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A MESSAGE FROM THE PASTOR 

Dear Parents/Guardians:  

 

Welcome to St. Thomas More! We’re pleased to serve your family. Our Parish Religious 

Education Program is structured to provide catechetical instruction on the Catholic faith. Parents, 

by word and example, are the primary teachers of their children and are to teach them from birth 

throughout life. In our program we seek to provide the catechesis and skills for each child to 

grow and mature in understanding, positive attitudes, and faithful practice of the Catholic faith. 

Through the process of catechetical instruction we hope to deepen the faith and reality of 

belonging to the Catholic Church in our children; that they will be moved to sharing their time, 

talent and treasure in the life of the Church now and throughout their lives. We strive to assist 

children in committing themselves to a personal relationship with God characterized by a 

vigorous sacramental life, a lifelong pattern of prayer, Christian service, and growth in 

understanding the Catholic faith.  

This handbook was designed to provide your family with valuable information regarding 

our program and our goals, policies and procedures which were established to help make your 

child’s religious education experience as safe and as fruitful as possible. However it is not meant 

to be the sole source of the children’s religious education. Rather, it is intended to supplement 

the religious formation they’re receiving at home and the joining of our parish community for the 

celebration of the Mass and Sacraments. We request your full cooperation and support in 

familiarizing yourselves with the program’s guidelines as outlined in the handbook and in 

complying with our set of policies and procedures. Thank you for letting us help your in the faith 

formation process of your child/children.  But a strong reminder that you are the primary 

educator for your child/children in regards to their knowing and living the truth faith that Christ 

has revealed to us.   

The St Thomas More Religious Education staff, the Pastoral staff and our catechists are 

looking forward to the privilege of working with you in a joint effort to bring them up in the 

Catholic faith. Committed to this active partnership with you and our community, we place our 

efforts with confidence in God’s loving hands as we remember what Jesus commanded to all his 

followers: “All Authority in Heaven and on Earth has been given to me. Go therefore and make 

disciples of all nations, baptizing them in the Name of the Father and the Son and of the Holy 

Spirit; teaching them all that I have commanded you, and behold, I am with you always, to the 

close of the age.” (Matthew 28:16-20) Now let us all go and do what Jesus commanded us to do, 

beginning in our home and families! God Bless you. 

 

Your brother in Christ, 

 

 

 

Rev. James Kotara, Pastor of St. Thomas More Catholic Church 

 



 

 

A MESSAGE FROM THE DIRECTOR OF RELIGIOUS EDUCATION 

 

Dear parents, candidates and students of St. Thomas More Faith Community.  

Welcome to the Religious Education /Faith Formation program. Our goal is to spread the 

good news of Jesus Christ through, word, sacrament, tradition, and church in a complex world. 

Today’s Christians are challenged in a variety of ways: multimedia, poverty, social injustice, 

crime, wars, discrimination, and disease. 

Pope Emeritus Benedic VI introduced the term “New Evangelization” few years ago.  

The gospel message is the same; however, we are being challenged to utilize new modern 

technology in our efforts to minister in the 21
st
 century church, and to renew our own 

commitment to the gospel of Jesus Christ. We can only meet our goal if we are willing in spirit 

to follow in the steps of Jesus Christ. Our baptism makes us adoptive sons/daughters of Christ 

Jesus and the right to eternal glory with Christ the Risen Lord. We need God’s grace through the 

sacraments to reach our heavenly home. 

Theology is faith seeking understanding God’s will and plan for each of us. God wants us 

to be happy in this world and in his Kingdom. Before we can experience eternal happiness, we 

all have a cross to bear. Christ said “I am the way the truth and the light. “No one comes to the 

Father except through me.”(John 14:6) It is through the sacraments where we are graced into a 

personal and intimate relationship with God. A number of our catechists are certified or studying 

to become fully-certified catechists. Therefore, each person that we register in our Faith 

Formation program can be assured of receiving a sound Catholic Education.  

 His Holiness Pope Francis is calling on the universal church to the message of social 

justice toward our neighbor and to one another.  The law of Love is a call to live a moral life.  

Here at STM we teach awareness to resound to social justice to our students that we are entrusted 

in proclaiming the New Evangelization.   

 

Sincerely Yours in Christ the Risen Lord,  

 

Dr. Santiago D. Ramirez, DRE         

 



 

 

Mission Statement 

St. Thomas More Faith Formation Program of religious education is Christ 

centered in its overall ministry to all members of our parish family. We strongly 

believe in transmitting the Gospel message as a parish; acknowledging, that 

parents are the primary educators of their children.  As family of God’s people, we 

come together as a Christian community to strengthen the evangelization process. 

