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Family Formation’s Mission and Vision  
 
Our Vision: Transforming the world, one family at a time. 
 
Our Mission: Family Formation is designed to help parents respond to the 

Church’s call to be “the first and foremost educators of  their children”* 
and to help families grow in the transforming love of  God by 
understanding and living the Catholic Faith. 
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unless prior arrangements have been made with the Nursery 
Coordinator. 

• The center portion of  the Nursery can be scheduled for use with the 
Nursery Coordinator.  Ministries may then use the Nursery only after 
proper staffing has been arranged according to guidelines.  The room 
adjacent to the center portion of  the Nursery will be furnished with a 
selection of  toys to be used by parents needing a place to entertain 
their children for short periods of  time. 

• During Sunday Masses, children between the ages of  6 weeks and 3 
years will be welcomed into the Nursery for care. 

• During other scheduled events the age range will be more flexible, 6 
weeks to 10 years, according to the needs of  the specific function. 

• If  a child is being cared for in the Nursery and is in need of  being 
nursed, the mother may use the infant side of  the Nursery.  If  the child 
is not being cared for in the Nursery, nursing mothers are asked to use 
the counseling rooms in the back of  the church. 

• The diaper changing stations in the Nursery are to be used for children 
being cared for in the Nursery only.  There are changing tables and 
emergency supplies located in the bathrooms for other situations. 
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soon as possible.   
• All injuries will be documented in the Incident Report Book, located in the 

Nursery, and reported to the parents when they pick up their child.   
• In the event an injury requires medical attention, the child’s medical 

insurance is the primary provider. 
  
Staffing 
• The Nursery is run on the team concept that parents using the 

Nursery are expected to take a turn working in the Nursery.  We 
need everyone’s help if  we are to make the Nursery a nurturing 
place for our children.  All nursery assistants must meet volunteer 
requirements as listed in the Parish Guidelines. 

• Nursery staffing for Sunday Masses will be provided by volunteer teams 
with an adult serving as a Team Leader. 

• To use the Nursery for events other than Sunday Masses, a lead person 
at least 16 years of  age must be responsible for the room.  Additional 
volunteer helpers must be at least 11 years old. 

• Childcare volunteers who are at least 16 years of  age will work with a 
ratio of  6 toddlers or 3 infants per caregiver.  Two additional children 
may be cared for by each teen volunteer, age 11 to 15 years old.  A 
combination of  children in these age groups is common.  Please use 
your own judgment.  Never take more children than you are 
comfortable with supervising (consider three toddlers and one infant as 
an example). 

• The room may serve 35 children between the infant and toddler areas 
(25 on the toddler side and 10 on the infant side). 

  
Noah’s Ark Nursery Use 
• The center portion of  the Nursery will be open and staffed by Nursery 

Ministry volunteers for Sunday Masses.  This portion of  the Nursery 
will be open for other ministry use only when arrangements have been 
made to provide supervised childcare according to established and 
stated guidelines.  The ministry itself  should arrange this supervision, 
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Touch Policy 
It is the policy at Noah’s Ark Nursery that children can receive light hugs, 
be held, and may have their backs rubbed over clothing only with the 
permission of  the child. 

  
Illness/Sickness Policy 
• Please do not bring your child to the Nursery if  they have any of  the 

following symptoms and/or illnesses: 
• fever greater than 100° within the last 24 hours 
• thick or discolored nasal discharge 
• diarrhea 
• enlarged glands 
• vomiting 
• sore throat or harsh cough 
• any type of  undiagnosed rash 
• a contagious stage of  communicable disease 
• a recent exposure to a communicable disease where child may be in a 

potential incubation period 
• Conjunctivitis (Pink Eye) 
• Impetigo 
• lice 

  
• If  your child is being treated with antibiotics, he or she should be on the 

medication for at least 24 hours prior to coming to the Nursery.  
Childcare providers will not administer medication of  any kind. 

