
ALL HALLOWS CATHOLIC HIGH SCHOOL
POST OF CHAPLAIN
Job description

Post:			Chaplain
Responsible to:	Deputy Headteacher
			 

SPECIFIC RESPONSIBILITIES

1. Spiritual accompaniment
· Develop a liturgical calendar and assembly rota for each academic year.
· Support and train staff in their delivery of Collective Worship to form classes.
· Help staff and students to develop their own assemblies; create and maintain a bank of assembly resources on the school network.
· Plan and deliver assemblies to each year group once per term.
· Deliver collective worship to each form class once per term in the chapel or tutor room.
· Co-ordinate the delivery of prayer and reflection to staff in Wednesday staff briefings.
· Oversee the use of the chapel and create a prayerful and warm atmosphere there.
· Encourage staff and students to use the chapel by making it available before school and at lunchtimes each day.
· Assist in the delivery of retreats and days of reflection for the students.
· Participate in Archdiocesan and national youth events such as the Flame Congress.


2. Pastoral care
· Promote the Catholic ethos of All Hallows at every opportunity, by being visible and supportive around the school, especially at breaks and lunchtimes.
· Support students and staff, especially in times of trouble, such as bereavement.  
· Close liaison with Learning Managers over welfare of pupils.
· Liaise with parents as appropriate and be prepared to visit homes and attend funerals on behalf of the school.







3. Evangelisation
· Be a distinctive witness to Gospel values within the school and wider community.
· Deliver session on the work of Chaplaincy for school induction programme for new members of staff.
· Deliver session on the work of Chaplaincy for the Initial Teacher Training Professional Studies programme.
· Communicate the work of Chaplaincy at new intake meetings and open evening by producing a Chaplaincy leaflet and being available to meet parents.
· Support the Learning Managers and the year teams by bringing them to an awareness of the Church’s charitable agencies and their work (CAFOD, SVP).
· Co-ordinate the running of the school’s SVP group and its projects.
· Co-ordinate the Faith in Action Award.
· Co-ordinate the school response to the CAFOD Harvest and Lent fast days.
· In partnership with school’s display co-ordinator, develop thought provoking, attractive displays in school to engage students, staff and visitors.

4. Catechesis
· Co-ordinate the training of Year 11 and staff Eucharistic Ministers.
· Prepare students for the sacrament of Reconciliation in Lent by visiting RE lessons.
· Prepare students for receiving Holy Communion at school masses as appropriate.

5. Religious Education
· Encourage staff to incorporate opportunities for spiritual and reflective thought into all subjects.
· Give personal support where appropriate, especially within Religious Education.
· Support RE Department in the Year 7 ‘Prayer’ module by preparing and delivering a period of prayer for each class.
· Assist RE department on visits and trips as appropriate.

6. Liturgical celebration
· Provide opportunities for pupils to take part in the liturgical life of the school.
· Encourage involvement of staff in the liturgical life of the school.
· Co-ordinate the celebration of mass in school (Feast of All Saints Mass, half-termly lunchtime masses, Year 7 Mass of Welcome, Year 11 Leavers’ Mass, and other appropriate occasions).
· Liaise with Head of Performing Arts re: music liturgy.
· Co-ordinate the Chaplaincy Team for the extended Christmas and Easter assemblies.
· Liaise with the Deputy Headteacher over arrangements for Christmas and Easter assemblies.
· Co-ordinate with the SLT, the planning and delivery of appropriate liturgical responses to times of tragedy in school community or wider community.


7. Community and parish liaison
· Develop close relationships with primary schools, Cardinal Newman College and parishes, visiting each at least annually.
· Attend a range of primary school, college and parish occasions where appropriate.
· Develop and maintain links with clergy in feeder parishes and Cardinal Newman College.
· Build good relationships with priests and organise provision of clergy for masses and sacrament of reconciliation in Lent.  Look after priests when they are in school.
· Inform parishes of the work of Chaplaincy by liaising with clergy, offering contributions to parish newsletters and providing annual Chaplaincy Report.

ORGANISATIONAL RESPONSIBILITIES
· Attend staff meetings, INSET days, Open Evening and Certificate Evening.
· Create and maintain a Chaplaincy Development Plan.
· Write agendas for the half-termly Chaplaincy Team and termly Chaplaincy Management meetings.
· Assist the Deputy Headteacher and Head of RE in completing the Section 48 self-evaluation Ofsted form.
· Produce an annual Chaplaincy Report for the Chaplaincy Management Group and Governing body.
· Assist the Head of RE in providing articles and photographs for the school’s end of year newsletter.
· Liaise with local clergy as and when appropriate.
· Assist, as appropriate, in liaison with feeder primary schools and Cardinal Newman College.
· [bookmark: _GoBack]Attend Archdiocesan Chaplaincy network meetings.