Goal Objectives 

 Provide a strong and meaningful Gospel message to the children and youth 

of our parish 

 Support parents 

 Offer sacramental preparation  

 Build  a community 

 Deepen the teachings and doctrines of our catholic faith 

 Strengthen prayer life 

 Expose the children and youth to an awareness of the liturgy and 

sacramental  life 

Parish Prayer:  

St. Michael the Archangel 

 Saint Michael, the Archangel, defend us in battle, be our defense against the 

wicked-ness and snares of the devil. May God rebuke him, we humbly pray; and so 

thou, O Prince of the heavenly host, by the power of God, thrust into Hell, Satan 

and the other evil spirits who prowl about the world for the ruin of souls. Amen  

 

Faith Formation motto: 

“Praised Be the Holy Name of Jesus: Forever Amen.” 

Faith Formation Patron Saint: St. John Bosco 

 



 

 

PROGRAM REGISTRATION AND ADMINSITRATION 

Located in the rectory of St. Thomas More  

4411 Moana Dr. San Antonio, Texas 78218 

Parish Website: thomasmoresatx.org  

Email: stmparish@live.com 

 

Office Hours 

Monday –Friday: 8:30 a.m. - 12:00 pm and 1:00 pm to 5:00 pm 

Closed for lunch 12:00 pm- 1:00 pm 

Parish Office is closed on Saturdays and Sundays.  

Religious Education office is opened on Sundays from 9:30 am to 1:00 pm or by 

appointment. 

The telephone number for the Parish /Office of Religious Education is 210-655-

5070. 

 The Religious Education administrative assistant is on duty in the office 

Monday – Friday from 8:30 am-5:00 pm 

 The Director of Religious Education is on duty in the office from 8:30 am- 

5:00 pm except on Mondays. His/her office hours vary from time to time. It 

is recommended to set an appointment to be sure to see him/her. 

 

Yearly registration for the upcoming school year occurs in mid-April until mid-

September. Registration forms can be found in the back of the church.  If you have 

access to a computer you can now register online through the parish website: 

thomasmoresatx.org  

   

mailto:stmparish@live.com


 

 

Class Schedule 

Regular RE (Grades K-5
th

): Sundays 11:15 am- 12:45 pm 

Location: St. Thomas Catholic School Classrooms. 

 

Sacramental Preparation: Sundays 11:15 am- 12:45 pm   

Location: St. Thomas Catholic School Classrooms. 

Please refer to page 8 regarding requirements for this class.   

 

Rite of Christian Initiation for Children (RCIC): 

Sundays 9:30 am- 11:45 am  

Location: Rectory Meeting Room at St. Thomas More Catholic Church 

Please refer to page 9 regarding requirements for this class.   

 

Spanish Regular RE (Grades K-5
th

): Tuesdays 5:30 pm- 7:00 pm 

 Location: St. Thomas Catholic School Classrooms. 

 

EDGE (Grades 6
th

 to 8
th

): Wednesdays 6:30 pm to 8:15 pm.   

Location: Carolan Hall/ School Library 

Includes:  Supper, Activities and Class. 

 

Sacramental Preparation for Confirmation: Thursdays   

 

 

LIFE TEEN (Grades 9
th

 to 12
th

) Sunday 4:00 pm – 8:00 pm.  

Location: Carolan Hall 

Includes: Mass, Supper, and Class 

 

Please follow the Faith Formation year schedule handed out during registration in 

regards to each of our programs. 

 

 



 

 

Registration Fees 

Fees are posted annually because they vary to adjust to increased costs of texts and 

budget needs. 

 

Regular Dress Code 

Students  shall  be  dressed  and  groomed  in  a  manner  that  is  clean  and  neat  

and  that  will  not  be  a  health  or  safety  hazard  to themselves or others. 

 

Sacramental Dress Code (First Holy Communion) 

Boys are asked to dress in black slacks, white shirt, light cream tie, and black 

shoes. Good grooming would add points with their guardian angels.  

Girls are asked to dress in a traditional white communion dress and veil White 

gloves are strongly encouraged but not required.  

We will be having communion sets at the office, and they will be available upon 

request. However, if you would like to purchase them on your own please feel free 

to do so.  

Parents are encouraged to start saving for their son/daughters communion dress 

attire and communion kits at least six months in advance.   

 

Communication- Bulletin 

 

The Weekly Bulletin contains the schedules of upcoming events in the 

Religious Education section. Since the wording can change every week as more 

information becomes available, be sure to check every article every week 

 

 

 



 

 

 

ATTENDANCE, TARDINESS, AND PARTICIPATION 

  

Conflicting events and competing schedules are now commonplace in 

modern life. When we choose sleeping over praying or competitive sporting events 

over shaping and forming our lives of discipleship, we reveal to our children not 

the faith we profess with our lips, but the faith we profess with our lives. Please 

carefully consider in these events what your child is being taught to value through 

your family’s attendance decisions.  

 

 

Regular Attendance   

 

It is necessary to achieve the maximum benefits of the religious education 

being offered. Children learn from the decisions and actions made within the 

family and the underlying values which those actions profess. Weekly commitment 

to faith and parish life through regular Mass and Faith Formation Program 

attendance educates children more on the importance and value of faith than any 

lesson plan ever created.  