• If  a child does become sick during the Nursery visit, the child will be 
separated from the other children and the parent will be notified 
immediately.  The sick child will be supervised at all times until the parent 
arrives.  The parent and child will then need to leave the Nursery to ensure 
a healthy environment for the children and the childcare providers. 

 
Injury Policy 
• In the event of  an injury beyond first aid, the parent will be notified as 
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5. Separation: If  the child has not successfully redirected his or her 
behavior with the previous guidance strategies, the child will be 
removed from the toy or activity and placed in a chair for no 
longer than three minutes to calm down.  After this time, the child 
will be reintegrated into the group.  The child will be under 
continual supervision during this time.  We will help the child 
become involved in another activity.  Parents will be notified when 
they pick up their child if  this separation strategy has been needed 
more than three times during a particular visit to the Nursery. 

  
Dealing with Separation 
• Separation anxiety is a natural part of  a child’s development and signals 

that a strong bond has formed between parent and child.  It is our goal to 
assist you as parents in enjoying your worship or other ministry time, and 
for your child to make his or her transition into and stay in the Nursery a 
pleasant, fun experience. 

• The Team Leader will ask the parents how they would like to handle the 
child struggling with separation.  The childcare providers will let your child 
cry for only 15 minutes.  After that time, if  your child is still inconsolable, 
someone will locate you.  Please wear your numbered tag; this will make it 
much easier to locate you.  You are also encouraged to return in ten 
minutes to check on your child’s progress without the child being aware of  
your presence.  The staff  can provide you with ideas on how to do this. 

• If  you decide, at some point, that your child has struggled long enough, 
please seek the Team Leader to assist you in picking up your child.  Your 
child will be brought to you in the welcome area.  We suggest that you 
remove the child from the Nursery in a way that lets your child know that 
you have made the decision for him or her to leave rather than having the 
child believe he or she is leaving because of  his or her behavior.  For 
example, you might say, “I am ready to pick you up now; you did a great 
job!” 
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Building SecurityBuilding SecurityBuilding SecurityBuilding Security    

  
The church building is normally locked between 10pm and 7am. 
  
Limited Access Areas (See map) 

• Upstairs at all times unless with a supervising adult (Locked) 
• Back Maintenance areas beyond the supply area.  (Locked) 
• Main church altar area 
• Music areas of  the main church and chapel  
• Adoration Chapel will need to use security code from 9pm-7am.  
• Kitchen 

• Use of  ovens by approval only (training will be provided) 
  

Safe Environment Requirements for Safe Environment Requirements for Safe Environment Requirements for Safe Environment Requirements for     
Children’s Programs Children’s Programs Children’s Programs Children’s Programs     

    
Volunteer Guidelines 
Those 18 and older are required to have the following completed and on file 
with the parish office before beginning volunteer work with any children’s or 
youth program at the Church of  Saint Paul: 

• VIRTUS Adult Awareness training.* 
• Diocesan-approved Background Check.** 
• Code of  Conduct Form signed** 

Volunteers under 18 years of  age are required to have: 
• Two Youth Background Evaluations completed by an adult other than a 

parent or staff  member ** 
• Code of  Conduct Form signed** 

 

    

I. General Parish GuidelinesI. General Parish GuidelinesI. General Parish GuidelinesI. General Parish Guidelines    
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Ministries Affected 

Volunteers in all ministries that work with children, youth, and vulnerable 
adults are required to attend the Adult Awareness Training by VIRTUS, 
and have a formal Background Check, and sign the Archdiocesan Code of  
Conduct form.  

  
  
 
 
 
 
 

*All volunteers age 18 and over must be Essential 3 qualified.  This 
includes Safe Environment (VIRTUS training), complete a 
background check, and sign a Code of  Conduct.  We are in the 
process of  recredentialing all volunteers, so if  you have not 
completed a background check in the past three years, you will be 
contacted to do so.  This process is now online and your new 
background check will cover the next three years. 

