Make me to know your ways, O
Lord; teach me your paths.

Lead mein your truth, and teach
me, for you are the God of my
salvation; for you | wait all day
long.

Psalm 25:4 -5
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A WORD FROM THE RECTOR
2008-2009

The Children’s Christian Formation program is one of the most important and vital
ministries of our parish. Y our participation in this program as team |leader, teacher, aide, chapel
leader, superintendent, or program support person is coupled with that of many othersto form a
ministry team that assures knowledge of the Christian story of faith in succeeding generations.
In recent years we have focused our efforts not simply on information or content but on forming
young people with an identity as Christians. This means understanding the vows of baptism and
being shaped into people who live out a ministry given in baptism in the life of Christ’s
community, the Church. What young people know about faith isimportant but how they
integrate that into their personal identity and ministry isthe rea goal. Asafaith community we
are about forming Christians not just educating people about Christianity.

Without your strong desire to love and care for youngsters formation the Christian gospel
will not be ameaningful part of their lives. | want to thank you for your time, energy, and talent
given to the Glory of God in this ministry. | ask that you give maximum effort to the program.
Please try to affirm the unique abilities and gifts of each child as a creation of God. Develop
experiences that share God's love in tangible ways in the classroom.

Each class is the Church in microcosm, and the classroom is prime place where children
experience afaith community. You and your students will take ajourney in faith together this
year. In encounters with Scripture, prayer, and fellowship you are truly shaping the church of
the future. Whilethisishard work, it also isaspecia privilege to teach the Gospel of Christ.
And, there are few things more gratifying than furthering the growth of a young person in God's
grace and love.

Your effortsin Sunday School are coupled with those who lead other programs such as
Pre-School, Acolytes, and Y outh Choir. Together this makes for a very effective ministry team.
We seek to deepen their faith, help them to know God'’ s love, and enable them to share that love
more fully with others.

Our superintendents, Education Commission, Assistant Rector, and Children’s Chapel
team represent a strong resource and support for your teaching efforts. They want to be
available to help you in any way possible thisyear, asdo |. So, ask for the help you need and
remember that you are carrying out one of the most essential and promising ministriesin the life
of the church.

Thank you for your willingness to teach and for your time and effort which | know will

make this program a successful one.

Yoursin Christ,
The Rev. Randall L. Prior, D.Min.



The Structure of Christian Formation for
Children and Youth at Saint Andrew’s

We offer Christian Formation for all children, ages 3 and up, every Sunday of the school year. Our programis
divided into three basic areas: the Learning Center (comprising children ages 3 through first graders), the
Sunday School (comprising children in grades two through six), and the Youth Forums, which all meet after the
10:00 a.m. Sunday worship service. Unless otherwise noted, all classes are taught in rotation: teacherstake
turnsteaching every other Sunday, or every fourth Sunday, as arranged by prior agreement.

e ThelLearning Center: Ages 3 through first grade. Thisyear, we will use the Hands-On
Bible Curriculum produced by Group Publishing. Age-appropriate, student-based,
teacher-friendly and just plain fun, Hands-On emphasizes active learning, not sit-down-
and-be-still learning. In addition to their Hands-On Bible lessons, children will learn that
our parish is a safe, secure, and happy placeto be. A primary goal for Learning Center
teachersisto model caring behavior for the children, and to encourage the children to
be loving and caring towards each other.

e The Sunday School: These classes meet from 11:15 am. to 12:15 p.m. and comprise
second through six grades. Thisyear, we will use the Mustard Seed Curriculum, a
Sunday School program that emphasizes in-depth Bible study through age-appropriate
learning. Lesson plans are easy to use, and offer avariety of activities from which
teachers can choose in order to tailor the lesson to their own skills and to the class' needs;
however, it is essential that teachers PLAN AHEAD when using this program, as | ast-
minute preparation can prove disastrous. Please note that, in addition to your Teacher’'s
Book, you also have a copy of the Mustard Seed Manual, A Parent’s Guide to Prayer, and
Prophets, Poets, Priests, and Kingsin your classroom cabinet. These will be good
resources for you, when you need them. Two major goals for Sunday School teachers
should be to practice the skill of open-ended questioning for the purpose of leading
studentsinto a deeper understanding of the lesson, and to practice the art of planning
ahead so that lessons are coherent and fun.

CLASSESTHAT MEET IN THE FALL AND SPRING SEMESTERS:

Learning Center
- Pre-K Room
- Kindergarten Room
- First Grade....these classes meet DURING the 10:00
am. service and DURING the Christian Formation
hour: ~11:15am.. —12:15 p.m.