Illnesses and serious situations necessitating a child’s occasional absence 

from class are to be expected.  

 

Please notify the DRE at (210) 655-5070 if a child is going to be absent from 

the Faith Formation Program for an extended period of time.  

 

The catechists and their assistants are entrusted to monitor the attendance 

and tardiness of the students in their room. If, in their opinion, the continued 

absence and/or tardiness of a child is deemed to be a matter of concern, the 

catechist, after consulting with the DRE, will contact the child’s parents to better 

understand the circumstances behind the absences/tardiness. This is in order to 

determine if any assistance may be extended to help remedy the situation.  

 

 

 

 



 

 

 

Saturday Make-Up Policy 

 

Our Saturday Make-Up Policy is NOT intended to serve as a punishment. 

On the contrary it is indented to keep the individual from falling behind in the 

scope and sequence of our Faith Formation Program.  

 

A student is required to attend a Saturday Make-Up class if he/she has 

missed two classes in a given month. Parents will be notified by a bulletin 

announcement, letter, and or phone call. It is the responsibility of 

parent(s)/guardian(s) that the child attends the Make-Up class. 

If this policy is ignored without good reason(s) the child may be placed in 

our Home school program for the remainder of the school year. Every effort will 

be made to avoid this consequence. It is highly recommended that you contact the 

DRE as soon as possible to clear up the Make-Up day. 

 

Location: St. Thomas More Rectory Meeting Room 

When: Saturday mornings 1:30 pm to 3:00 pm 

Date: Announced a week in advance and in the yearly calendar 

 

 

 

 

Mass Attendance 

 

Regular attendance at Mass is an important part of the St. Thomas Parish 

Faith Formation Program. Participation in this program presumes regular 

attendance at Sunday liturgy. Class attendance does not take the place of Mass. By 

age six (first grade) children should be attending Mass regularly.  

  The Catechism of the Catholic Church states that “Parents have the first 

responsibility for the education of their children in faith, prayer, and all the 

virtues.” The goal is to assist you, the parents in there important responsibility of 

forming your children in their Catholic faith. 

 



 

 

 

SACRAMENT PREPERATION 

 

Sacrament of Holy Eucharist 

  The sacrament of Holy Eucharist is normally received at age seven in the 

second year of school. Holy Communion is a once in a lifetime experience and 

should leave your son or daughter with spiritual and happy memoirs. Think back to 

your first communion and how much you still treasure that special day in your life. 

It is required that candidates receive one full year of catechesis prior to second 

grade. For those that do not meet this requirement, they can enroll in our 

Sacramental Preparation class described in detail below. 

 

Sacramental Preparation Class 

 The proper time to receive Holy Eucharist is at age seven or in second grade.  

Students who have not received Holy Eucharist and are in grade 3-12, can be 

placed in our Sacramental Preparation class if they can show proof that they 

received one full year of catechesis in a parish school of religion or in a catholic 

school prior to their enrollment. 

If the child has not completed a full year of religious education they will be 

placed in a class appropriate to their grade level for one full year prior to being 

placed in Sacramental Preparation. 

 

Rite of Christian Initiation for Children (RCIC) 

Students who have not received Baptism at the time of registration in our 

Faith Formation program will be placed in a regular religion class for one full year 

prior to being accepted into the RCIC class, unless they show proof that they 

received one full year of catechesis in a parish school of religion or in a catholic 



 

school prior to their enrollment. The RCIC process is a full year of intense 

catechesis leading to full membership into the Catholic Church.  

The individual will be received into full membership at the Easter Vigil 

Liturgy. The candidate(s) will receive the three Sacraments of Initiation: Baptism, 

Holy Eucharist, and Confirmation. 

 

Rite of Christian Initiation for Adults (RCIA) 

Participating in the RCIA Program is designed for un-baptized adults and 

children of the age of reason, 7 and above, seeking membership in the Body of 

Christ through the sacraments of Baptism, Confirmation and the Eucharist. They 

enter the order of catechumens. The pastor will administer the Sacraments of 

Initiation, ordinarily at Easter Vigil. 

Those who are baptized in other Christian denominations and are seeking 

full communion with the Catholic Church are also invited to participate so long as 

they show proof of baptism in other denomination. Those who are already 

baptized, but un-catechized, adult Catholics who have little or no formation in the 

faith and if they haven’t been confirmed or received Eucharist are also invited to 

this program. All inquirers must contact the deacon for further instruction and 

enrollment. 

 

Confirmation 

Confirmation is the third and final sacrament of initiation in which a 

baptized Christian is welcomed into full communion in the Church. The bishop is 

the ordinary minister of Confirmation. The bishop imposes his hands, anoints with 

chrism, and calls for the outpouring of the Holy Spirit upon the candidate.   