**Anyone ages 13 – 17 must have two Youth Background 
Evaluations (green form) on file in the parish office and must also 
sign a Volunteer’s Code of  Conduct annually. 
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• Family Formation 
• Sunday Celebration 
• First Sacraments 
• Saints Yes 
• Handmaidens of  the Lord 
• Soldiers of  Christ 
• Epiphany Pageant 
• All Nursery Workers 
• Home Education Ministry 
• Vacation Bible School 

• VBS Camp out 
• Living Stations 
• Junior High Youth Group 
• Senior High Youth Group 
• Confirmation 
• Youth Music Ministry 
• Mission Trips 
• Altar Servers 
• Ushers 

and are interested 
• free play for those not wanting to participate 
• snack and water at the tables with prayer of  thanksgiving 
• story, music, or a movie 
• free play 
• sign-out and departure 

  
Behavior Guidance Plan 

Children are constantly growing, learning, and experimenting with new 
behaviors and ways to interact with others.  Often, they need direction 
and limits placed on these behaviors, which will assist them in their 
learning process and help them to know that they are loved.  While 
your child is in the Nursery, the childcare providers will be models of  
respectful, loving behavior towards others and will be teaching your 
children to do the same.  We will use praise and encouragement with 
your child as often as possible. 

  
When a child does need guidance in redirecting inappropriate behavior, we 
will follow this redirection plan: 

1. Adult presence: We will physically get down to the child’s level, 
make eye contact, and gently tell them what we expect (for 
example: “We do not bite others.”).  We will praise the child when 
behavior has changed. 

2. Redirect the child to a different activity or toy; use praise when the 
child has involved themselves in another activity. 

3. Problem solving with the child: Help child find another way to 
express anger, frustration, or to his or her needs met.  Praise the 
child when he or she has solved the problem or his or her 
behavior. 

4. Provide natural consequences for behavior: For example, a child 
purposely knocks over another child’s block tower.  The child will 
be asked to pick up the blocks that were knocked over.  Praise the 
child for cooperation. 
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• A care provider will give you two corresponding number tags.  One is 
to be placed on your child.  The other is to be worn in a visible 
place by you.  This will allow us to locate and identify you if  the need 
arises. 

• Please label belongings that are left with the child (pacifiers, bottles, 
etc.). 

• Please hand your child to a care provider at the door leading into the 
group room. 

  
Adjustment Time 
Please refer to the section “Dealing with Separation”. 
 
Check-Out 
• Please pick up your child directly following Mass or the scheduled 
event. 

• Only the adult with the matching number tag to the child will be 
allowed to remove the child from the Nursery. 

• All children are to be picked up in the welcome area of  the Nursery. 
• Please allow the care providers to hand your child to you after 
presenting the numbered tag.  Do not open the Dutch door or reach 
over for your child. 

• Remind the care provider of  any belongings left with your child. 
• The Team Leader will discuss any unusual events that may have 

involved your child when you pick him/her up. 
  
Noah’s Ark Nursery Schedule 
It is our goal to establish some structured activities for the children while they 
are in our care.  This will assist the child in knowing what to expect when he/
she visits the Nursery and will also give parents some peace of  mind knowing 
that there is a consistent structure to the Nursery from visit to visit: 

• sign-in and greeting 
• free play 
• coloring or simple crafts for those who are old enough to participate 
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Miscellaneous Safe Environment Information and Procedures: 
Transferring information from other dioceses: 
• Adult Background Checks from other dioceses which are less than two 

years old may be transferrable. 
• Sign a release form so information can be transferred to or from our 

parish.  (The information is not automatically available to the parish but 
must be released by the individual through this process.)    

 
Taking VIRTUS Training Somewhere Other Than Church of  Saint 
Paul: 
• When signing up for VIRTUS training, additional sites may be listed.  If  

taken off-site, be sure  “The Church of  Saint Paul” is listed on your 
registration form so your training status is released to us.    

 
Confidentiality:    
• Adult Background Checks and Background Evaluations are kept as 

confidential records in the parish office.    
• Discrepancies with the information on file are to be taken up with the local 

Safe Environment Coordinator, Becky Que.    
• Ministry leaders are to submit names of  volunteers in their program to 

verify eligibility. 
 
