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INTRODUCTION 
Totus Tuus is a weeklong parish-based Catholic summer catechetical program for youth 
entering 1st – 12th grade that is dedicated to sharing the Gospel of Jesus Christ and to 
promoting the Catholic faith through catechetical instruction, Christian witness, vocational 
discernment, Marian devotion, and Eucharistic worship. Totus Tuus is led by a team of college 
students who are trained and commissioned to serve the youth of the diocese throughout the 
summer. 
 
PURPOSE OF THIS MANUAL 

This manual is a resource for parish leaders that describes the Totus Tuus program and how a 
parish can bring Totus Tuus to their community. 
 
MISSION 

The mission of Totus Tuus is to inspire young people to be disciples of Jesus Christ through a 
true longing for holiness, a deep desire for daily conversion, and a total openness to their 
vocation. Participants see this mission accomplished by being challenged to give themselves 
entirely to Christ through Mary, and by strengthening their prayer lives in imitation of her. 
 
THE MOTIVATION OF TOTUS TUUS 

Totus Tuus is Latin for “Totally Yours” and was the motto of St. John Paul II. By these words, St. 
John Paul II reminded us of Mary’s total gift of herself to God. The phrase “Totus Tuus” 
represents our desire, like Mary’s, to give ourselves entirely to Jesus Christ. Mary’s “Yes!” at the 
Annunciation and her total sacrifice and service to the Body of Christ exemplify this 
commitment. “Totus Tuus,” then, reminds us of the tremendous and sometimes difficult call to 
spend ourselves for Christ by preaching the Gospel to all those we meet. 
 
This challenge to be Totus Tuus is accepted with great joy by the young adults who serve as 
teachers on the Totus Tuus team! These young adults come to know and love the vitality, faith, 
and courage of all the young people they encounter. Youth are seeking not just role models, but 
heroes who are striving to live and proclaim, “Lord, I will be totally yours.” With joy and honor, 
Totus Tuus teachers serve these youth and share with them the blessings that God has given 
them. Therefore, the team dedicates their summer entirely to the young people they serve. By 
giving all they have to these young leaders of the Church, team members are transformed into 
heroes, and it is through this giving of self that the youth are able to identify with these men 
and women who are on fire with our Catholic faith. 
 
GOALS OF TOTUS TUUS 

The goals of Totus Tuus provide the pillars on which the entire experience of Totus Tuus stands. 
Each of these goals is a column of support on our road of discipleship and everything we do on 
Totus Tuus should help achieve each of these goals. 
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To develop a true longing for holiness through our relationship with Jesus Christ 

An intimate friendship with Jesus is essential so that we may lead young people to the love of 
the Father (cf. John 14:6-7). To accomplish this goal, the Totus Tuus program emphasizes 
devotion and love for our Lord through participation in the Eucharist and devotion to Mary, 
our Mother. The team members that serve Totus Tuus are chosen for their ability to be good 
role models because they, too, are striving for holiness in their relationship with Jesus and His 
Church. 
 
To be open to daily conversion through solid catechetical instruction 

The foundation of Totus Tuus is authentic catechesis (cf. Luke 6:46-49). It is through 
catechetical instruction and the witness of faith of the team members that participants are 
inspired to make a daily commitment to be a disciple of Jesus Christ. To ensure authentic 
catechesis, the Catechism of the Catholic Church is the textbook for team formation and 
training. 
 
To foster an openness to exploring one’s vocation 

Openness to one’s vocational call is accomplished by placing special emphasis on the 
importance and necessity of living an authentic life of Christian discipleship. One of the 
program philosophies of Totus Tuus is that vocations, callings from God, can be heard and 
responded to only if one is living an authentic Christian life (cf. Mark 9:34-38). The teachers for 
Totus Tuus model this lifestyle by promising to be open to God’s will for themselves and to 
actively discern God’s call in their lives. Because teachers are striving to live an authentic 
Christian life and are actively discerning their own vocation, they can better help young people 
do the same. 
 
To have fun!!! 

Being a disciple of Jesus Christ is a fun and joyful experience. Living an authentic Christian life 
means saying “YES!” to things that will give us life to the fullest and “NO!” to choices that lead 
to sin and despair (cf. John 10:10b). Totus Tuus strives to demonstrate the joy of living the 
Gospel through the relationships that are built and by showing participants that living the 
Gospel is a source of great joy despite our imperfections and human weaknesses. 
 
FIVE MARKS OF TOTUS TUUS 

These five marks serve as reminders of the catholicity of Totus Tuus. A longing for true holiness, 
being open to conversion, exploring one’s vocation, and having fun can be accomplished when 
each of these marks is witnessed by the young people who come to Totus Tuus. 
 

1. Proclamation of the Gospel – to arouse the Faith 

2. Apologetics – examination of the reasons for our beliefs 

3. Christian Witness –  an experience of Christian living 

4. Sacraments – especially Eucharist and Confession 

5. Evangelization – an active witness of the missionary nature of the Church 
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SACRAMENTS 

Celebrating Mass daily and offering Reconciliation are the most important parts of the Totus 
Tuus experience. In the Catechism of the Catholic Church, we learn that Christ is manifest and 
“communicates his work of salvation through the liturgy of his Church” (CCC 1076). Our identity 
as Catholics is intrinsically linked with the whole of the liturgical and sacramental life of the 
Church. To help young people understand the gift of the liturgy more fully, Totus Tuus includes 
daily participation in the Eucharist as well as opportunities for Reconciliation. It is in the 
sacraments, especially in the Eucharist, that Jesus Christ works most fully for the 
transformation of us all. 
 
PEDAGOGY 

Totus Tuus uses a pedagogy that presents the Catholic faith in a fun and exciting manner for 
both teachers and youth. The team is trained to run the Totus Tuus program based on a 
common theme for the summer. The catechesis is designed to achieve specific goals based on 
that theme. Totus Tuus teachers help young people experience the Catholic faith as a way of 
life and love, not simply a set of rules and obligations. This pedagogy is concerned not only with 
teaching the faith, but also with setting a fire in the hearts of the teachers. The result of this 
passion is the formation of young adults who are continuing to uphold and defend the Catholic 
faith. 
 
The curriculum themes that are used each summer are part of a larger framework that covers 
the four main pillars of the Catechism over the course of a six-year program cycle. Details on 
each of the six curriculum themes are on the Totus Tuus website noted on the cover. 
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CHILDREN’S PROGRAM 
The Children’s Program is for students going into first through sixth grades and runs Monday 
through Friday from 9:00 AM to 2:30 PM. These times can be adapted by the parish to suit local 
parish needs. During the week, the children will participate in four classes each day, have the 
opportunity for Reconciliation, attend daily Mass, learn the Mass parts and liturgical songs, and 
participate in games, icebreakers, skits, songs, recess, and prayer. 
 
Throughout the Children’s Program on Totus Tuus, the students learn to be clear and consistent 
in their faith. They are shown how to view God as a Father. This personal relationship gives 
them the confidence to be Christ’s witnesses in the world around them. Finally, Totus Tuus 
shows the children that the humble yet courageous desire to know God must be based upon a 
steadfast and disciplined life of prayer combined with receiving the sacraments. 
 