To be considered as a candidate for Confirmation at St. Thomas More, 

students must attend two consecutive years.  It’s usually their Freshman and 

Sophomore years in the Life Teen program.  While enrolled in their second year 

the candidate must apply in the “Confirmation Sacramental Process” (CSP) that is 

an eight week process.  The CSP will be offered in the spring March & April at 



 

STM; however the candidate must continue in the Life Teen class as well.  

Students attending a Catholic High School of their second year will only need to 

apply in the Confirmation Sacramental Process during the spring. 

 Both parents and inquirer must attend an introductory session. 

 Both the sponsor and inquirer must attend an introductory session. 

Sponsors are required to submit an application. The sponsor must be at 

least sixteen years of age, Confirmed, and a practicing catholic in good 

standing. A male or female may be chosen.   

 Twenty hours of service is required. 

  Attend an appointed retreat. 

  Select a patron saint’s name       

  Candidates must have one 80% attendance or complete make-up(s) at 

designated times.  

The Sacrament of Confirmation will be administered in early October of 

their senior year.  

 

CATECHISTS 

Our Faith Formation Program is staffed by a group of outstanding 

volunteers, many with years of teaching experience. A number of our catechists 

have completed the Archdioceses level one or two certification.  Others are 

currently working towards their catechist certification through the Archdiocese of 

San Antonio Office of Formation Program or other recognized educational 

programs. It is expected that catechists complete their Level One certification in a 

timely manner.  

Catechists are required to have a background check and complete the Office 

of Victim Assistance and Safe Environment (OVASE) program in order to be able 

to serve the youth of our parish.  

 

 

 

 

 



 

  

Expectations  

 Seek the image of God in the children  

 Be motivated by love and reverence  

 Be kind, sympathetic and understanding  

 Be consistently impartial and fair  

 Recognize the child’s need for motivation and interest, especially by making 

use of enrichment materials, maintaining a physical environment conducive 

to formation and education  

 Take into account other factors which influence the child’s behavior, home 

life, companions, interests and recreation.   

 

Commitments 

 Help children see the relevance of a Christian value system in their daily 

lives.  

 Help children learn to relate human culture and knowledge to the news of 

salvation.  

 Show Christian concern about the joys and problems of each child placed in 

our care. 

 Speak with charity and justice about children, even when called upon to 

discuss sensitive matters.  

 Work with children in preparing liturgies, prayer services and other religious 

programs.  

 Respect confidential information concerning children and their homes.  

 Plan appropriate service projects for children that will develop their sense of 

responsibility to the community.  

 Enable children to grow in a sense of self-worth and accountability by 

selecting activities that promote the positive self-concept that characterizes a 

maturing Christian.  

 Developing the child’s knowledge and understanding Church teachings and 

Traditions of our Catholic faith, without suppression or distortion.  

 

 



 

 PARENTS EXPECTATIONS 

Parents are the primary educators of their children. It is expected that the 

parents will take an active role and interest in their child’s religious formation and 

education, and they will assist the catechists and their assistants, when requested, 

to the best of their abilities. Parents have the right to home school their child (ren) 

by enrolling them in our HOMESCHOOL PROGRAM.  

A $50.00 fee will be issued to parents wanting to apply for this program. It 

includes a textbook that is issued to them and mandatory monthly reviews with the 

DRE to ensure content competency.  

 

CHILDRENS EXPECTATIONS 

 For effective formation to take place, it is expected that the children will:  

 Give their quiet attention to the catechist or another adult, or any child who 

is speaking.  

 Treat church property, the good name and physical safety of others with 

respect.  

 Act in a safe manner in and around the building.  

 Never use offensive language or display actions in a manner inappropriate in 

the classroom.   

 

Code of Conduct 

 The Faith Formation at St. Thomas More is a combination of common 

courtesy and safety considerations. The following conduct is never tolerated:  

 Fighting  

 Defiance of a catechist or staff  

 Use of profanity  

 Use of gum  

 Refusal to participate  

 Gambling  



 

 Use of or possession of illegal drugs, alcohol, or tobacco is strictly 

prohibited. (Such items will be seized and parents notified immediately. The 

child will be immediately removed from the environment. ) 

 Using any electronic device during any sessions unless instructed to by the 

catechists or assistant.  

 

 

DISCIPLINARY POLICY  

 

 A warning will be given  

 Students whose behavior becomes a continual problem in the classroom will 

be sent out of class to the DRE. Anytime a student is sent from class for 

disciplinary reasons their parent(s) will be contacted either by phone, in 

person, or in writing.  

 If a student’s behavior continues to be a problem, the student will be 

removed from class and the parent(s) will be contacted again. In order to 

return to the classroom, the student and parent(s) will meet with the catechist 

and the DRE to resolve the issue(s). At this time the parent(s) may be asked 

to sit in on the class for a few weeks to observe their child and his/her 

interaction with the catechist and other students.  

 As a last recourse, when a conflict between a student and catechist cannot be 

resolved, the parent(s) will be asked to finish the year at home with the 

child. The child will be treated, as one who is being homeschooled and the 

parish will follow the Archdiocesan guideline concerning homeschooling.  