Name Badges (Overview) 
• Badges are required during scheduled children/youth programs 
• Those required to wear name badges are: 

• Staff 
• Eligible Volunteers 
• Personal Care Attendants (PCAs) 
• Visitors 

Name Badges are issued to individuals who have cleared our security requirements 
or who are visitors.  The name badge is to be used only by the person it identifies.  
Failure to comply with this regulation could result in the loss of volunteer 
privileges. 
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Name Badges and Lanyards 
• Staff  and Volunteers: 

• Official name badge is on a blue lanyard with “Church of  Saint Paul” 
printed in white.  It has a plastic sleeve with insert of  program name 
and volunteer name or VISITOR listed. 

• Blue lanyards on an adult means that the adult has successfully met the 
Essential 3 requirements. 

• Red lanyards are issued to those adults who have NOT attended a 
VIRTUS training session, read and signed a Code of  Conduct form, 
and/or those who have not had a background check or those in the 
building who are not part of  the program and are simply visitors.   

• Green lanyards are issued to PCAs, even if  they have passed a 
Background Check, read and signed a Code of  Conduct, and attended 
a VIRTUS training session to indicate that they are recognized as 
having an official function only for the individual they are serving as a 
PCA. 

• Turning in name badges:  
• Usually name badges are turned in at the end of  each session unless 

otherwise specified. 
• Name badges are not to leave the building. 

 
Hall Monitors 
• Will be stationed to check name badges during scheduled children’s 

religious education 
• Monitors will be 18 or older & instructed in security issues.  
• For Family Formation, parents are responsible for the safety of  their children 

until their child’s catechist is present in the classroom and able to start 
teaching the class. 

• Program coordinators are responsible for children until they are picked up 
at the end of  the session. 

• Parents are asked to be prompt in picking up children at closing. 
• Once released to a parent, whether the program time has ended or not, 

he/she is responsible for the safety and security of  their child. 
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The Nursery Ministry at the Church of  Saint Paul is dedicated to providing a 
structured, nurturing, Catholic environment for the infants and toddlers in our 
care while their parents attend Mass, educational classes, or serve/participate 
in selected parish ministries. 
  
Nursery Ministry Responsibilities 
• To create an environment and atmosphere assuring that parents feel 

secure and comfortable in leaving their child(ren) while they are 
attending Mass or special events. 

• To create a safe and friendly environment where children sense God’s 
love through loving care providers, play, and activities. 

• To maintain a facility that is clean and orderly and consistent with 
the  overall vision of  the ministry and the church. 

  

Parent Policies and ProceduresParent Policies and ProceduresParent Policies and ProceduresParent Policies and Procedures    
Check-In 
• Have child ready when entering (coats may be placed in the cubbies 

below the counter in the welcome area). 
• All children must register in the welcome area. 
• Please bring your child to the Nursery in a fresh diaper; or for a potty-

trained child, with a recent visit to the bathroom.  Children in the 
process of  potty training are asked to wear “Pull-Up” style protection. 

  
Registering 
• Put a name tag on your child’s back. 
• All children must be signed in by the parent/guardian. 
• Be sure to specify on the sign-in sheet where in the church you will be. 
• If  you are new to the Nursery, please allow enough time to fill out a 

registration card. 

    

V. Noah’s Ark NurseryV. Noah’s Ark NurseryV. Noah’s Ark NurseryV. Noah’s Ark Nursery    
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Security Requirements for Personal Care Attendants 
• All Personal Care Attendants must be at least 16 years of  age and have 

completed the Essential 3 Archdiocesan Safe Environment requirements 
(For those 18 years of  age or older, submitted and passed a Background 
Check, attended VIRTUS training, and read/signed the Code of  Conduct 
form.   For those under 18, two letters of  recommendation must be 
submitted, in addition to the read/signed Code of  Conduct.) 