SYLLABUS 
Theme:  The Creed & Luminous Mysteries 
 
Monday 
Class #1 The Baptism of Jesus  
Class #2 I Believe in God the Father Almighty, Creator of Heaven Earth 
Class #3 I Believe in Jesus Christ, His Only Son, Our Lord 
Class #4 He Was Conceived by the Power of the Holy Spirit and Born of the Virgin Mary  
 
Tuesday 
Class #1 The Manifestation of Jesus 
Class #2 He Suffered Under Pontius Pilate, Was Crucified, Died and Was Buried  
Class #3 He Descended into Hell. On the Third Day He Rose Again 
Class #4 He Ascended Into Heaven and is Seated at the Right Hand of the Father 
 
Wednesday 
Class #1 The Proclamation of the Kingdom 
Class #2 From Thence He Will Come Again to Judge the Living and the Dead  
Class #3 I Believe in the Holy Spirit 
Class #4 I Believe in the Holy Catholic Church, the Communion of Saints  
 
Thursday 
Class #1 The Transfiguration 
Class #2 The Forgiveness of Sins  
Class #3 The Resurrection of the Body  
Class #4 And Life Everlasting. Amen. 
 
Friday 
Class #1 The Institution of the Eucharist  
Class #2 Our Mission to Serve: Discipleship and Vocation  
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FACILITIES 

A host parish needs one large hall or room for the main assemblies and up to three smaller 
classrooms for the class periods on the schedule. A separate cafeteria area is ideal, but the 
main hall can also serve as a lunchroom if necessary. A small room should also be reserved for 
the team’s supplies and team meeting area. 
 
For the 1st and 2nd grade classroom, it is ideal to have an empty space near the board for the 
children to gather as well as tables set up with chairs for their activities. Each classroom should 
have a chalkboard or a dry/erase board. 
 
Since Reconciliation and the Eucharist are central to Totus Tuus, these sacraments should be 
available in the church. 
 
Playground space and equipment on site for daily recess is ideal, but a nearby recreation space 
can suffice. A local park or other recreation area is needed for Friday afternoon. Be sure to have 
a plan for rainy days, too. 
 
DAILY SCHEDULE: CHILDREN’S PROGRAM 

The following are several suggested schedules for use during the 1st – 6th grade portion of Totus 
Tuus. A comprehensive schedule based on the full-day option below is included in the Parish 
Coordinator section of the manual. This schedule can be adapted to meet the needs of a 
particular parish by consulting with the Diocesan Coordinator. One frequent adjustment is 
changing Mass and/or Reconciliation time to accommodate a priest’s schedule or due to a 
conflict in the worship space. 
 

FULL DAY 
5 ½ hours 

 
9:00 Opening / Icebreaker  
9:25 Class Period #1 
9:50 Snack/Game 
10:10 Music Prep for Mass 
10:20 Class Period #2 
10:45 Mass Preparation with 
Reconciliation available 
11:15 Mass 
12:00 Lunch & Recess 
1:00 Water Break 
1:10 Class Period #3 
1:35 Skit 
1:50 Class Period #4 
2:15 Gather & Review 
2:30 Dismissal 

MORNING ONLY 
4 hours 

 
8:00 Opening / Icebreaker 
8:15 Class Period #1 
8:40 Music Prep for Mass 
8:55 Class Period #2 
9:20 Snack/Game 
9:40 Class Period #3 
10:05 Skit 
10:20 Class Period #4 
10:45 Mass Preparation with 
Reconciliation available 
11:15 Mass 
11:50 Gather & Review 
Noon Dismissal 
 

MID-DAY OPTION 
5 hours 

 
10:00 Opening / Icebreaker  
10:20 Class Period #1 
10:45 Mass Preparation with 
Reconciliation available 
11:15 Mass 
12:00 Lunch & Recess 
12:50 Water Break 
1:00 Class Period #2 
1:25 Skit 
1:35 Class Period #3 
2:00 Snack/Game  
2:20 Class Period #4 
2:45 Gather & Review 
3:00 Dismissal 
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DRINKS, SNACKS, LUNCH AND RECESS 

Drinks and snacks should be available at various times throughout the day. This is a great area 
to invite volunteers to help! As an option, the children can be invited to bring snacks to share 
each day. Water is a necessity but other drinks such as lemonade or punch are welcome. Parish 
coordinators are free to set whatever snack and drink policy needed based on your local needs 
(e.g. restrictions based on known food allergies). 
 
Children should be reminded to bring their own sack lunches unless you are making other 
arrangements for the noon meal. Make sure the plan for lunch is clear in your communication 
with families. 
 
Team sports are encouraged at recess after lunch. Please ask the children to bring their 
playground equipment or have your own equipment available. There is a break for drinks after 
recess. Volunteers can help with supervising the playground area. 
 
PARISH POTLUCK 

The Totus Tuus program emphasizes family by asking the parish to sponsor a potluck dinner on 
Wednesday evening for the children, their families and all parishioners. The potluck dinner 
should begin no later than 6:00 PM and wrap up by 7:30 PM to allow the team time to be ready 
for the teen session that evening, or adjust the evening program for Wednesday as appropriate. 
 
The potluck should be a parish-wide event. By inviting the whole parish, the team has the 
opportunity to meet with families and other parish members. The potluck is also an excellent 
opportunity for teachers to meet parents and for parents to get to know the teachers. During 
the evening, the team leader will introduce the team and talk about the Totus Tuus program in 
general. As part of the night’s activities, the team will lead the children in some songs and talk 
about the experience that week. Consider providing the main dish and paper products and 
asking participants to bring side dishes. A sample flyer to promote the potluck is available in the 
appendix of this manual. 
 
FRIDAY AFTERNOON 

The daily schedule changes on Friday afternoon. The team will follow a regular schedule 
through lunch and students still bring their lunches. There are no classes after lunch. The 
afternoon is spent celebrating the end of the week with a water fight. Activities include a water 
balloon toss, a homemade water slide and any other carnival-like fun for the students. Students 
are asked to bring squirt bottles or buckets. The appendix has a sample flyer to send home with 
students with details about the event. The afternoon closes with a review of the entire week 
and a prayer. Parishes using a modified schedule will have to work with the diocesan 
coordinator on how to include the water fight. Parishes are encouraged to be creative with this 
time. The goal is to create a carnival atmosphere, so please consider including any local parish 
activities you might have available (a dunk tank would be great!!) You might consider inviting a 
parish organization sponsor and staff a picnic lunch as part of the event, too. 
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TEEN PROGRAM 
Totus Tuus includes a program for junior and senior high school youth (entering grades 7-12) in 
the evenings from 7:00 PM to 9:00 PM Sunday through Thursday. Wednesday evening is the 
potluck, so the teen program will start when the team is able to transition from the potluck to 
the Teen Program session, or you may modify the Teen Program that evening accordingly. 
 
The Teen Program includes active group games, instruction through witness talks, facilitated 
small group discussions, quiet meditation and prayer and a challenge to live as disciples of Jesus 
Christ in the world today. The team emphasizes group dialogue in which each young person 
feels respected. The junior high and high school students share some activities together but 
have separate small group sessions that provide a comfortable surrounding and age and gender 
appropriate instruction. 
 
JUNIOR AND SENIOR HIGH SCHOOL SYLLABUS 

 
Sunday: I Believe!  
Monday: Mary, Mother of God  
Tuesday: One, Holy, Catholic & Apostolic  
Wednesday: Adoration and Confession 
Thursday: Discipleship 
 
Teens are encouraged to have a copy of YOUCAT: Youth Catechism of the Catholic Church as a 
tool for their sessions. ISBN: 978-1-58617-516-0 
 
FACILITIES 

The Teen Program uses the same large hall or gathering space that the Children’s Program uses 
earlier in the day. Classrooms are also be used for the small group discussions. The church will 
also need to be available on Wednesday evening for a Holy Hour that includes Exposition and 
the Sacrament of Reconciliation. 
 
