the season with the children. However, our approach is Christ-centered, particularly regarding many common
secular traditions. Santa Claus: The story of St. Nicholas, Presents: We celebrate God’s gift of Jesus to us. We give gifts to others to
show our love for them just as God showed His love for us by giving us His Son.
Epiphany:
We celebrate the manifestation of Jesus to the world. We remember the search of the Three Kings for Jesus.
Valentine’s Day:
We remember St. Valentine by giving messages of love to our families, friends, as well as the needy. We remind each other through
our love for one another God is saying Don’t forget how much I love you!
Lent:
Lent is a time of preparation for the Resurrection of Christ and a time to grow in Christ. Catechists need to use the chapters in their
books and materials in the office to engage the children in various activities that will help them and their families enter into this special time. Ash Wednesday: We begin Lent; Passion Sunday: Palm Sunday Holy Week/Triduum: All families are invited and encouraged to participate in Holy Week services.
Easter:
We celebrate the Resurrection of Christ and new life. We remind the children that the Easter Season is a period of 50 joyful days
ending on Pentecost. As always, we center on the religious aspects of the holiday. All secular celebrations including the Easter
bunny/eggs/baskets., etc. are not to be encouraged or discouraged but simply recognized as ways to help us rejoice in the Risen
Christ.
Ascension:
The Ascension celebrates Jesus’ rising to heaven and completes Christ’s visible ministry on earth. As Christians we need to continue to do His Work-we are called to be apostles and rejoice in His abiding presence among us.
Pentecost:
Pentecost is the 50th day after Easter celebrating the gift of the Holy Spirit to the Apostles-and to us! Faith Formation is not usually
in session so we need to include this feast with Easter. It is also the birthday of the Church and can be taught on the day(s) when a
class celebrates birthdays or whenever there is a lesson about the Holy Spirit.
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M. Policies Concerning Use of Videos/DVDs in the Faith Formation

TV and VCR/DVD equipment in the rooms are to be used only for showing videos/DVDs during Faith Formation sessions. No child
may operate the equipment at any time!
1. Only videos/DVDs from the Faith Formation Office or approved by
the Faith Formation Office may be shown during the sessions.
2. TV and VCR/DVD must be left as it was found.
3. Any problems with operating equipment should be reported to the
Faith Formation Office- DO NOT USE!
4. All videos/DVDs must be previewed and reserved one week ahead.
5. Videos/DVDs should be part of a lesson plan- NOT A “FILLER”





The following classrooms have a TV and DVD/VHS player in them: Matthew2, Mark 2, Luke 1 & 2, John 1 & 2
The remote controls for the TVs and DVD/VHS players are kept in the Faith Formation Office. (A staff member can show you
the exact location) Please pick up remotes from the office when you need to use them and return them to the office when you are
finished.
If for some reason we are unable to find one of our remotes, there are also 3 universal remotes configured to work with these
devices, which Mary Strickland has in her mailbox. These universal remotes can be checked out by ministries that have scheduled the rooms.

Role of a Catechist
The role of our volunteer catechists is central to the ongoing life of our church. To catechize means
“to echo or resound”. Our catechists are members of our faith community who have experienced God’s revelation and have responded to His call to see life through the eyes of faith. They lovingly give their time, talents, and treasures to our faith community in order to partner with the parish and the parents of our faith community in the handing on of our Catholic faith to our children. As members of our faith community, parents/
guardians are invited to offer assistance to our catechists and/or the Faith Formation Office for the arising
needs of our ministry. Please come and join this awesome ministry of loving and serving the Lord and His people.

A Catechist is faith, hope, and love attached to arms, legs, aches and pains, family duties and not enough time.

A Catechist is an ordinary person who is extraordinary because he or she teaches as
Jesus did.

A Catechist is faithful to the past, open to the future, but especially dedicated to deepening the faith of the present generation.

~from the poem, “A Catechist Is”
by Monsignor John Francis Murphy
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Catechist Position Profile
Responsibilities: Tasks to be performed
 Teach/facilitate the faith formation program
 Use and adapt the faith formation materials provided
 Evaluate the faith formation materials
 Support the Faith formation department in implementing the program
 Report to the DRE or CFF on the progress of the program
Qualifications: Abilities Needed
 Faith that manifests itself in your daily life
 Love for the Church and communion with its pastors
 Apostolic spirit and missionary zeal
 Willingness to give generous service
 Competence in using the shared Christian teachings.
 Skills in using multimedia in a learning program
 Willingness and ability to speak with conviction about his or her own experiences and convictions as a Catholic Christian
 Understanding adolescent growth and development, especially faith growth
 Leading a group discussion and facilitate faith sharing activities
 Understanding the content of the course
 Willingness to continue to learn about our faith
Length of Commitment and Time Required
 At Least one year, preferably two years.
 Service from: August -May
 Preparation Time: Approximately 1 hour per week
 Class Time: 1 day a week, 1 hour and 15 minute class. Please allow an additional 10-15 minutes before and after class for preparation, dismissal, and restoring classroom for the next class to use
Required Training:
 Planning meeting in August , Orientation meeting in end of August and catechist
recharge day twice a year.
 We will provide opportunities for catechetical development throughout the year.
We highly encourage all active Catechists to attend these seminars. As a Catechist we are called to ongoing spiritual formation.
“God does not call the qualified, He qualifies the called”
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Please sign and return this form to the Faith Formation Department

Faith Formation Catechist Acknowledgement Form

ACKNOWLEDGEMENT
2017-2018
I acknowledge that I have received, read, understand and accept the Catechist Position Profile,
Policies contained in the Catechist Handbook including the local Parish Program Policies and
Procedures (including Confidentiality agreement, Fidelity Agreement and Dress Code), the
Harassment Policy in Non-Employment situations and the Safe Environment Policies of the
Diocese of St. Petersburg.

Printed Name

Signature
Date
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