• Family members or any individual chosen by the family to act as a Personal 
Care Attendant who does not come from an official agency must meet 
requirements of  volunteers as listed above. 

• For those Personal Care Attendants who come from an agency, valid 
credentials from the agency must be demonstrated and an annual Code of  
Conduct form must be read and signed.  

• Personal Care Attendants must sign in for every event and wear a green 
lanyard for all secure events. 

 
Expectations for Personal Care Attendants 
• Family members, volunteers provided by the family, or hired attendants are 

individuals assigned to one person when in a program setting.  They are 
responsible for that individual during their stay in the building.   

• Classroom assistants may be assigned to various tasks in the program, but 
Personal Care Attendants (PCAs) may not be reassigned, aid in the 
classroom functions, or take on any other duties once they are acting as the 
PCA.   

• Lastly, a PCA may administer medication.   
 
Security Requirements for Visitors 
• Adults who are not volunteers are to sign in as visitors.  Visitors must have 

a designated area and specific reason for being in the building. 
• They are to sign in at the security checkpoint and list their location. 
• Visitors are not to roam the building.  If  a tour is desired, they are to be 

escorted by staff  or volunteer assigned by the program coordinator. 
• A Red lanyard will be issued to those adults who have NOT attended a 
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VIRTUS training session, read and signed a Code of  Conduct form, and/
or those who have not passed an Adult Background Check. 

  
Parental Supervision 
Parents are responsible for children at all times when regular programs 
are not scheduled.  This includes all public activities at the Church (Mass, 
confessions, etc.) 
• Parents are responsible for pick-up and drop-off  in a timely manner. 
• Children in the Activity Center must have an adult present. 
• Be attentive to use of  bathrooms by young children by providing a 

supervising adult or sibling. 
• During weekend hospitality times, be especially mindful of  the activity of  

your children. 
  
Non-Secure Activities 
There are many activities scheduled at the church to which the public are 
invited.  Most  are not considered “secure” activities.  These would include 
Masses and all other sacramental celebrations, adoration, office appointments, 
etc.  Security procedures will not be in effect during these times. 
 
Off-Site Activities 
Transportation  
• Only 8-passenger vehicles (or smaller) may be used. 
• Drivers must be 21 years or older and have valid 

driver’s license and insurance. 
• Driver background check is required to be on file 

with the parish office. 
• Ratio - Insurance asks for one supervising adult for every 15 children. 

• We attempt in all cases possible to have a one adult to 10 children 
ratio. 

Parent Permission slips are: 
• Available on the parish web site. (churchofsaintpaul.com under the 

Formation/Safe Environment tab).  
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These groups are designed to provide further opportunity for spiritual and 
social growth for 4th, 5th and 6th graders.  Handmaidens, Soldiers and Saints 
Yes! activities require registration in the fall.  Watch the bulletin for details and 
meeting times. 
 
Meeting times/Drop-off  and Pick-Up 
Same policy as Family Formation :  Soldiers, Handmaids, and Saints YES 
require that parents pick up their children immediately following the end 
of  their events.  Please be on time to pick up your children.   

 
Running Away & Fighting 

Same policy as Family Formation; see page 15 for details. 
 
Liability Forms 
For any off-site event, liability forms are required.  They are always available 
at the parish office or can be printed from the parish website 
(churchofsaintpaul.com under the Formation/Safe Environment tab).  

 
Driver’s Protocol 

See Parish Guidelines on page 8 of  this handbook. 
  

    

IV. Handmaidens of the LordIV. Handmaidens of the LordIV. Handmaidens of the LordIV. Handmaidens of the Lord    
Soldiers of ChristSoldiers of ChristSoldiers of ChristSoldiers of Christ    

Saints YES!Saints YES!Saints YES!Saints YES!    
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Parent Volunteers 
Sunday Celebration relies on the help of  many adult and teen volunteers.  
You will be contacted by the coordinator of  Sunday Celebration for 
volunteer opportunities.  All volunteers must meet parish Safe 
Environment guidelines before they work in this program. 
 