DAILY SCHEDULE: JUNIOR AND SENIOR HIGH SCHOOL PROGRAM 

 
7:00  Gathering Activities 
7:15 Session 1: Catechesis & Witness Talk 
8:00 Snack Break 
8:15 Session 2: Small Group Sharing 
8:45 Night Prayer  
9:00 Dismissal 
 

SNACKS AND SUPPLIES 

The parish supplies refreshments Sunday, Monday, and Tuesday evenings. Please have a 
chalkboard/dry-erase board, CD player or other simple sound system for music, and Bibles 
available for the teen sessions. 
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EUCHARISTIC ADORATION 

On Wednesday evening, the junior high and high school students experience adoring Christ 
face-to-face during Exposition of the Blessed Sacrament. Participants also have the opportunity 
to receive the Sacrament of Penance and Reconciliation, so please have a priest scheduled to 
preside over the Holy Hour and to hear confessions. If you expect a larger group of teens, 
please invite more priests so everyone has a chance to go to confession during the scheduled 
program time. Exposition should take place at 8:00 PM and last one hour unless times are 
adjusted to accommodate the parish potluck. If times are adjusted, please be sure to make 
these adjusted times widely known. 
 
THURSDAY EVENING 

The teen program concludes on Thursday evening with a special night of fun for everyone. The 
parish coordinator should prepare a simple outing in the local community for everyone to enjoy 
each other’s company. Part of the evening will include a talk from the team about having the 
courage to be proud about our Catholic faith and to not be afraid to speak up and defend the 
Church when we hear wrong things being said about the faith. This introduction to discipleship 
and apologetics should then lead into an opportunity to go out into the community and have 
fun, showing the world that we are not ashamed of being Catholic in the public sphere. 
 
Be creative and use the resources of your community to have a fun evening for the teens! 
Suggestions might be to reserve a time to be at the local bowling alley or pool. Or there may be 
athletic events that everyone can go to as a group. Mini-golf or other social activities like this 
are ideas to consider, too. 
 
Be mindful of any costs for the social evening. Students should know ahead of time what any 
costs for the evening will be. The parish should cover any fees for the Totus Tuus team. Also, if 
transportation is needed, please follow the current guidelines for use of personal vehicles 
prescribed by the diocese. A driver form is included in the appendix to this manual. 
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TOTUS TUUS TEAM 
The teachers who animate the Totus Tuus program are college students and seminarians who 
strive to help young people understand their faith through catechesis in order to live that faith 
more fully. Teachers are trained and sent out in teams of four - ideally two men and two 
women - to a parish for a week, traveling to different parishes throughout the summer. 
 
TEAM SELECTION AND TRAINING 

The teachers are chosen based upon their desire to teach the faith, their love of children, their 
energy and enthusiasm and for their individual leadership abilities. A comprehensive training 
program is hosted locally in the diocese prior to the first session of the summer. During training 
and throughout the summer, the team adheres to a well-defined schedule which has a 
structured prayer life as its foundation. All of the teachers must pass background checks and 
comply with diocesan child protection policies. 
 
COMMUNICATION 

To facilitate communication, each team will have a designated team leader. One of the major 
functions of this role is to be a liaison between the team and the host parish. Please be sure to 
meet with your team leader frequently throughout the session. Make sure the team leader 
knows how to contact the host pastor, too, in case the parish coordinator is temporarily 
unavailable or there is a pastoral situation that the host pastor must be made aware of 
immediately. 
 
Your team leader will call you on the Tuesday prior to the session to discuss details. Included in 
the parish coordinator section of this manual is a checklist of topics the team leader will cover 
with you. 
 
ARRIVAL AND SET-UP 

The team arrives on Saturday afternoon and will attend all the weekend Masses at the parish. 
Please be sure to ask your pastor about having the team formally introduced at all the Masses 
and be allowed to give a short presentation at an appropriate time. 
 
The team should meet with the parish coordinator and, if possible, the pastor for a formal 
meeting and tour of the facilities on Saturday evening. The team will set up the facilities on 
Sunday afternoon. Be sure to give detailed instructions on acceptable use of the space being 
used. These instructions should include where controls are for the lights and air conditioner as 
appropriate and any areas or items that are off limits for use during the Totus Tuus session.   
 
Due to the early morning and late night schedule for the team, it may be more convenient to 
provide the team leader with a key to the facility. If keys cannot be given out, the parish 
coordinator must schedule a reliable person from the parish to open and lock up the facility 
each day. 
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HOST FAMILIES 

The teachers are on the road for the duration of their time in your parish and need a place to 
stay while visiting. Therefore, host families are essential to the success of Totus Tuus. Host 
families provide sleeping arrangements, morning continental breakfast and snacks for the 
team. Host families are needed from the time the team arrives Saturday afternoon until their 
departure the following Saturday morning unless other arrangements for an earlier departure 
have been made in advance. A letter for host families is included in the appendix of this manual 
that help explain their role in the Totus Tuus experience. 
 
The team needs at least two host homes each night, one for the men and one for the women. 
Seminarians must be housed in a rectory. Host families are encouraged to provide recreational 
opportunities such as access to a pool or other relaxing experiences for the team during the 
course of their stay as there is some free time between the children’s program and teen 
program each day. There is no requirement that the same host families be used throughout the 
week. 
 
The interaction at host homes is valuable for both the team members and the families. 
However, because of the busy schedule the team has, it is important to stress to host families 
that the team will normally be late getting to their host homes due to team meetings, journal 
work from the teen program, and other work obligations that can only be tended to at the end 
of the evening program. Also, team members may not always return to a host home during the 
afternoon for similar reasons. Host families should be flexible and comfortable with having 
young adults who keep their own schedules.  
 
TRANSPORTATION 

Each team provides their own transportation. It is helpful if the driver has information on 
locations of key services such as gas stations and shopping centers. 
 
MEALS 

Please plan to provide all of the team’s meals while the team is in your parish. If there are any 
specific food allergies, the program coordinator will alert you ahead of time. Meals need not be 
elaborate. Simple is often better. And variety is appreciated! 
 
Breakfast 

The host family provides breakfast at 7:00 AM. A simple meal of cereal, fruit, or toast is 
sufficient. 
 
Lunch 

Sunday’s lunch should be provided by the parish or by the host family since there are no Totus 
Tuus activities in session yet. A host family or a parish volunteer should provide a lunch on 
Monday through Friday at 12:00 PM. Volunteers assisting in the kitchen can prepare the lunch 
or the team can fix a lunch from food brought to the dining area. Variety is key so please 
encourage creativity for your lunch help. 
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Supper 

The evening meal is provided during the break between the children’s program and teen 
program every day except Wednesday (see Parish Potluck above). The team will need to leave 
the host family's home early enough in order to prepare for the evening session. If the team has 
made arrangements to leave early on Friday instead of staying Friday night, no supper is 
needed. Parishes scheduled for the last session of June and the last session of July will not need 
to host a team on Friday night as they will either be on break or returning to the diocesan 
coordinator for their respective end of month activities. 
 
Supper can be at parishioners’ homes, although it does not necessarily need to be provided by 
the same host families with whom the team is staying. Sharing meal responsibilities allows 
more families to be involved with the program and provides an excellent opportunity for the 
team to interact with more families in the parish. A family may prepare and serve the meal, 
have food brought in, or take the team out to eat. 
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VOLUNTEERS FOR TOTUS TUUS 
One way that Totus Tuus invites the whole parish into the experience is by having lots of 
volunteers help in a variety of roles throughout the week. A sample list of volunteer roles is 
included in the parish coordinator section of this manual as well as below. 
 
