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Diocese of Joliet_________________


__ 

FAMILY / PROGRAM HANDBOOK CHECKLIST

A Family or Program Handbook is a medium of communication by a catechetical program with those the program is intended to serve.  It is a resource which is intended to be kept by families or participants for an extended period of time (generally a year).  A Handbook is thus durable yet convenient for keeping for future use.

The following is a checklist that can prove helpful in the development of a family or program handbook.

The list is not exhaustive, nor is everything necessary for each program’s handbook.

List the target audience of the handbook (include all groups or subgroups that will at one time or another make use of the handbook):

	Check List
	Yes
	No
	Not Applicable

	The Handbook offers a clear explanation of the program.
	
	
	

	Goals and expectations of participants are clearly delineated.
	
	
	

	The staff of the program are listed.
	
	
	

	A sequential listing of all program sessions or events are offered with times and locations presented.
	
	
	

	Fees of tuition (and due dates for the reception of these) are stated.  The participant would know in what way the parish will receive this money.
	
	
	


FOR PROGRAMS DEALING WITH MINORS:
	Requirements for registration and admission are noted.
	
	
	

	The requirements of the curriculum are presented.
	
	
	

	Family involvement (meetings, special events, home activities) is explained.
	
	
	


	Expectations of the behavior of young people are clearly listed.  Ramifications of inappropriate behavior are also noted.
	
	
	

	Parish policy regarding sacramental preparation, particularly, Confirmation, Eucharist, and Penance, are offered.  Any time requirements or special needs are listed.
	
	
	

	Any parish policy regarding absenteeism (minimum attendance, etc.) can be found.
	
	
	

	A process regarding the use of medication by young people is explained.
	
	
	

	If there is a parish policy regarding the arrival and dismissal of young people from parish events, this is noted.
	
	
	

	Emergency policies (class cancellation, etc.) is stated.
	
	
	

	Any policy regarding the early release of children from sessions is noted.
	
	
	

	The scheduled evaluation of participants (if any) is explained.
	
	
	


Other regular means of communication between the program and families regarding events and issues facing the parish catechetical programs should be in place.

