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Religious Education Program

610 525 4801

1229 W. Lancaster Ave

Rosemont, PA 19010
Volunteers are expected to read this handbook and uphold the policies and procedures listed therein. 
Mission  Statement

St. Thomas of Villanova is an Augustinian,

 Roman Catholic Community.  

As the body of Christ,

we share our time, talent and treasure 

to fulfill our Baptismal Commitment. 

 Following the example

 of 

St. Thomas of Villanova our patron,

 we strive to love and experience God 

through

 worship,

 social justice, 

education 

and 

evangelization..

Policies and Procedures

ADMINISTRATION

Director:

Ernie Sherretta, D. Min     



610 525- 4801   VM 204     Email: rel.ed@stv.comcastbiz.net   
Secretary

Helen Savini




610 525- 4801   VM 211     Email: savini@stv.comcastbiz.net  
COMMUNICATION

Phone messages
Call the Parish Center and leave a message in Dr. Sherretta’s Voice Mail if necessary.

Memos
Each week a MEMO from the Director is  located on the TABLE  in the Parish Center Hall. This memo contains important announcements and information for each week’s class. 
Receptionists:  Please read this  each class session.
Parent / Student Handbook for the Religious Education Program


Please read this and become familiar with the policies and procedures of the REP
REP Calendar and other Handouts

A calendar of the REP classes, events and NO Class Dates is given to each family along with other and handouts throughout the year.  Check the parish website for current information.
CLASS SCHEDULES
REP Classes are scheduled as follows:


Sundays 
Grades 1-6 and Jr. High
10:10 am to 11:25 am

Wednesdays
Grades 1-6

  
4:30 pm to 5:45 pm
Snow Days / Class Cancellation

If classes are cancelled you will be notified by telephone as early as possible.

ROOM ASSIGNMENTS


Religious Education Program

Classes must be held in the assigned rooms of the REP as listed in the REP  Parent / Student and Catechist’s Handbook.

For good reasons, classes may be held elsewhere, but arrangements and permission must be obtained from the Director ahead of time.

Catechists and Room Assignments

2010-2011
Session I
  Sunday       10:10 AM – 11:25 AM 

	Grade
	Room
	Catechist

	REP S1A
	PC  5
	

	REP S1B
	PC  4
	            

	REP S2
	PC  1
	            

	REP S3A
	PC  6
	               

	REP S4A
	PC  2
	    

	REP S4B
	PC  8
	

	REP S5
	PCC
	                 

	REP S6
	PC  7
	            

	REP S7/8
	Youth Room
	             

	
	
	


Session II     Wednesday   4:30 PM- 5:45 PM
	Grade
	Room
	Catechist

	REP W1
	PC  4
	

	REP W2
	PC  1
	      

	REP W3
	PC  6
	

	REP W4
	PC  7
	                    

	REP W5
	PC  8
	               

	REP W6
	PC  2
	                     


PC= Parish Center      PC 1, 2, 4, 5 are on the first floor     PC 6, 7, 8 are on the top floor

Youth Room in Parish Center  (lower level)    PCC= Cafeteria (lower level)

Communication
Volunteers will be informed of any changes in these policies and procedures in writing by the Director. Check the CLIP BOARD on the Center Hall table for the MEMO from the Director for current information, handouts etc. The extra handouts are also on the CLIP BOARD.

Accidents/Incidents

All incidents and accidents occurring during the REP hours pertaining to REP students and personnel should be reported directly to the DIRECTOR.  Accident Reports are to be completed and given to the Director. Blank reports can be found at the Receptionist table in the Parish Center Hall.
Identification

For safety and security reasons, all volunteer personnel must wear the REP Name Tag. This name tag  will be given to the volunteer by the Director.  It should be worn when working in the REP. It must be returned at the end of the session.
Volunteer Schedules
Changes due to sickness or other reasons must be reported to the Director. Volunteers can exchange scheduled dates with another volunteer but must notify the Director of such a change.  610 525 4801 VM 204  or email at   rel.ed@stv.comcastbiz.net  

Volunteer ARRIVAL

Helpers are expected to arrive at least 5 minutes prior to the scheduled starting time of class. Check with the catechist to determine what you can do to prepare the classroom before class begins.

Please follow Arrival/Dismissal Traffic  Patterns  as shown in Parent/StudentHandbook
STUDENT ARRIVAL

Students are asked to report to the classroom no earlier than 5 minutes before the start of class. It is important that an adult be in the room or nearby to supervise the students. The Director should be notified if the catechist does not arrive by the start of class. Students are not allowed in the classroom unless an adult is present to supervise.
STUDENT DISMISSAL

Students are dismissed at the designated time according to the Class Schedule. No one may dismiss students before or after the designated time without permission from the Director. You are to assist the catechist at dismissal. If a parent comes to pick up a student prior to REP Dismissal- they are required to sign the EARLY DISMISSAL REGISTER at the Center Hall Table. Please inform the Director when the parent/guardian arrives.
Volunteer ABSENCES

Try to anticipate your absence in sufficient time and advise the catechist or the Director.  

Volunteer  ATTIRE

Helpers are expected to dress appropriately for the parish program.


Identification

For safety and security reasons, all volunteer personnel must wear the REP Name Tag. This name tag will be given to the volunteer by the Director.  It should be worn when working in the REP. It must be returned at the end of the session.
CLASSROOM MANAGEMENT
Supervision 

Helpers have a duty to assist the catechist in providing reasonable and responsible supervision of students at all times while both are present for official REP events.