ORIENTATION 

Volunteers can be a huge asset to the parish coordinator and Totus Tuus team throughout the 
week. However, an unprepared volunteer can also be a major disruption if not properly trained 
for their role. Therefore, it is important that all volunteers be properly prepared. Some roles are 
very simple and only require a minimal amount of information to be successful in their role (e.g. 
bringing food in for the team for a particular meal). Other roles need more explanation so the 
volunteers have a clear understanding of their role and can be an asset to the Totus Tuus 
experience. 
 
The Totus Tuus team should meet with any volunteers who will be directly assisting the team 
during the week. This meeting will allow for direct communication regarding expectations and 
outcomes desired for these volunteers. Ideally, this meeting should take place on Sunday 
afternoon so there is plenty of time to meet with the volunteers and to answer questions. If a 
Sunday meeting is not practical, be sure to arrange with the team leader a meeting time each 
morning before the session starts. 
 
VOLUNTEER ROLES 

There should be at least one adult from the host parish present in the building at all times 
during the program. High school students or adults are needed to assist with supervising 
children during bathroom breaks, recess, and to be available to handle unexpected issues. One 
or two volunteers are needed in the 1st and 2nd grade classroom to assist with crafts and 
unexpected restroom breaks so the teacher can focus on the lesson. And there are plenty of 
opportunities for volunteers to help with snacks and meals. 
 
The Parish Coordinator should find appropriate volunteers to help with the following activities: 
 

 Host families for the team 

 Lunch for the team 

 Supper for the team 

 Snacks and drinks for the children’s program 

 Lunch for the children’s program 

 Playground supervision over the lunch break 

 Snack for teen program 

 Cookout for Friday lunch (if choosing this option) 

 Help with equipment needs for the water fight on Friday afternoon 

 Snack delivery on Friday after for the children’s program 

 Coordinating the parish potluck 

 Set-up and clean-up for the potluck 
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 On-site host while Totus Tuus is in session 

 Host to open and close the facility for each session 

 Aides for the 1st and 2nd grade classroom 

 Helpers for morning check-in and afternoon send-off 

 Checking in and returning medications before and after the program time 
 
These are not the only volunteer roles. Use your creativity to invite as many people as you can 
to participate in the experience! 
 
QUALIFICATIONS OF VOLUNTEERS 

If a volunteer is serving in a role that requires a certain level of competency or other 
qualification, it is the parish coordinator’s responsibility to ensure that the volunteer(s) meets 
those qualifications. For example, if students are being transported off site for an activity, all 
drivers should have a current driver’s license and proof of insurance. 
 
All volunteers and parish staff are required to comply with child protection policies for the 
Diocese of Springfield in Illinois. For more information about this policy, contact the parish 
resource for Protecting God’s Children or the Office for Safe Environment at the Catholic 
Pastoral Center in Springfield at (217) 698-8500. 
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PARISH COORDINATOR 
The parish coordinator is the main contact person for the diocesan coordinator and the Totus 
Tuus team leader. The parish coordinator ensures that all preparations have been made prior to 
the team’s arrival, works directly with the team throughout the week to ensure a smooth week, 
coordinates volunteers for the session throughout the week, and provides the diocesan 
coordinator with a comprehensive evaluation of the week after the session is completed. 
Communication between the parish coordinator, the team leader and the diocesan coordinator 
is essential to a successful program. Please be sure to keep the diocesan coordinator updated if 
there are any changes in contact information, especially phone numbers and email addresses. 
Having a backup person to contact in case of emergencies is helpful, too. 
 
Below is a checklist for parish coordinators to use for planning a Totus Tuus session. Space is 
available for notes and can help you stay organized for your session. These notes will be helpful 
when your team leader calls to discuss your upcoming session. 
 
PARISH COORDINATOR CHECKLIST 
 
Sacraments  NOTE: These times are flexible if there is a need for changes 

 A priest is scheduled for Confession at 10:45 AM and to celebrate Mass at 11:15 AM 

 Monday:  _____________________________________________________________  

 Tuesday:  _____________________________________________________________  

 Wednesday: _____________________________________________________________  

 Thursday: _____________________________________________________________  

 Friday: _____________________________________________________________  

 A priest is scheduled for Confession and Adoration on Wednesday from 8:00 – 9:00 PM 
 

Host Families for Team (team needs lodging from Saturday night through the following Saturday morning!) 

 Men are staying with (name and phone): _________________________________________ 

 Women are staying with (name and phone): _________________________________________ 

 Seminarians are in this Rectory: _________________________________________ 

 Detailed directions to and from the host families are provided to the driver upon the 
team’s arrival 

 
Meals for Team 

 Host families know to provide a simple breakfast each morning at 7:00 

 Any special diet needs have been passed on to those preparing food 
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 The following people are scheduled to provide: 

 Lunch 12:00 PM Supper 5:30 PM 

Saturday: (only needed if the team arrives early)  

Sunday:   

Monday:   

Tuesday:   

Wednesday:  PARISH POTLUCK (6:00 – 7:30 PM) 

Thursday:   

Friday:   

 
Meals for Students 

 Grade School students have been instructed to bring a sack lunch each day 

 Volunteers are available for lunch and breaks: 

 
9:50 AM 

Snack and Drink 
Break 

Noon Lunch 1:00 Drink Break 
Evening Snacks for 

Teen Program 

Sunday: N/A N/A N/A  

Monday:     

Tuesday:     

Wednesday:     

Thursday:    Fellowship Night 

Friday:   -See Below- N/A 

 
 Friday lunch will be:  

o ___ sack lunch as usual 

o ___ cookout provided by: ____________________________________________ 

 Friday afternoon snack will be delivered after water fight 

 
Potluck 

 Parents of Totus Tuus participants have been contacted to bring specific food items 

 Parish is providing __________________________________________________________ 
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 Date, time and location of the potluck has been advertised to the entire parish 

 Microphone and public address system is available for the team to speak to the group 

 Set-up and clean up details are assigned to volunteers in the parish 

 
Facilities 

 Large hall or room for assemblies 

 Microphone and public address system is available 

 Cafeteria or other space for lunch (may be the same as the large hall noted above) 

 The team has _____ classrooms available for small group work (4 rooms minimum for each 
Totus Tuus team coming to your parish) 

 Keys are available for Team Leader – OR – Volunteer is available to open and close facility 
daily at 8 AM and 10 PM respectively 

 Church is available for daily Reconciliation and Mass for the Children’s Program 

 Church is available for Adoration and Reconciliation on Wednesday evening 

 Playground is available for daily recess* 

 Arrangements for Thursday evening’s fellowship time*: 

 _________________________________________________________________________ 

 Arrangements for the Friday afternoon’s recreation are*: 

 _________________________________________________________________________ 

 Equipment is ready for Friday water activities (hoses, clean trash cans or other large 
containers for water, etc.) 

 
* NOTE: if using recreation areas that are not on Church property, please be sure to follow transportation 
guidelines from the Office for Insurance. A copy of the “Driver Information Form” is included in the Appendix of this 
manual. 