Sunday School 2" Grade Class
3" and 4th-Grade combined class



- 5th"-and-6"- Grade combined class
- Note: these classes ONLY meet during the
Christian Formation hour: 11:15 am. —12:15 p.m.

ONLY THE LEARNING CENTER CONTINUESTO MEET THROUGHOUT THE
SUMMER.

The Role of the Sunday School
Coordinators

The Sunday School Teachers' Coordinatorsinclude an expanded role from past years. This
expanded role includes the following:

1
2.

3.

Recruit individual teachers for their specific classes.

Provide acopy of the course syllabus and outline of classes throughout the Sunday
School year

Facilitate coordination between the teachers as a unit throughout the semester.

Work directly with the Assistant Rector and Christian Formation Commission in
planning and preparing for each new Sunday School and Formation Y ear.

The Roleof the Superintendent

Every Sunday, the Superintendent must:

1.

2.

Open the Sunday School Supply Closet and the classrooms. The teachers will not be able
to get into their classrooms without you!

Assist with student issues. For example, on the first day of Children’s Christian Formation
classes, Superintendents will need to assist students to the right classrooms and help parents
register their children. Superintendents will aso help teachers work with behavioral problems
(such as students that are acting inappropriately in class). In this case, the Superintendent can
take the child(ren) out of the classroom and escort the child(ren) to the Christian Formation
Office for a“time out” and discussion of appropriate behavior.

Make surethat all the necessary supplies are stocked in the classroom supply closets.
Teachers should have enough supplies. If not, teachers will ask the superintendents for assistance
in finding materials in the Christian Formation Closet. | teachers request more of a certain set of
supplies, the teachers can then submit a supply request found in the classrooms and in the
Teacher’'s Manual) and give these to the superintendents to submit a supply request form to the
Parish Administrator, who will procure the supply with parish monies. Only in the case of an
“emergency” should Superintendents use their own money to purchase supplies for Children’s
Christian Education. Reimbursement may be accomplished by submitting receiptsto the
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Assistant Rector; first, staple the receipt(s) to an 8.5x11" sheet of paper, and include IN PEN your
name, address, and phone number on that sheet, plus afew sentences explaining the purchase.
Please note that RECEIPTS THAT FEATURE PERSONAL PURCHASESASWELL AS
PURCHASES FOR CHRISTIAN FOMATION WILL NOT BE APPRECIATED BY OUR
AUDITORS. For staff record keeping purposes, please keep the purchase of Formation supplies
separate from your own purchases, and submit receipts that only reflect purchases for the church.

4. Provide snacks and beverages to students and teachers. Christian Education snack
supplies can be found in the white cabinets, by the water fountain in the hall. Although snacks
are procured by the Snack Provider (who also submits forms and receipts for reimbursement), the
Superintendents “set up” the snack and bring it to the classrooms. Juices are kept in the
refrigerator in the parish kitchen; cups and napkins can be found in the Christian Education
office.

5. Assist with photocopying. Sometimes teachers have more children attending class than they
anticipated; on these happy occasions, Superintendents should assist the teacher by photocopying
additional materials. The photocopier islocated in the Christian formation office.

6. Keep attendance records. The Superintendents need to collect attendance data every week in
the special Attendance Folder, located in the Christian Formation office. This data helps the
church staff plan for future classes and keep track of the status of our current classes.

7. Patrol the halls of the Christian Formation wing. Superintendents keep their eyes and ears
open for situations that might compromise child or teacher safety. |f you encounter a person
whom you assume has no business being in the Christian Education wing during the children’s
learning time, then please ask that person courteously if they can be helped. If possible, suggest
that the person might be better served attending the church service or the Adult Forum. If the
person acts inappropriately or refuses to leave, immediately seek help from the other
Superintendents, the Ushers, Teachers, or parents, and inform the Rector. Such situations are
extremely rare, but it is important to be prepared.

8. Makesurethat all classrooms are locked after Children’s Christian Formation is
finished. Also make surethat exterior doors are shut tightly and locked. This maintains
the kind of security that will keep our church safe and happy.

The Role of the Teacher

Every Sunday, the Teacher must:

1. Becertain of your placein the teaching rotation. Please note that it isthe responsibility
of all teachersto work out their own rotation schedules with their teaching teams. Make
sure that your teaching schedule is posted somewhere obvious (i.e. the inside of your
classroom cabinet door), and do keep alist of the other teachers numbersin case you
need them. Teachers are responsible for calling and arranging for their own substitutes.
A copy of the rotation schedule must also be on file in the Christian formation office.