 The child will be admitted into the program in the next calendar year with no 

prejudice.  

 

 

 

 

 



 

CONFLICT RESOLUTION 

The ideal discipline within Catholic education is to enable children to move 

from externally imposed discipline to self-discipline through discipleship. Children 

must first learn appropriate behavior through someone or something outside 

themselves. As soon as they are sufficiently mature, however, they should be 

helped to govern their conduct from within themselves so they can live 

responsibly. Ultimately, opportunities should be provided which lead them to look 

beyond themselves to principled living as exemplified by Jesus Christ.  

Conflicts within the room are, for the most part, to be handled by the 

catechist and always in a caring and Christian manner. Catechists will approach 

discipline as an opportunity to assist character formation in a positive manner. 

Only in extreme cases will a catechist send the child to the DRE for disciplinary 

action. A frequent use of such a measure weakens the catechist’s authority and 

proves ineffectual to the child. Catechists are, however, encouraged to seek advice 

from the DRE about possible procedures to be used in individual cases. Corporal 

punishment may not be given. Reprimands, when necessary, should be 

constructive and suited to the age of the child. They should always be 

proportionate and reasonable. If a child is removed from the room, they must 

remain in visual proximity of the catechist. No child may be sent out of the room 

or be dismissed without adult supervision.  

Students having disciplinary problems should be identified early and worked 

with continuously. Early attempts at helping the child should be handled by the 

catechist. Such attempts may include speaking with the child, conferencing with 

parents and, most importantly, positive motivation when progress is being made by 

the child. In discipline situations, children are provided due process. This process 

provides the child an opportunity to be heard in a situation. All situations are to be 

discussed between the catechist and child. Situations at this level may require that 

parents be included in the explanation and discussion of corrective actions. If the 

situations cannot to be resolved at this level, they will be presented to the DRE for 

resolution. All situations leading to possible removal from the program for the 

remainder of the year are to be directed to the DRE.  

 



 

Conflict resolution between Parents and Catechists 

 In the event a conflict should emerge between a parent and catechist, or 

regarding the program itself, the parent should contact the individual catechist first. 

If the conflict cannot be resolved at this level, a meeting with the DRE should be 

arranged. The final decision to resolve the conflict, which should benefit all 

involved parties, rests with the DRE and the pastor of St. Thomas More Parish. 

 

 ISSUES OF SAFETY AND SECURITY 

While they are in our care, the safety and security of the children of St. 

Thomas More parish is our concern. Safety and security measures described below 

are not meant to be burdensome but, rather, to ensure that every reasonable effort 

has been made to for the safe and secure environment of you’re the children.  

 

Drop-off/ Pick-up Procedures 

  All children K-5 should be escorted into the breezeway by a parent or older 

sibling.  Teens may be “dropped off” at the entrance doors/gates.  

Out of courtesy for the catechists wishing to attend the 1:00 a.m. Mass, 

please make every effort to pick up your child promptly upon dismissal. If the wait 

to be picked up is over ten minutes, the DRE will attempt to contact the parents by 

phone. For the safety of the children being dropped off or picked up, please be 

aware of approaching car(s). Please train your children to practice these safety and 

security regulations. 

 

Parental Authorization to release a Child to another Adult 

If someone other than a parent or designate authorized on the child’s 

registration form is to pick up your child, the parent must let the DRE know in 

writing.  

 



 

Door Access and Security 

  All classroom doors will be locked five minutes after the start of class. Any 

children arriving after that time should be brought to the DRE’s office located in 

the school library.  You may also escort your child directly to their classroom. 

Adult Presence in the Room 

  Children are to be supervised by an adult at all times when they are on 

church grounds. Never under any circumstances leave your child unattended in an 

empty classroom. 

Weapons Policy 

  In virtue of catholic Christian values and to ensure  a safe environment, it is 

forbidden for anyone to possess a weapon or any object/material/substance that 

could be used as a weapon or confused with a real weapon by any reasonable 

person (toy guns, etc.) in the buildings, or within the geographic boundaries of St. 

Thomas More Parish, or in any location used by the parish to conduct any 

catechetical activity, or in any conveyance providing transportation to or from any 

activity related to the Faith Formation Program.  

Weapons or potential weapons will be confiscated by the DRE when this 

action does not place the DRE in danger. If the student has used a weapon against 

another person or will not surrender the weapon or offending 

object/material/substance immediately and willingly, the local police will be called 

first, followed by notification of the parent(s). This is a Zero Tolerance Policy; 

any student who violates this policy will be subject to immediate parish 

disciplinary action over and above any civil/criminal action brought by injured 

parties. The student will be removed from the religious education class and an 

alternative method of religious education will be negotiated with the parent(s) for 

the remainder of the year.  