 
Checklist of items for each room: 

 Chalk boards / Dry-erase boards  
 Chalk / Dry-erase markers and erasers 
 Bible 
 
Advertising 

 Flyers sent home in school packets, to PSR families, and to teens involved in parish youth 
ministry* 

 Announcements in the Sunday bulletin*  

 Posters and/or flyers are posted throughout the school and church* 

 Arrangements have been made for the team to be introduced and to speak at all the 
weekend Masses 

 Diocesan Coordinator is scheduled to speak prior to our session on:  _________________  

* Samples are included in the appendix of this manual ~ Full color editions available from diocesan coordinator 



REV: 3/18 18 Parish Manual 2018 

 

Registration 

 Cost of each participant or family is: $ __________________________________________ 

 Deadline (if required) for students to register is:  _________________________________ 

 Extra forms are available for families that register at the door* 

 All students have a signed permission form to participate available on-site at all times* 

 Accurate attendance records are maintained and copies submitted to the diocesan 
coordinator at the end of the week 

 Medications are checked in with a responsible adult each day 

 Volunteers are available to help with daily check-in and dismissal 

* Samples are included in the appendix of this manual 

 
PASTOR RELATIONSHIPS 

It is imperative that the parish coordinator keep the host pastor updated throughout the week. 
Oftentimes the Totus Tuus team only sees the pastor at Mass each day and if the pastor visits 
during program time, the team is busy tending to the details of the events at hand. Therefore, 
the parish coordinator should be responsible for daily updates. If possible, the parish 
coordinator should arrange for regular meetings between the pastor and the team. These 
meetings will help ensure there is good communication between everyone. 
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COMPREHENSIVE DAILY SCHEDULE 
Below is a chart that illustrates who’s responsible for various actions throughout the day on 
Totus Tuus. Hopefully this resource clarifies who’s doing what at any given time during the 
program. Times are adjusted for local needs, such as Mass times based on the host pastor’s 
availability. 
 
Wednesday evening must be adjusted to accommodate the parish pot luck. Friday afternoon is 
the water fight. 
 
Time Activity Parish Coordinator Totus Tuus Team 

7:00 Breakfast Ensure host families have been 
provided throughout the week 

Prepares for the day’s activities 

8:00
  

Morning Prayer & Rosary Prepare the facility to receive Totus 
Tuus staff and students for the day 

Arrives at program site to prepare 
materials for the day; Liturgy of the 
Hours in the Church 

9:00 Introduction Check in students, networks with 
parents/volunteers 

Interacts with students, mingles with 
parents as needed 

9:15 Icebreaker Follow up with any unexpected 
student absences 

Prepares skit and animates games 

9:25 Class Period #1 Prepare snack and drinks Teach class, 4
th

 staff member 
prepares for music prep 

9:50 Snack/Game Supervise snack/drink time Prep for Class #2 

10:10 Music Preparation for 
Mass 

Clean up after snack Lead music 

10:20 Class Period #2 Check on worship space and 
presider 

Teach class, 4
th

 teacher gets ready for 
Mass Prep 

10:45 Mass Preparation & 
Confession 

Prep for lunch One team member leads students to 
worship space for Reconciliation, 
other staff lead Mass Prep 

11:15 Mass Help with general supervision of 
the group 

Help with general supervision of the 
group 

12:00 Lunch/Recess Provide recreation equipment and 
playground supervision; lead 
organized activities as needed 

Mingle with students and any visiting 
parents; interact with students during 
parish-led activities 

1:00 Water Break Have plenty of drinking water 
available for everyone 

Prepare for next class period 

1:10 Class Period #3  Teach class, prepare for skit 
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1:35 Skit  Present Skit 

1:50 Class Period #4 Prepare for dismissal Teach class, prepare for dismissal 

2:15 Gather, Review, & Closing 
prayer 

Meet arriving parents Review the day’s lessons, encourage 
everyone to bring a friend tomorrow, 
close with prayer 

2:30 Dismissal Supervise student pick-up Mingle with students until the last 
student is picked up 

2:45 Team Prayer & Meeting Inspect facility for closing Liturgy of the Hours in the Church; 
review day’s activities, prep for 
evening 

3:00 Free Time   

5:30 Supper Ensure host families have been 
provided throughout the week 

Socialize with Host Family 

6:30 Teen Program Arrives at program site to open and 
welcome and early arrivals 

Be at the program site by 6:45 

7:00 Gathering Activities  Supervise student check-in Meet students as they arrive, lead 
games and activities 

7:15 Session 1 Prep for snack break Team member give a witness talk, 
other team members mingle with the 
group 

7:45 Snack Break Set out snack Mingle with group, prep for small 
group time 

8:00 Session 2 Clean up from snack break Facilitate journal activity and small 
group discussions 

8:45 Night Prayer Prepare for dismissal and closing Lead Liturgy of the Hours 

9:00 Dismissal Supervise student pick-up Clean up small group areas and 
general program areas 

9:15 Respond to Journals Ensure facility is closed properly Read and respond to journals 

10:30  

(or when 
journals 
are 
finished) 

Return to Host Families  Ensure host families have been 
provided throughout the week 

Return to host families and lights out 
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LEADERSHIP FOR TOTUS TUUS 
Totus Tuus is possible only through the collective effort of many people at different levels of 
the experience. This section of the Parish Manual highlights many of these roles. Since the 
Totus Tuus ministry is a dynamic experience, other key roles may exist that are not noted here, 
such as local parish-level leadership that is needed for a successful Totus Tuus week. 
 
TOTUS TUUS CHAPLAINS 

Our chaplains are the backbone of the Totus Tuus experience. Chaplains lead the core areas of 
theology training for the Totus Tuus staff, review and approve Totus Tuus materials, and 
provide for the pastoral care of the Totus Tuus team throughout the summer. Our chaplains all 
have Totus Tuus experience as past staff and typically host a team in their respective parishes. 
 
Diocesan Chaplains for Totus Tuus 

Rev. Steven Arisman Rev. Adam Prichard Rev. Wayne Stock 
Pastor, Our Lady of the Holy Spirit Parochial Vicar, St. Jude Parochial Vicar, Cathedral 
(217) 864-3467, sarisman@dio.org  (217) 222-2759, aprichard@dio.org  (217) 522-3342 

 
DIOCESAN COORDINATOR 

The diocesan coordinator oversees the Totus Tuus program under the auspices of the Office for 
Youth & Young Adult Ministry for the Diocese of Springfield in Illinois in collaboration and under 
the direction of the Totus Tuus Chaplains. The diocesan coordinator promotes parish 
participation, recruits staff, assists with training, provides overall supervision of the teaching 
and training staff, maintains active communication with other Totus Tuus programs, manages 
the program budget, and generally handles the day to day operation of Totus Tuus throughout 
the year. 
 
During your session, the diocesan coordinator will arrange to visit your parish to check on your 
session. Please use this opportunity to give some feedback about your experience. The goal of 
these visits is to make sure both the parish and the Totus Tuus teams are doing well and 
communicating properly. Chaplains may visit from time to time, too. 
 
Diocesan Coordinator for Totus Tuus 

Kyle Holtgrave 
Director, Office for Youth and Young Adult Ministry 
Department for Vocational Services, Diocese of Springfield in Illinois 
(217) 698-8500, ext. 154, (217) 622-4994 (cell), kholtgrave@dio.org 
 
PARISH COORDINATORS 

Totus Tuus could not exist without a key leader in each parish. The parish coordinator ensures 
that all the local details of hosting a team are tended to; utilizing whatever leadership structure 
works best in the local parish. The parish coordinator works directly with the diocesan 
coordinator as well as the local pastor of the host parish for a successful session. 
 

mailto:sarisman@dio.org
mailto:aprichard@dio.org
mailto:kholtgrave@dio.org


REV: 3/18 22 Parish Manual 2018 

TOTUS TUUS TEAM 

Team Leader 

Each team will have one member designated as the team leader. The team leader is the main 
liaison between the parish coordinator and the rest of the team. 
 