Please see Parish Guidelines in chapter 1 of  this handbook. 
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• Required for all off-site activities. 
• Completed for each event. 
• Provided per child (one child on one slip) 
• Signed by parent or guardian. 
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Family Formation Family Formation Family Formation Family Formation Mission StatementMission StatementMission StatementMission Statement    
Family Formation is designed to help parents respond to the Church’s call to be 
“the first and foremost educators of  their children” and to help families grow 
in the transforming love of  God by understanding and living the Catholic 
Faith.  

 Purpose of Purpose of Purpose of Purpose of Family Formation:Family Formation:Family Formation:Family Formation:    
Parents as the Primary EducatorsParents as the Primary EducatorsParents as the Primary EducatorsParents as the Primary Educators    

The Family Formation style of  religious education is not only life-giving to 
children, but also is intended to encourage a greater understanding of  the 
truths of  the Catholic Church by parents. 
  

Why family catechesis?  Why family catechesis?  Why family catechesis?  Why family catechesis?      
Unlike many other parish models, Family Formation provides teaching for both 
children and adults.  It is the role of  the parish to encourage and support 
parents as the primary educators of  their children, not to replace them.  This 
is why, at our monthly gatherings, we review the home lessons for the rest of  
the month and teach parents how to teach their children the truths of  the 
Catholic faith. 

    

II. Family Formation PoliciesII. Family Formation PoliciesII. Family Formation PoliciesII. Family Formation Policies    
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Sunday Celebration program and the Little Lambs take-home lessons are 
designed for preschool-age children (3 and 4 year olds).  Sunday Celebration 
meets the Sunday between our Saturday and Monday monthly Family Formation 
sessions.  If  you only have children enrolled in Sunday Celebration/Little Lambs, you 
will receive your take-home lessons on the Sunday the program meets.  
Otherwise, your preschool home lessons will be bound together with your K-
6 lessons for you to pick up on Family Formation days. 
  
Meeting times/Drop-off  and Pick-Up 
Same Policy as Family Formation, see page 16.  Sunday Celebration meets 
during 8:30 and 10:30 Masses.   

 
Name Tags 

Children will be given name tags to wear and will only be released to their 
parent or guardian, unless the program leader is otherwise notified by the 
child’s parent or guardian.  

 
Running Away & Fighting 
Same policy as Family Formation, see page 15. 

 
Bathroom 
• If  your child needs to use the restroom during Sunday Celebration, two 

Safe Environment trained adults will accompany your child to the 
restroom.   

• However, the adult will not help the child once in the bathroom, this 
includes accidents.   

• If  your child should need help, you will be sought to help your child. 
 
 

    

IIIIIIIIIIII....    SSSSuuuunnnnddddaaaayyyy    CCCCeeeelllleeeebbbbrrrraaaattttiiiioooonnnn        
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Basic Procedures for Basic Procedures for Basic Procedures for Basic Procedures for Family FormationFamily FormationFamily FormationFamily Formation    
 
Program Dates and Times 
• Family Formation gathers at the church once per month, either on Saturday 

mornings or Monday evenings, typically near the first weekend of  the 
month.   

• Please drop off  your children in their classrooms on time, then sign in, 
pick up your packets, and proceed to the chapel for the adult catechesis 
session. 

• Pick your children up immediately after you are dismissed from the adult 
session. 

 Parent and Child Attendance 
• Attendance at our monthly gatherings is mandatory.   
• While children are in their classroom sessions, all adults are expected to 

participate in the adult catechesis session in the chapel each month.   
  
Family Formation Home Lessons 
• While traditional religious education models meet every week, our model 

equips you to teach your children at home the other weeks of  the month. 
• Please sign in and pick up your Home Lesson packets as you enter the 

church building.  The sign in serves as our primary attendance.. 
 