Judgments for re-admittance to the program for the following year will be 

made on a case by case basis and this decision is at the sole discretion of the 

pastor. If the incident involves an exchange of bodily fluids (for example, as in a 

wound which breaks the skin), the student(s) will be asked to submit to medical 

tests for transmittable diseases, such as HIV and Hepatitis B, as recommended by a 



 

doctor. These tests will be at the parent(s) expense. In the name of being a 

community of Christians motivated by care and respect, this policy asks that the 

results of these tests, which are governed by guidelines of strict confidentiality, be 

openly shared with the respective parties on a need-to-know basis. 

 

Lock Down 

We live in a society that has dramatically changed over the years. There have 

been shootings in public buildings, child abductions, the list goes on.  STM is not 

an exception to these types of violence. The following policy will be enforced: 

 The Faith Formation classrooms will be locked at all times. Only the 

catechist will have authority to let anyone enter. NO student is to open the 

door at any time.  

 The library and school entrance doors in the breeze-way will be locked once 

classes have begun.  

 The doors to Carolan Hall will be locked once the students have entered. 

There will be a door person who will open the door for anyone who is late.  

 

Bomb Threats 

 

Immediate evacuation of the buildings and notification of authorities are 

standard procedures with bomb threats. All threats are taken very seriously and 

will be investigated and followed by the civil authorities.  

 

 

Fire Emergencies 

Detailed escape routes to an outside area a safe distance from the building 

are posted inside each room and reviewed at the start of each year. Children are to 

be conducted to their designated areas in less than 75 seconds in a safe, quiet, 

orderly manner. A fire drill will take place during the first month of the Religious 

Education Program.  

In case of a fire emergency, catechists and children are to:  

 

 Walk quickly and silently in a single file line to the evacuation area posted 

in the room.  



 

 

 If a blocked exit is encountered, children should put both arms straight up, 

turn around and proceed as directed to a different exit.  

 

 Catechists should take attendance and remain outside until authorized to 

return.  

ILLNESSES OR ACCIDENTS 

  All accidents are reported to the DRE as soon as possible. In case of illness 

or injury, a program member will care for the child temporarily. They will render 

first aid treatment only. If emergency medical treatment is necessary, every effort 

to contact the parents will be made. If parents are not available the child will be 

taken to the emergency room at the hospital. (Please remember that an emergency 

contact person and telephone number should be recorded on the child’s registration 

form that is kept on file in the Religious Formation Office.  

  Following the session a brief accident report will be filled out by the 

catechist and kept on record with the DRE. Illnesses or accidents including, but not 

limited to, those listed below will be reported to the parent immediately:  

 Temperature of 100 degrees or higher  

 Severe abdominal pain  

 Persistent nausea, vomiting or diarrhea  

 Injury where there is swelling, severe pain, or a question of sprain or broken 

bone  

 Injury where there is significant bleeding or if bleeding does not stop in a 

short period of time  

 Chipped or uprooted tooth  

 Eye injury  

 Rash accompanied by fever  

 Animal bite (also reported to proper authorities after emergency care has 

been given)  

 Burns  

 Head injury  

 Poisoning  

 Any other problem about which there is a concern  



 

 

 

SEVERE WEATHER 

 

Cancellation of the Faith Formation Program takes place only during 

extraordinary circumstances such as extreme weather, equipment failure, or public 

crisis when a significant safety risk has been created by these circumstances.  

According to diocesan policy, when a snow emergency is declared in a 

county, the obligation to attend Mass is suspended. When a snow emergency is 

declared for the city or county, the Faith Formation Program for that day is 

likewise cancelled. As circumstances dictate, classes may also be cancelled due to 

weather apart from an actual snow emergency declaration. In all other instances, 

every attempt will be made to contact families by 8 a.m. through a phone tree, 

e-mail and/or a special announcement at the 8:00 a.m. Mass. The message of 

closure will also be released to the local radio/TV stations. Please use prudence 

and good judgment in determining if your particular road conditions and location 

make it possible to reach the parish safely.  

  

Earthquakes 

In case of an earthquake, catechists and students are to: 

 

 DROP AND COVER. Duck or drop down to the floor and take cover under 

a sturdy desk, table or other furniture. If that is not possible, seek cover 

against an interior wall and protect you head and neck with your arms.  

 

 TURN AWAY from windows. Avoid danger spots near windows, hanging 

objects, mirrors or tall furniture.  

 

 STAY under the shelter until shaking stops. If you take cover, do so under a 

sturdy piece of furniture, hold onto it and be prepared to move with it. Hold 

that position until the ground stops shaking and it is safe to move.  

 

 LISTEN for instructions.  

 

 EVACUATION will follow fire drill plans if possible. Children will meet in 

the large grassy area east of the school.  

 



 

Tornados 

 

During a tornado warning, each room will be escorted to a designated area 

within the building hallways. All children will kneel with heads covered and faces 

toward a wall. Children are to be conducted to their designated areas in less than 

75 seconds in a safe, quiet, orderly manner. A tornado drill will take place during 

the first month of the Faith Formation Program.  