Driver 

The driver is responsible for making sure the Totus Tuus team arrives safely at each parish and 
provides transportation to and from activities throughout the week. 
 
Seminarian 

Ideally, each Totus Tuus team will have a seminarian to help emphasize the goal of being open 
to one’s vocation. Having a seminarian on the team helps the students develop a personal 
connection with someone who is actively discerning the priesthood. This personal connection 
will hopefully break down any barriers and young person may have against exploring a call to 
the priesthood or religious life. 
 
NOTE: These positions on a Totus Tuus team are not exclusive.  A staff member can be the team 
leader as well as the driver, and even be a seminarian, too. Each team is carefully discerned by 
the training team and chaplains throughout the training session with the goal of providing the 
best Totus Tuus experience possible in the parish. 
 
OTHER KEY ROLES 

Alumni 

Like the Communion of Saints who have gone before us in faith, past Totus Tuus staff play a 
unique role by sharing their experience and helping the ministry grow. Each year Totus Tuus 
continues to improve and that is only possible through the hard work and dedication past staff 
members have put into the experience. 
 
In addition to the hard work of past staff, every parish coordinator also contributes countless 
hours toward a successful experience. Many coordinators share their best practices so that the 
overall ministry can continue to improve and mature. 
 
Prayer Partners 

Not everyone in the parish is able to help directly with the Totus Tuus experience. But everyone 
in the parish does help through their prayers. Having an army of prayer warriors helps keep our 
enemies of the faith away. Servant of God Fr. Augustus Tolton, PRAY FOR US! 
 
Benefactors 

Totus Tuus is not funded through the Annual Catholic Services Appeal, so it is vital that outside 
benefactors and other funding strategies help contribute to the ministry. Contributions are tax 
deductible. 
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APPENDIX 
DESCRIPTION OF TOTUS TUUS 

 
Totus Tuus (Totally Yours) is a fun and energetic parish based summer catechetical program for 
grade school age children and for junior high and high school youth. Totus Tuus gathers 
together college students and seminarians onto teams of four and sends them out to spread 
the Good News of Jesus Christ in various parishes throughout the diocese. 
 
The team serves for a week in each parish by putting on a program that runs from Sunday-
Thursday from 7:00 PM - 9:00 PM for junior high and high school youth. The goal during Totus 
Tuus is to put the youth in contact with the Lord so that they can develop a deep personal 
relationship with Him. To this end, there is a night of Adoration and the opportunity for the 
Sacrament of Penance and Reconciliation, catechetical instruction on topics important to young 
people and a night of fellowship with the team members. 
  
The team also presents a grade school program for students entering grades 1-6. This portion of 
Totus Tuus runs from Monday through Friday from 9:00 AM - 2:30 PM. The focus of the week is 
on imparting an understanding and love of the Eucharist, devotion to Mary, catechetical 
instruction, vocational discernment and providing an enjoyable experience. During the week, 
the children will participate in four classes each day, have the opportunity for Reconciliation, 
attend daily Mass, learn the Mass parts and liturgical songs, and participate in games, 
icebreakers, skits, songs, recess, and prayer. The week ends with a large water fight with the 
children in celebration for the week. 
 
The Totus Tuus team stays with host families while in the parish. Meals are shared with 
different families throughout the week and all parishioners are invited to a potluck dinner on 
Wednesday night. There are plenty of other volunteer roles for members of the parish as well. 
 
Totus Tuus started in the Diocese of Wichita in 1987 and came to the Diocese of Springfield in 
Illinois in 2009. Over 40 dioceses and archdioceses host Totus Tuus today. Since the inception of 
Totus Tuus, this program has succeeded in reaching out to children and youth in order to help 
them know and love the Lord Jesus Christ. 
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SAMPLE BULLETIN ANNOUNCEMENTS 

 
 
TOTUS TUUS, Latin for “Totally Yours,” is a summer youth camp that combines Catholic religious 
instruction and having FUN!!! A team of college-age students and seminarians are coming to 
the parish the week of ______________. The youthfulness and energy of the teachers is an 
inspiring way to share the faith and their enthusiasm is contagious, so come out and join us!!! 
TOTUS TUUS is Monday - Friday 9:00 AM - 2:30 PM for children going into grades 1-6 during the 
next school year. The day includes classroom instruction on our theme, The Apostle’s Creed, as 
well as the Luminous Mysteries of the Rosary. Each day includes encounters with the 
sacraments and time for games and recess. For junior and senior high school youth, TOTUS 
TUUS is Sunday-Thursday 7:00 PM - 9:00 PM with more in-depth discussions on our theme. All 
are invited to a potluck dinner on Wednesday at 6:00 PM. Cost is $_______. For more 
information, please contact ____________. 
 
 
 
Next week, members of the TOTUS TUUS team will be at all the weekend Masses to talk about 
the week’s events. Don’t forget to join us for the Parish Potluck on Wednesday night at 6:00 PM 
at _____________________(location). Mass will be available each day during TOTUS TUUS at 
11:15. All are welcome for these liturgies. Registration is available by contacting 
_________________________. 
 
 
 
TOTUS TUUS (Totally Yours), a summer faith camp for youth, is coming to ________ the week of 
_________. TOTUS TUUS combines FAITH with FUN through games, songs and skits along with 
some classroom time and encounters with the Sacraments all designed to help us build a 
stronger relationship with Jesus Christ! Students going into grades 1 – 6 next school year are 
invited to participate Monday – Friday from 9:00 to 2:30 each day while Junior High and High 
School teens are invited to come each evening, Sunday through Thursday from 7:00 to 9:00. 
Everyone is invited to a potluck on Wednesday evening to see TOTUS TUUS in action. The 
theme for this year’s program is the Creed as well as the Luminous Mysteries of the Rosary. All 
activities will be ____________. For more information about TOTUS TUUS, please contact 
_________ at (___) ___-____. A variety of volunteer roles for youth and adults are available, 
too. I hope to see you and your family there this summer!!! 
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SAMPLE FLYER 

 
 

TOTUS TUUS 
(Latin for TOTALLY YOURS) 

Summer Catechetical Program  
for Children and Youth 

 
 

At ________________ Parish on __________________ 
 

Grade School (Gr. 1-6): Monday – Friday 9:00 AM - 2:30 PM 
 

Junior High and High School: Sunday - Thursday 7:00 PM - 9:00 PM 
 

Cost is $_____ per child. Registration is on the back of this flyer. 
 

For more information, contact ___________________________ 
 

Totus Tuus is a week-long mission for young people that spreads the GOOD NEWS of our LORD 
through the witness of the college-aged team that comes to the parish for the week. For grade 
school children the program consists of catechesis on our theme, The Apostle’s Creed as well as 
songs, games, daily Mass, the Sacrament of Reconciliation, lunch, recess and more. Totus Tuus 
brings faithful Catholic instruction with having FUN!!!! The junior high and high school program 
has catechetical instruction, a night of Adoration and Reconciliation, and a night of fellowship 
with the team. 
 
The goal of both parts of the camp is to help young people to know the LORD and love him 
more deeply. The youthfulness and energy of the teachers helps the children and teens have 
FUN while growing closer to Christ! 
 