2. Preparefor thelesson. It would be very helpful for you to take the lesson home with
you the week before you plan to teach, and make time in your schedule to review and
understand the lesson and activities. You will be sharing lesson-planning materials with
the other teachersin your class, so make arrangements with the other teachersto rotate
the Teacher’s Manual or Teacher’s Book around so that each of you will get a chance to
review the lessons you plan to teach.

3. Makesurethat all the necessary suppliesfor the lesson are at hand. If you've
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reviewed your lesson early, then you can plan to have all supplies ready to go by Sunday
morning. Consult your classroom supply list, take frequent inventory of your supply
levels, and let Sunday School Superintendents know when you are running low on
supplies. Complete a supply request form ( found in the classroom cabinets and in the
Christian Formation office) for the supplies you need. Note that the Sunday School
Superintendents are good resources for supplies when you are in a pinch, and the
Christian Formation supply closet is always open on Sunday mornings, and by
appointment during the week, if you need anything. Materials purchased on your own
must be pre-approved by the Assistant Rector if you want reimbursement.

4. Preparetheclassroom. Turn on the lights and place the chairs around the table. Lay out
student materials and supplies; set up visual or musical aids, if using. Classrooms should
look tidy and welcoming. Note that the Superintendents will bring snack to the
classrooms; teachers are not responsible for snack.

5. Take attendance as students arrive (or record their names). Y our attendance records
will go into the church database, and help the church staff track how many students
attend Children’s Christian Education classes. This data also tells us how many students
we can reasonably expect for next year’s classes. It istherefore very important to
maintain accurate attendance rosters.

6. Teach with enthusiasm and integrity. Thisisthe best part! Know that every time you
teach, God is moving through you to touch the life of astudent. Now THAT is
something to celebrate!

7. Straighten up the classroom. Please return your materials to your classroom cabinet.
Return toys and books to their appropriate places (thisis especially important for those
classes that share space with the weekday Preschool). Wipe off spills from the tables.
Close and lock all windows. Place the chairs back on the tables and turn out the lights.
Close and lock the door (NOTE: except for the Library, which should never be locked,
or the Multi-Purpose Room). Y ou do not need to vacuum the floors.

PLANNING A TEACHING SESSION

Your Assumptions

1. | know most of the students by name. (If you don’'t: use NAME TAGS and begin the
teaching session by ASKING CHILDREN THEIR NAME, perhaps going around the table
or theroomin acircle).

2. | know some of the students' interests and favorite activities. (If you don’t: begin the
session by ASKING CHILDREN THEIR FAVORITE food/col or/sport/music/animal.
Make it agame. Record their answers so you will remember.)

3. 1 know and care very much about our Christian faith and believe that it isvital for the
students to learn about it.

4. If something does not interest me, it is unlikely to be of interest to my classes.



Your Preparation

1.

Plan the flow of the class using the outline of movement suggested by the curriculum
(i.e., Introduction, Content Teaching/Storytelling, Activity —most curriculums feature
thistype of flow to the lesson)

Select key concepts to be explored with the students. Determine what can be
accomplished with the class in the time available. Establish priorities because generally
no more than three or four (and at times only one) concept can be explored in asingle
hour.

Next ask: What do | hope the students will be able to do by the end of the session? (It
may not be something altogether new, but rather a heightened consciousness—e.g., “I
want them to know that God has a plan for them, just as God had a plan for the
Israelites’.) Then ask: how will | know that the goal has been achieved? (E.g., “When
the students can use their imaginations to articul ate the possible plan that God may be
making for them.”)

Determine ways to get the students involved in exploring the concepts and achieving the
objectives. The choices of strategies will depend partly on the students' interests and
abilities and partly on your own creativity. Remember the diversity among the students
and that it is not always necessary that all students do the same things at the same time.

While Teaching

1.

| don't want to do all thetalking. | want to involve the students as much as possible. To
accomplish this, | must consider:

oo oo

How to help each student feel that his/her ideas are important;

How to ask questions that require the students to think and to respond,
How to be an active listener; and

How to encourage group interaction and student-initiated commitment.

| want to use as many instructional aids as possible to help to maintain ahigh level of
interest and to reinforce concepts (i.e., puppets, role playing, craft/art project, games).

After Class

1.

2.

Evaluate what the students have accomplished during the session.