At NO TIME may students be left unattended.
In an EMERGENCY a catechist or helper must contact another adult or catechist to supervise in their absence.  Catechists and helpers also have the duty to prevent possible injury to a student by insuring that students are knowledgeable about program policies and procedures as listed in this booklet and in the REP Parent/Student Handbook. (See also: AV Equipment, Attendance, Field trips)

Health Emergency and Accident Concerns  



Helpers must follow the Appendix A: Universal Precautions and Appendix B: Guidelines for Communicable Diseases in the event of sickness, physical injury or accident  which causes the release of body fluids: blood, urine, feces, vomit, nasal discharge and saliva contaminated with blood. These Appendices are attached to this handbook.


All volunteers must report to the Director any injury, illness or accident that occurs during class time. Parents/guardians are to be informed as well.

Fire Drill Procedures

Please check the procedure for exiting the classroom in the event of an emergency, fire or drill.  This procedure is POSTED in each classroom.  Walk students through this procedure twice so they become familiar. Stress walking and NO talking to insure orderly exit.

Shared Space

Because our catechists SHARE the use of the classrooms with the parish, it is important that we exercise extreme care and concern for the orderliness and property of the classrooms. 

Room Care and Arrangement/Prevent Vandalism

Good supervision insures that children do not play or tamper with things in the room, in closets and storage areas, rearrange displays on bulletin boards or write on dry erase boards. This is one reason for the Catechist or helper/aide to be in the classroom at all times.  LOSS OF PERSONAL BELONGINGS OR DAMAGE TO PROPERTY WILL BE COMPENSATED FOR BY THE CHILD OR GROUP ASSIGNED TO THAT SPACE.  Report any vandalism to the Director.


.  NO FOOD of any sort is permitted in the classroom.

Report any unusual conditions or any broken items to the Director.    

Classroom Discipline

A policy of  NO CORPORAL PUNISHMENT is maintained by the REP of St. Thomas of Villanova Parish  and all those associated with this program as volunteers or salaried professionals.


Corporal punishment may be construed as meaning any punitive touching : pushing , shoving, pulling, hair or limbs can be considered corporal punishment.


Any PUNITIVE TOUCHING is forbidden.


Each helper/aide must be aware of these rules, therefore each should possess a copy of the classroom rules

Serious breaches of Student Guidelines and responsibilities such as: FIGHTING, CONSTANT INTERRUPTION OF THE CLASS, DEFACING OR DESTRUCTION OF PROPERTY, HARRASSING are cause for notifying the Director immediately.

Children should not be allowed to roam the corridors at any time. Permission to leave a  classroom  should be granted as the exception,  and  then with a partner and the helper/aide.

AT NO TIMES ARE STUDENTS TO BE PLACED IN THE HALL UNSUPERVISED.

.   Do Not send the child alone to the Director, do not   leave the whole class to take the child to the OFFICE. Send for the Director to come to you if available at the time. 

Search /Seizure

It is the policy of St. Thomas of Villanova REP that every one deserves respect and that unnecessary intrusions into persons and possessions be avoided.  However some situations require searches.  If a student is suspected of having weapons or drugs in his/her possession, the Director will conduct a search with an adult staff member/volunteer as a witness. The student must be asked to cooperate first, and upon refusal, the parents will be asked to assist in the search.   Refusal by the parents to cooperate in these matters will necessitate exclusion of the student from the Program.

Student Guidelines
Helpers/aides are required to read this section in the Parent / Student Handbook. This will enable the teacher and helper/aide to encourage students to act properly in our Christian Community.  Reviewing this with them will also assist in composing the classroom rule.

Supervision   REVIEW

Volunteers have the duty to provide reasonable and responsible supervision in the presence of REP students.

AT NO TIME are students to be left alone during REP hours.

AT NO TIME may an REP Volunteer be ALONE with a student in a closed room or area.
AT NO TIME  is corporal  punishment or touching permitted.

AT NO TIME is verbal abuse or sexual harassing permitted.

AT NO TIME are Volunteers permitted to give a ride in a vehicle to a student without the 



  express written  consent of the parent and permission of the Director.

AT NO TIME are volunteers permitted to search a student or his/her possessions.   Reasons 



for such a search must be brought to the attention of the parents and Director.

Privacy

Please remember to keep confidential the information in this book pertaining to students, families, and catechists. 

Vigilance/ Safety/Security
Volunteers are expected to stop and question unfamiliar or unidentified persons walking around the building. Unauthorized persons are not permitted in or around the buildings and should be identified by a REP Name Tag or other parish identification. When in doubt, always check for name and some form of ID and alert the Director. 


Parents are not permitted to visit the classroom unless the Director has been notified. In the absence of the Director, the volunteer can use the phone in the Parish Office to ask the student to come down to the Center Hall and meet the parent in the volunteer’s presence.
Intercom Phone Directory


PC 1  

101   



Director  204

PC 2 

102   



Fr. Rich  210
PC 4

206



Friary  
  212, 213

PC 5 (Kitch)   105



Chapel
  600


PC 6  

106



Auditorium Kitchen  300


PC 7  

107



Parish Office  200


PC 8  

108



ALL ROOMS      #30

(This is for announcements, dismissal or to locate the Director.)
AUDIO/VISUAL EQUIPMENT

The AV equipment is the property of the Parish  and is shared by all the parishioners. Please use it with care and request assistance from the Director if you are unable to operate it properly. 

DO NOT ALLOW STUDENTS TO OPERATE, MOVE  or  TOUCH  ANY   AV   EQUIPMENT.

DRY ERASE BOARDS with BULLETIN BOARDS are in each classroom. Be sure you use the DRY Erase markers provided for this board.
CLASSROOM SUPPLIES

Ordinary supplies (crayons, glue, scissors, markers, pencils, paper,) are located in a REP  Box for each class. It is located on the REP CART in the Parish Center Hall. 
COPYRIGHT VIOLATIONS  

Reproducing printed material that is copyrighted is not permitted without  the permission of the copyright owner.
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