The grade school children can bring any recreation equipment they may want to use for recess 
as well as a sack lunch. All are invited to a parish potluck on Wednesday evening at 6:00 PM to 
meet the team, learn about the content of the program, ask questions, and hear the children 
sings some songs. 
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SAMPLE PARTICIPANT REGISTRATION FORM 

 

Name of Participant: _________________________________________________________________  

Father/Guardian: _______________________  Daytime Phone: (_____) _______________________  

Mother/Guardian:_______________________  Daytime Phone: (_____) _______________________  

Address: ________________________  City: ______________________________ Zip: ___________  

Sex: _____ Grade: _____Parish & City:___  

Home Phone (_____) ____________________  Cell Phone: (_____)  ___________________________  

Emergency Contact: ______________________________  Phone (_____) _____________________  
 

RELEASE / REQUEST FORM - STANDARD ACTIVITY 
 

Because we believe this trip will benefit our child both educationally and spiritually, we request that the above 
named student be allowed to participate in TOTUS TUUS with ________________________ Parish (hereafter the 
"Organization") on the following dates _____________________________________________________________ .   

We understand that all rules of conduct and standards of behavior, as deemed by the Organization will apply to 
this trip and we have discussed these with our child. We further understand that we must assume all responsibility 
and liability for our child while traveling to, from, and during this trip. With this knowledge, we freely assume this 
responsibility and liability. 

We also understand that transportation is not provided for this event. Therefore, we understand that some 
participants may be traveling by privately owned vehicles which may or may not be covered by insurance. With 
this knowledge, we hereby consent to our child traveling to, from, and during this trip in either of these manners. 
We further understand that the Organization is not responsible for any damages or accidents that may result from 
our child's actions or the actions of others. To the greatest extent possible, we release the Organization and the 
Diocese of Springfield in Illinois, and all those acting on their behalf, from all liability for damages to or caused by 
our child as a result of this trip and we agree to indemnify them for any such damages. 

Does this participant have any allergies or other medical conditions that might affect this person’s ability to fully 
participate in the Totus Tuus program?  ___ Yes  ___ No.  If yes, please describe. 

 _____________________________________________________________________________________________  
 _____________________________________________________________________________________________  
 _____________________________________________________________________________________________  
My son/daughter is taking medication and will bring all medication with him/her in the original prescription 
container with the label still attached. Directions for taking the medication, including frequency, dosage, and 
storage are as follows: __________________________________________________________________________  

We hereby also give our consent for our child to receive emergency medical care during this trip. 
We hereby also give our consent for photographs of our child to be taken and released. 
 
 
 

Signature of parent/guardian: ______________________________________ Date: ________________ 
 
 
 

Signature of parent/guardian: ______________________________________ Date: ________________ 
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HOST FAMILY RESPONSIBILITIES 

 
Dear host families, 
 
Thank you so much for taking on an awesome and essential responsibility for your parish’s Totus Tuus session this 
summer. Being a host family for team members is a blessing for you and for the team members in so many ways. 
This letter will hopefully answer any questions you may have about your role as a host family. 
 
The Totus Tuus team members are spending a week in your parish to serve as missionaries for the young people in 
your midst. The team is totally dependent on members of the parish to help support them in this role. They are 
giving up a summer to be “totally yours,” and the name of the program suggests. Your role as a host family helps 
the team accomplish their mission in your parish. 
 
The team arrives on Saturday afternoon and will stay in your parish until the following Saturday. During this time, 
host families are needed for meals and lodging throughout the week, with men and women requiring separate 
houses. It is up to your parish coordinator to make sure each meal and each overnight stay is provided for. It is not 
a requirement from the diocesan program coordinator that the same family provide overnight accommodations or 
meals all week. It is okay for team members to stay with a different family as the local situation dictates. 
 
While the team is in your parish, they will spend a majority of their time at the parish hall that is used for the Totus 
Tuus program. They will need to be at the parish hall by 8:00 AM for prayer and to tend to any last minute 
preparations for the day. A continental breakfast should be available so they can be at the parish to meet this 
schedule. 
 
Lunch needs to be provided for the team at the Totus Tuus location. Supper is during the team’s free time and can 
be at the hall, a parishioner’s home, or at a local restaurant. The host family for overnight lodging does not 
necessarily have to be the same family to provide either of these meals. Supper should conclude with enough time 
for the team to be back at the parish hall for the Teen Program that starts at 7:00 PM. 
 
Having members of the parish share supper with the team is a great way to get to know them better. And 
sometimes the team might appreciate having some down time while they eat, too. The team leader will contact 
the parish coordinator on how best to proceed with meal arrangements. Your parish coordinator should also have 
a list of dietary restrictions such as allergies or other concerns. 
 
Families that host team members overnight should provide a private sleeping area, although it is okay if both team 
members share a room. When the team arrives, please give them an orientation that includes any details on safety 
and security while in your home. Since the team members are college age, they will be very self-sufficient 
throughout their stay. They will be up early, as mentioned above, and will return late in the evening. The Teen 
Program concludes at 9:00 PM, but team duties after the Teen Program keep them busy for another hour or two. It 
is not unusual for team members to be out past 11:00 PM. One of the team members will provide transportation 
for the rest of the team. 
 
Thank you again for your willingness to serve in your role for the Totus Tuus session at your parish. As the diocesan 
coordinator for Totus Tuus, I am blest to be a part of something truly amazing. If you have any questions that your 
parish coordinator is unable to answer, please feel free to contact me at any time. My office is at the Catholic 
Pastoral Center in Springfield, (217) 698-8500, ext. 154. Or call my cell phone if it is after business hours at (217) 
622-4994. 
 
Peace, 

Kyle Holtgrave 
Totus Tuus Coordinator and Director for the Office for Youth & Young Adult Ministry 
Diocese of Springfield in Illinois  
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INFORMATION TO OWNERS USING PRIVATE VEHICLES FOR PARISH ACTIVITY TRIPS 

 
I hereby volunteer to drive my private vehicle to transport minors on an activity trip to 

______________________________________________________________on behalf of 

_______________________________ parish on this date: _______________________________ 

 
I understand that by thus volunteering, I am acting as an agent of the parish and must be at 
least 25 years of age. I also understand that in case of an accident my private insurance carrier 
assumes primary liability. The insurance carried by the parish has coverage for any claims 
beyond the limits of my policy. 
 

Vehicle Owner: _________________________________________________________________ 

Vehicle Make, Model & Year: ______________________________________________________ 

Driver’s Name: ____________________________ License #: ___________________________ 

Insurance Company: ________________________ Policy #: ____________________________ 

Policy Expiration Date: ______________________ Vehicle Plate Number: ________________ 

List of Passengers & Emergency Phone Numbers: 

1. Name: _________________________________ Phone: _____________________________ 

2. Name: _________________________________ Phone: _____________________________ 

3. Name: _________________________________ Phone: _____________________________ 

4. Name: _________________________________ Phone: _____________________________ 

5. Name: _________________________________ Phone: _____________________________ 

6. Name: _________________________________ Phone: _____________________________ 

7. Name: _________________________________ Phone: _____________________________ 

(9-15 Passenger Vans Are Not Permitted – Maximum Number of Passengers is 7 + Driver) 

 
 
 
X _____________________________ ________ X ___________________________ _______ 
Driver Date Administrator Date 
 
Administrators: keep this form on file for 1 year after the safe return of all participants. If there is an accident, retain this form indefinitely. 
Administrators must also immediately notify the Office for Insurance of the details: (217) 698-8500. The driver must also report the accident to 
the insurance company of the vehicle involved. 
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TEAM LEADER CHECKLIST 

 
Below is a list of topics your team leader will cover during the Tuesday phone call. Please be 
prepared to address of the topics below. This list is not comprehensive as each team leader will 
learn from experience what questions to ask or add. I encourage you to have your own list of 
questions ready from your team leader, too. 
 