 

 

SAFE CONDUCT PROTOCOLS 

 

By Archdiocesan policy, all catechists and adults working with children 

have been screened and trained in Office of Victim Assistance and Safe 

Environment (OVASE) for interaction with minors and in Protocols for 

Responding to Alleged Sexual Abuse.  

 

 

In general, children are not questioned or interrogated by persons not 

connected with the St Thomas More Faith Formation Program unless a parent or 

guardian is present. In the case of suspected neglect or abuse, however, a report 

must be made to the local social services agency. In such situations, a caseworker 

may need to interview the child without specific parental/guardian consent. Any 

questioning of children by persons outside the Faith Formation Program catechists 

and administration is to be referred to the DRE.  

 

Threats of Violent Behavior 

As a community of believers who value patience over aggression, and love 

above all else, it is inconsistent with our basic values to tolerate an environment of 

threat or fear. Threats of harm made against another individual or group of 

individuals are not acceptable and will not be tolerated. This policy recognizes that 

in any community of people there will always be some conflict. Students will 

always be encouraged to manage their conflict in a positive, non-aggressive 

manner. Behavior such as cursing, pushing or fighting will not be tolerated. In 

cases which are deemed by the catechist or DRE to be “minor” (meaning: no 

reason to believe the situation would lead to physical harm) the students will be 

separated and encouraged to work out their differences after a “cool-down” period. 

If the catechist regards the altercation as “serious” (meaning reasonable 



 

expectation that the conflict will lead to physical/ emotional harm) the students 

will be immediately separated, the DRE will be notified, and the parent(s) of the 

students will be called. The DRE must determine that the conflict is resolved 

before the students will be readmitted to the program. Students are expected to 

report to their Catechist or DRE any threat made by a student, which mentions the 

killing of any person. Such threats will be immediately reported to the police for 

investigation. The student making such threats will be suspended from the program 

until such time as the police investigation is completed and the appropriate 

authorities are satisfied that there is no real threat of harm. In such a case, 

judgments about re-admittance to the program will be made on a case by case basis 

and this decision is at the sole discretion of the pastor.  

 

RESPONDING TO ALLEGED SEXUAL ABUSE 

Child Abuse 

 The Pastor and DRE are required by the state of Texas and Archdiocesan 

Policy on child abuse to report suspected or actual child abuse or neglect to the 

proper authorities. All other staff members of St Thomas More, both paid and 

volunteer are bound by Christian conscience to report suspected or actual child 

abuse or neglect to the proper authorities. All parish staff and volunteers have 

participated in an in-service training on child abuse and identification and reporting 

procedures.  

Harassment 

Respect for the dignity and worth of each individual is a basic precept of 

Catholic doctrine and therefore of St Thomas More. Each person is entitled to 

work in an environment free from discriminatory practices such as any form of 

harassment based on race, sex, creed, color, age, or disability including sexual 

harassment. Parish leadership wishes to be vigilant regarding harassment whether 

between or among catechists and/or parish leaders, among students or between 

catechists/parish leaders and students. Such behavior will not be tolerated and if 

persistent harassment is proven, the offender will be dismissed when this is 

appropriate.  



 

Harassment of all forms is illegal as well as immoral and individuals will be 

encouraged to seek legal protection when necessary. The term “Harassment” refers 

to behavior that is not welcome, that is personally offensive and that fails to treat 

others with dignity and respect. It includes treating someone unfavorably because 

of his or her race, sex, creed, color, age or disability. Harassment may take the 

form of discrimination, unwelcome or critical comments or action. Harassment on 

the basis of sex might include unwelcome sexual advances, requests or demand for 

sexual favors, and other verbal or physical conduct, including, but not limited to:  

 Verbal conduct such as derogatory jokes or comments, slurs or unwanted 

sexual advances, intimidations or comments. Visual contact such as 

derogatory and/or sexually oriented posters, photography, cartoons, 

drawings or gestures. Physical contact such as assault, unwanted touching, 

blocking normal movements, or interfering with work, studies or plays 

because of sex. Retaliations for having reported or threatened to report such 

harassment. The term “sexual harassment” refers to harassment based on the 

gender of the offended individual when the people involved are of different 

“level” within the parish. It involves threats and demands to submit to sexual 

requests as a condition of employment, grades or other benefits or to avoid 

some other loss and offers of benefits in return for sexual favors. It also 

means creating a hostile environment for the student or employee such that it 

is an unfit environment for learning or work. Examples include, but are not 

limited to repeated unwelcome sexual advances, repeated sexually explicit 

jokes or comments, or the displaying of sexually inappropriate materials. 

Allegations and complaints of any type of harassment must be reported as 

soon as possible. Parent(s) who become aware of incidents of sexual 

harassment should report them immediately to the DRE or to the Pastor.  

 

 

 

 

 



 

ADDENDUMS 

 

Room Visitation and Parent Volunteers 

 

Room visits by parents are encouraged as a way to offer an opportunity to 

observe their child(ren) in a formational setting and better learn about the program. 