Absentee Policy 

If  your family knows ahead of  time that you will be unable to attend the 
monthly gathering and you would like to place your child in a class on the 
other day (Saturday/Monday) please call 763-757-1148 or e-mail Sue 
Klejeski (sue@churchofsaintpaul.com) to make advance arrangements.  
There is a limited amount of  spaces for those wishing to switch dates, as 

 Begin End 

Saturday 9:30 a.m. 11:10 a.m. 

Monday 7:00 p.m. 8:40 p.m. 
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not to overwhelm our class sizes, and it will be used on a first come, first 
served basis. 
 

Repeated Absences from Sacraments Classes 
Repeated absences from Family Formation may indicate that your child is not 
yet ready to receive first sacraments.  It’s possible that those in this 
situation may be required to retake a sacramental preparation year before 
receiving. 
 

Leaving Early 
If  your family has to leave the monthly gathering early, as a courtesy, please 
communicate this with your child’s catechist ahead of  time to minimize 
class disruption. 
 

Incident/Accident Report 
Any accidents or incidents that occur while the gathering is in session will 
be documented and kept on file in the parish office.  Confidentiality will be 
maintained between parent/guardian, teacher, and parish staff.   

 
Snacks 

Due to the high incidence of  allergies, Family Formation discourages giving 
food to students in the classroom.  This means neither parents, guardians, 
or catechists may give food to children while Family Formation is in session.  
The exceptions to this rule are beginning and end of  year celebrations, the 
Sacramental Prep program and the Sunday Celebration program.   

 
A serious violation of  these guidelines set forth in this handbook by a child, 
adult, PCA, volunteer or otherwise may result in immediate removal of  the 
person or family. 

Catechesis for Persons with DisabilitiesCatechesis for Persons with DisabilitiesCatechesis for Persons with DisabilitiesCatechesis for Persons with Disabilities    
 

At the Church of  Saint Paul, we are committed to providing catechesis to all 
persons.  Those persons with special needs are welcomed into classroom 
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Hall Monitors 
While classes are in session, Family Formation will have several 
hall monitors in the building for safety to address issues in 
and outside of  the classroom. 

  
All parish guidelines regarding the use of  facilities shall 
be upheld and enforced. 
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Visiting 
• While Family Formation is in session, we strongly discourage visitors to the 

classrooms due to the disruptive nature of  such a visit as well as the limited 
amount of  staff  at hand. 

• If  a visit is necessary, the parent will be escorted by the principal or 
another member of  the Family Formation staff.  He/she will be given a red 
lanyard to wear.   

• Visiting your child will only be allowed in cases of  emergency  
 
Suspicious Persons 
If, at any time during Family Formation, you notice persons who are not 
present for Family Formation but are on Church grounds, please notify a staff  
person, the principal, or any volunteer with a blue lanyard.  On Family 
Formation days, the main office is not open and we are the only activity in 
the building with exclusive use of  all classrooms and meeting spaces (minus 
those in the Perpetual Adoration Chapel).   
 

Open Areas and Locked Areas 
Family Formation follows all open and locked area policies as outlined on 
page 3 of  this Parish Policy Handbook.  As soon as classes in regularly 
locked areas are completed, these areas will again be locked. 

 
Photo Permission 

Events at the Church of  Saint Paul are often photographed or, on 
occasion, filmed.  Church of  Saint Paul may use these photos or videos as 
part of  our in-house promotion and advertisement, which includes the 
possible use of  these photos and videos on our website/blog as well 
products for sale to other parishes and dioceses.  Names will not be posted 
unless written authorization is given by the child and parent/guardian, and 
then only first names will be used.  If  you do not want photos or videos of  
your child used for these purposes, please contact the Family Formation 
office. 
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environments, noting the following: 
  
Persons with special needs (physical or behavioral) must provide one of  the 
following: 

1. A personal care attendant (PCA) from a state qualified agency 
unless deemed unnecessary, case specific, by the family and parish 
staff.  This personal care attendant must be able to provide 
identifying information about the agency and a supervisor’s name. 

2. A family member or volunteer provided by the family may 
accompany the person with the special need.  The person must 
follow security guidelines listed in the General Parish Guidelines. 