Tuesday Phone Call to Next Week’s Parish 
 Confirm expected arrival time and orientation arrangements  

 Ask about speaking at Masses, confirm Mass times as listed on the parish registration form 

 Estimated number of students, breakdown of # in each grade 

 Ask for information about volunteers who are coming to help. How many, what capacities, 
etc.? 

 Have arrangements been made for Reconciliation and Mass every day?  

 If large number of participants, will there be more than one priest for Reconciliation? 

 Confession and Adoration on Wednesday from 8:00 to 9:00 PM 

 Host families are in place and are aware of any special needs 

 Lunches for the teachers are arranged 

 Let your Parish Contact know if the team is staying Friday night: If not, meals and lodging 
are on your own. 

 Has the Pot Luck dinner been advertised? 

 Have snacks and drinks for day and evening programs been arranged? 

 Review and supplies needed  

 Recess area, equipment available? 

 Water fight supplies? 

 Keys to facility needed? 

 Are there any schedule changes? 

 Answer any questions 
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POTLUCK FLYER 

Join us for a 
 

POTLUCK DINNER 

 
Wednesday 6:00 pm 

 
Come meet the Team and learn more about Totus Tuus!!! 

 
 
 
 
 
 

Join us for a 
 

POTLUCK DINNER 

 
Wednesday 6:00 pm 

 
Come meet the Team and learn more about Totus Tuus!!! 
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FRIDAY FUN DAY FLYER 

 

TOTUS TUUS  

FRIDAY WATER FIGHT! 
 

PLEASE WEAR: 

Girls  

Bathing Suit 

Colored Shirt to wear over suit 

Sandals/shoes for fight 

Boys 

Swim trunks 

Colored shirt 

Sandals/shoes for fight 

 

PLEASE BRING: 

Towel and bucket or cup with your CHILD’S NAME ON THEM for the water fight. Dry 

clothes if desired. 

 

PLEASE REMEMBER: 

We celebrate Mass before lunch so please dress appropriately for the morning activities. 

 

 

TOTUS TUUS  

FRIDAY WATER FIGHT! 
 

PLEASE WEAR: 

Girls  

Bathing Suit 

Colored Shirt to wear over suit 

Sandals/shoes for fight 

Boys 

Swim trunks 

Colored shirt 

Sandals/shoes for fight 

 

PLEASE BRING: 

Towel and bucket or cup with your CHILD’S NAME ON THEM for the water fight. Dry 

clothes if desired. 

 

PLEASE REMEMBER: 

We celebrate Mass before lunch so please dress appropriately for the morning activities. 
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ATTENDANCE SHEET 2018 

 
Parish ________________________________________________________________________   
 

Sunday 
 
Junior High _____ High School _____  Total Teen Program_____ 
 

Monday 
 
Grades:  1-2 _____ 3-4 _____ 5-6 _____ Total Grade School _____ 
 
Junior High _____ High School _____  Total Teen Program _____ 
 

Tuesday 
 
Grades:  1-2 _____ 3-4 _____ 5-6 _____ Total Grade School _____ 
 
Junior High _____ High School _____  Total Teen Program _____ 
 

Wednesday 
 
Grades:  1-2 _____ 3-4 _____ 5-6 _____ Total Grade School _____ 
 
Junior High _____ High School _____  Total Teen Program _____ 
 

Thursday 
 
Grades:  1-2 _____ 3-4 _____ 5-6 _____ Total Grade School _____ 
 
Junior High _____ High School _____  Total Teen Program _____ 
 

Friday 
 
Grades:  1-2 _____ 3-4 _____ 5-6 _____ Total Grade School _____ 
 

 
Please return to within one week of your session to: 

Office for Youth and Young Adult Ministry 
1615 W. Washington Street, Springfield, IL 62702-4757 

FAX: (217) 698-0802 
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PROGRAM EVALUATION 2018 

 
 
Send To: 
Office for Youth and Young Adult Ministry 
1615 W. Washington Street 
Springfield, IL  62702-4757 
FAX: (217) 698-0802 
 

 

Parish  ______________________________City _____________________________Date _________  
 
 
Name _______________________________Team Leader  ___________________________________  
 

Please circle the appropriate rating to indicate your experience with these areas of Totus Tuus: 

 
PROGRAM CONTENT: 
 
Mass and Prayer Excellent Good Fair Poor 
Grade School Curriculum Excellent Good Fair Poor 
Grade School Schedule Excellent Good Fair Poor 
Teen Curriculum Excellent Good Fair Poor 
Teen Schedule Excellent Good Fair Poor 
 
 
TEAM MEMBERS: 
 
Relationship with Students Excellent Good Fair Poor 
Conduct in host homes Excellent Good Fair Poor 
Communication with parish contact Excellent Good Fair Poor 
Organization and Timeliness Excellent Good Fair Poor 
Competence in subject matter Excellent Good Fair Poor 
 
 
RESULTS OF THE WEEK: 
 
Increase in knowledge of students Excellent Good Fair Poor 
Increase in enthusiasm of students Excellent Good Fair Poor 
Increase in enthusiasm of adults Excellent Good Fair Poor 
Expected long-term benefits of parish Excellent Good Fair Poor 
 

 

~Please fill out both sides of form~ 
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What part of the TOTUS TUUS program do you feel gives the greatest possibility for student 
growth? 
 
 
 
 
 
 
 
 

 

What do you see as the greatest opportunity for improvement in the program? 
 
 
 
 
 
 
 
 
 
How would you describe the overall attitude and effectiveness of the TOTUS TUUS team 
members who visited your parish? 
 
 
 
 
 
 
 
 
 
What other comments or suggestions do you have about TOTUS TUUS? 
 
 
 
 
 
 
 
 

~Please fill out both sides of form~  
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RESOURCES TO SHARE WITH YOUR TEAM ON ARRIVAL 

 
Several parishes have shared their best practices when it comes to welcoming the team in their 
midst. Please use this information as a guide to help you as you plan your week with the team 
of young missionaries who are spending the week with you. Having this information in writing 
with a copy for each team member is very helpful and helps assure the team that the parish is 
ready for their session. Please feel free to improve upon this resource and share your best 
practices so Totus Tuus can continue to mature and be the best that that it can be for you and 
for those who get involved with this ministry in the future. 
 

 Host Family Information 
o Name, address and any phone numbers that the team members may need throughout 

the week 
o Will the host family be home or will the family be out of town while the team members 

stay there? 
o Are there any pets or other environmental factor that may be a concern of a team 

member (e.g. allergies) 

 Meals 
o Times and locations noted 
o Contact information 
o Planned menu, coordinated with other helpers so the same meal is provided over and 

over again 
o Supper Friday and lunch Saturday included UNLESS the team has asked permission to 

leave early and not stay overnight Friday night OR your session is the last week of the 
session where the team is on break (applies to the week of June 23 – 29 and July 21 – 
27, 2018) 

 Sacraments 
o Presider for each Mass 
o Reconciliation Schedule 
o Holy Hour presider 

 Introduction at Mass 
o Times for all parish liturgies 
o Times and location of other participating parishes (if any) 

 Any Schedule changes 

 Volunteer Information 
o Classroom staff vs. “behind-the-scenes” helpers 
o Orientation with the Totus Tuus team is scheduled for _______ (ideally Saturday 

evening or Sunday afternoon before the Totus Tuus session begins) 

 Emergency Contact Information 
o Pastor in case there is a pastoral care situation that must be addressed immediately 
o Parish Contact 
o Facilities manager (if not through the parish contact) 