Make notes of what to do during the next session. Thereisalog sheet (located in each
classroom cabinet) for each set of teachers of aclass to make very brief notes of what
happened in the class today, how classes went overall, and any other notes that would be
helpful to the next set of teachers for the particular class. See the Appendix for a copy of
the log sheet.

Reflect again upon each student's needs, interests and abilities. Seek to identify more
precisely the point of contact between curricular goals and the students.



CHECKING YOUR LESSON PLAN

Did | plan aroom arrangement or arrival activity that introduces my subject and focuses the
students on my goals for the session?

Did | vary activities? Some activity groupings to consider:

Brief activities vs. Involved activities

Active activities vs. Quiet activities

Large Group vs. Small Group vs. Individual-oriented activities

Verba vs. Visua activities
Did | plan the most effective transition between activities? For younger children, this may
be afinger play or asimple game or song. For older children, this may be just afew
sentences about what we' ve already done today, and what we' re going to do next.
Are my methods varied, both within the lesson plan and from previous classes?
Did | provide for individual expression through music, art, creative movements, etc.?

Did | plan learning activities that provide each child an opportunity to work with an activity
that he/she does well?

Did | reinforce the lesson at every stage of the class?

Did | plan opportunities for student choices? Did | plan opportunities for students to share
their experiences and ideas that are related to the lesson's key concepts?

In short, have | found the most effective ways to fully utilize the class time and to fully
involve my studentsin achieving the goals for the session?

THE SUNDAY MORNING SCHEDULE

9:45am. Sunday School and Learning Center teachers arrive and prepare for class. The

playground is closed.
Nursery staff arrives and prepares the room for the children.
Superintendents arrive and prepare to greet students, teachers and parents.

10:00 am. Nursery and Learning Center begin.
10:00 am. Second Sunday Worship Service begins. The playground remains closed.

Arrangements can be made for L C classes to use the Multi-Purpose room.

10:10 am. Children’s Chapel begins. An acolyte will come to escort your class. Please

bring your classroom’ s offering basket.

11:15am. Second Sunday School, and Adult Forums begin -- this would be the best

time for the Learning Center teachers to use the Playground.

12:15 p.m. Formation programs end; children in the Nursery and Toddler Rooms are
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12:15-12:30

dismissed to their parents.

PLEASE NOTE: Children below fourth grade are released to a parent or
older sibling only. We do not release young children on their own
recognizance. .

Clean up, put away, and lock up: Superintendents, Teachers, Nursery
Workers.

EXCEPTIONSTO THE NORMAL SCHEDULE include certain Sundays when the Sunday
School (grades two through senior high) may not meet, but the Learning Center does meet
during the worship hour. These Sundays are:

10/26/08 Shrine Mont Weekend. Sunday School classes and the Learning Center may have to
be combined depending upon the attendance.

12/21/08 Advent 4. No Sunday School; Learning Center does meet during worship.

1/11/09 Annual Parish Meeting. This means that the second hour of nursery and Learning
Center could be much longer due to voting; teachers and coordinators may want to
arrange extra " back-up -- i.€” videos, games, extra helpers.

4/5/09 Sunday of the Passion/Palm Sunday. No Sunday School; Learning Center functions
only during the worship hour

4/12/09 Resurrection of Our Lord/Easter Sunday. No Sunday School; Learning Center
functions during the two later worship services, normally at 9:30 and 11:00 a.m.
These two later worship service times are often changed and we will notify all

Sunday School volunteers of the specific servicetimes. Please note — the Learning

Center will be available for each service.

GENERAL PROCEDURES FOR ALL

1. WEAR YOUR NAME TAG. Your name tag identifies you to parents, newcomers,
students, and other Christian Educators. Please wear it whenever you are “on” as a
teacher, teaching assistant, or Superintendent.

2. STAY CONNECTED. Please attend all teacher meetings and workshops and read the
occasional Superintendents” Letters or announcements passed out to you or posted on the
door of the Christian Formation Office. Also, please support our Outreach and Special

Projects Coordinator on projects as much as you can. You are welcome to attend Christian
Formation Commission meetings (first Monday of the month, 7:30-9:00 p.m.).

TEACHER ABSENCE. YOU ARE RESPONSIBLE FOR ARRANGING YOUR OWN
SUBSTITUTES. Please also make your team leader and the Superintendents aware of your
substitute arrangement, with as much advance notice as possible. Substitute lists are at the
back of this manual.

NEWCOMERS. Please ensure that each new member of your class (or a parent) completes

a Christian Education Student Registration form. Also, let a Superintendent know of any
new students. This is vitally important for the integration of newcomers to St. Andrew’s.
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