 
The presence of  persons with disabilities in the classroom is encouraged and 
will be accommodated within reason.  The Church of  Saint Paul reserves the 
right to adjust the arrangement as needed for the overall well being of  the 
entire class and program.  If  their presence in the classroom causes undo or 
repeated disruption, alternative forms of  education will be required. 
 

Discipline Policy for Family FormationDiscipline Policy for Family FormationDiscipline Policy for Family FormationDiscipline Policy for Family Formation    
  

It is expected that each student will demonstrate appropriate behavior during 
their time at church.  This is outlined as: 
 1. Showing respect for the catechist, other adults, and students by  

• listening to the catechist 
• participating in discussion 
• keeping hands, feet, and objects to oneself 
• using words that encourage and uplift (no swearing, teasing, or 

mocking) 
• raising your hand and speaking only when called upon 

2.   Children show respect for church property by 
• walking, not running, through the hallways  
• not being in any part of  the building unsupervised 
• accessing only permitted and safe parts of  the building as 
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outlined in the parish policy handbook 
• maintaining a reasonable noise level in the hallway and 

throughout the building (other classes are in session) 
• helping to clean up the classroom  
• returning all items used to their proper places 

  
At times, it becomes necessary to give correction.  In such situations, these 
procedures will be followed:  
1. At time of  first incident, a verbal warning will be given to the individual 

student of  the inappropriate behavior.  
2. If  disruptive behavior continues, or is of  a serious nature, the child will be 

asked to leave the class and visit with the principal.  The principal will give 
the child a time out and discuss the inappropriate behavior with the child.  
The student will return to the class with an apology to the catechist and 
the other students, if  necessary.  The parents will be notified of  the 
situation. 

3. If  another incident occurs, the parent will be required to sit in class 
with the child for the rest of  the year. 

  
All incidents will be documented and given to the Program Director, to be 
kept on file.  Confidentiality will remain between parents or guardians and 
catechists and staff.  The Program Director reserves the right to dismiss the 
child if  the actions deem it necessary. 
 
 
 
Running Away 

If  your child runs away during Family Formation, a catechist or principal will 
attempt to run after your child.  This may mean that other children in the 
classroom will be left unattended.  All possible attempts will be made so 
that children will not be left unattended.  You will be notified of  your 
child’s absence as soon as possible.  If  necessary, an adult may pick up, 
carry, or lead your child by the hand back to you or the classroom. 
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Fighting 
If  a fight breaks out between children, Catechists are allowed to hold a child 
without hurting the child while another adult presence is sought.  The 
catechist has the right to protect themselves by not entering the fight.  
Catechist are not required to intervene in a fight between students except 
verbally.  Fighting results in immediate removal from the class that day and 
a meeting with parents, the principal, and the child’s catechist before the 
child is allowed back to class. 

 

Building Security and Safe Environment Initiatives for Building Security and Safe Environment Initiatives for Building Security and Safe Environment Initiatives for Building Security and Safe Environment Initiatives for 
Family FormationFamily FormationFamily FormationFamily Formation    

  
ID Badges and Lanyards 

In compliance with the Parish Policy Handbook, all volunteers with Family 
Formation are given, and must wear, Church of  Saint Paul lanyards with 
identification badges.  Lanyards are not to be taken out of  the building and 
must be returned to designated areas after sessions are completed. 

 
Background Checks and VIRTUS Training 

Please see Parish Guidelines in chapter 1 of  this handbook. 
 
 
Dropping Off  and Picking Up 
• Dropping your child off  10 minutes before class is scheduled to start is 

permitted as your child’s catechist should be present in the classroom. 
• For Family Formation, parents are responsible for the safety of  their children 

until their child’s catechist is present in the classroom and able to start 
teaching the class. 

• When your child is released to the person picking him or her up, whether 
Family Formation is over or not, the child falls under this person’s 
responsibility.  The Church of  Saint Paul is in no way responsible for their 
safety or security from this point onward. 
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