At times, parents may also be needed on Sunday morning to help with projects. 

Please contact your child’s catechist or the DRE to volunteer for classroom 

assistance or to arrange a classroom visit. All volunteers must undergo Protocol 

Training. The training is good for 5 years. Protocol training is offered throughout 

the year. Check the bulletin for dates and times.  

 

 

Field Trips 

 

Catechists/DRE may occasionally schedule retreats, events and other outings 

during the year. Parents will receive notice of field trips well in advance and will 

be asked to complete, sign and promptly return the necessary permission form. 

Only the official forms may be acknowledged; phone calls or hand written notes 

cannot be accepted. Any child who does not have the proper forms on file cannot 

participate. 

 

 

 

Children with Special Needs 

  

In cases where children have special needs, additional assistants will be 

added to the room as necessary to allow these children to participate with their 

peers. The intention is to overcome any obstacles that would prevent such students 

from being so integrated. The special needs of the children in question should be 

referred to the DRE by the parents at the earliest possible date to provide sufficient 

time to enlist the necessary personnel. As much as it is desirable to integrate 

children with their peers, it may not always be possible. Needs of a child may 

surpass the ability of the Faith Formation Program to provide. The assessment of 

such a situation will be made by the catechist and their assistant, who will contact 

the DRE. In the event of a referral, the DRE will arrange a meeting with the 

parents and decide the best alternative for the child.  Starting in 2015 we will have 

available text books and material for children with special needs.  

 



 

Quinceañera Requirements 

 

The office of Faith Formation has set requirements for those wanting to 

celebrate their Quinceañera at the parish as approved by the Pastor and Director of 

Religious Education. The Guidelines are as follows: 
 

 The family of the participant must have been registered with the parish for at 

least 1 year. 

 Must apply 1 year in advance before the celebration. 

 Show proof of completing 1 year in Edge in 8
th

 grade with 90% attendance. 

 Make a formal application with the Department of Religious Education. 

 An interview with the DRE (appointment is needed)  

 The celebrant is responsible to set up with DRE a final interview 3 weeks 

before the celebration. 

 Members of the court must view a video on the Liturgy of the word and 

Liturgy of the Eucharist.  

 The participant must be registered and participating in LIFETEEN/EDGE or 

any Faith Formation program at St. Thomas More or some other verifiable 

parish. 

 If the Participant is enrolled in another parish but plans to make their 

celebration at St. Thomas More there is an additional $50.00 fee for the mass 

and retreat fee will be $50.00.  

 The participant must have received the Sacrament of Baptism and provide a 

copy of the certificate. 

 Received the Sacrament of Reconciliation and First Communion and proved 

copies of each. 

 20 service hours must be completed. 

 Receive Safe Environment Training. 

 Approximately a month before the celebration the date and time of the 

retreat will be announced. 

 

Effective September 1, 2015 the family of the participant must been registered with 

STM or an outside parish at least one full year before her/his 15
th

 birthday and 

show proof that the child has completed a full year of Faith Formation either at 

STM or another catholic parish. 

 



 

 

 

Quinceañeras Fee’s 

   Parishioners   Non Parishioners 

Mass   $250.00   $300.00 

Retreat  $45.00   $55.00 

Quince Book $11.00   $11.00 

 

 

 

 

 

Family Faith Formation for Adult 

 

 Effective July 1, 2014 St. Thomas More parish is participating in the 

Archdioceses Family Faith Formation program.  Parents/Guardians of children 

enrolled in Sacramental Preparation Classes are required to attend a mandatory 

monthly catechetical session.  One of the Parents/Guardians must attend or they 

can alternate sessions with their spouses.  Attendance will be taken and parents that 

do not meet the requirements will be notified by the Director of Religious 

Education in writing to inform parents if their child may be dropped from the class 

and decision will be made at the discretion of the Director of Religious Education.   

It is the parents responsibility to inform the office of their absent. 

 

The goal is to catechize parents in accordance of the church’s mission (The 

New Evangelization).  The session will relate directly with your child’s lesson 

being taught.  There are eight sessions which will take place from September 

through April.  A broacher will be provided with the dates and themes of each 

session.  

 

 
 
 

 
 



 

Financial Agreement 
 
A twenty-dollar non-refundable deposit MUST be made with your registration 
form.  You will be asked to sign a Financial Agreement, which states that your 
account will be paid in full by November 2, 2015. 
 
 

Financial Agreement 
St. Thomas More Parish School of Religion 

 
 
Date: __________________ 
 
RE: (___________________________________________) 
                     (Family or child/children’s Names) 
 
I understand that I have an outstanding balance of: ____________________ and I 
agree to have my child/children tuition paid in full by November 2, 2015. 
 
If I cannot meet that deadline I will notify the office of Religious Education to 
request an extension. 
 
 
 
 
______________________________________ ___________________ 
Signature                 Date 

 
 


