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POSITION DESCRIPTION

Title:			Liturgy and Social Justice Coordinator

Reports to:		Principal through the Deputy Principal: Faith and Mission

POL:			POL 4
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Reflecting the ideals and values of FCJ education, Genazzano aims to promote the spiritual, moral and intellectual formation of its students so that they develop into women of faith, strength, ability and knowledge to provide leadership in the broader community. 

We share in a future-oriented and distinctive learning culture guided by reflection, wisdom and service. We empower young women to transform the world with hope and care.

Genazzano FCJ College lives its vision through embracing the talents, potential and dignity of each person.
We achieve this by:
· Appreciating the unique giftedness of each other
· Confidently innovating and adapting to embrace a changing world
· Engaging with others with a positive, loving attitude
· Energising ourselves through high expectations
Our hope is that through God’s grace working in us all, each young person grows into their best self, with a zest for life and the generosity and confidence to use their talents and gifts in the service of others.  

The professional environment for staff at Genazzano FCJ College emphasises innovation, the importance of life-long learning and quality relationships between staff, students and parents. As a leader at the College the Liturgy and Social Justice Co-ordinator has a key role in promoting and celebrating the Catholic ethos and Faithful Companions of Jesus charism in the life of the College community.

The rationale underpinning this role at Genazzano FCJ College lies at the heart of this Catholic and FCJ learning community as a practical and lived response to the person and message of Christ and the example of Marie Madeleiene d’Houët.
	
The Liturgy and Social Justice Coordinator assists in the planning, practical preparation and celebration of College liturgical celebrations from Years P-12 and is responsible for raising positive awareness about Social Justice, the work of the Sisters Faithful Companions of Jesus in their work and Ministry and for the promotion of all initiatives related to Social Justice and Mission at Genazzano. The Liturgy and Social Justice Coordinator is a member of the College Ministry team, reporting to the Principal through the Deputy Principal: Faith and Mission. 

EXPECTATIONS OF TEACHERS IN CHILD SAFE SCHOOL
Genazzano FCJ College is committed to creating and maintaining a child safe environment in which students feel safe and are safe. A condition of employment is that teachers are deemed to be a person suitable to work with children. Genazzano FCJ College has a Child Safe Policy and a Child Safety Code of Conduct. All staff members of the school are subject to and expected to comply with the Child Safe Policy and the Child Safety Code of Conduct.

LITURGY 
The College Chapel within Genazzano FCJ College is a significant sign and symbol, a sacred space which is a focus in the expression of our worship. It is important that the College Chapel be cared for in such a way which honours and celebrates its central significance to College life. The Chapel provides the focal point for the celebration of year level Eucharists and the celebration of some alumnae weddings throughout the year. It is in the liturgies celebrated in the College Chapel that students are able to serve in the roles of altar serving or in the ministry of extraordinary ministers of communion. The FCJ Community and Genazzano FCJ College share a responsibility for the College Chapel.

Responsibilities
· Directly support the College Sacramental Program for First Reconciliation and First Eucharist
· Oversee the training of students to serve at Eucharist: allocate Altar Servers to serve at various Eucharists throughout the year, meet Altar Servers weekly and induct them into how to serve at Eucharist prayerfully and proficiently, oversee care and upkeep of College Chapel
· Be familiar with the Church Seasons of the Year and major feasts and to have the College Chapel arranged accordingly with rich symbolism and colour, allowing for initiatives of students, staff and parent groups
· Change sanctuary coloured banners to reflect Church Season or special Feast Days 
· When Church Season changes ensure Homeroom teachers receive appropriate prayer table supplies e.g. coloured cloths for their classrooms 
· Prepare ‘Sacred Space’ displays in the College Chapel for liturgies and prayer services
· Ensure appropriate texts are in Vesting Sacristy for reference e.g. current Ordo
· Ensure that liturgical vestments are in good repair and clean by liaising with the College Housekeeper about laundering and ironing of Altar Cloths, purifier, etc.
· Ensure that sacristy is tidy and appropriate materials to be used for sacred spaces are well stocked and materials are readily available
· Prepare ‘Sacred Space’ displays outside the College Chapel and in other areas of the College, such as Grange Hill (for special days/seasons, e.g. during Lent, after Easter, Anzac Day)
· Assist with the requirements needed to arrange College Assemblies and School Eucharists
· Assist with the preparation and drawing up of running sheets and PowerPoints/Booklets for Eucharists celebrated in the College 
· Liaising with various groups in the planning of liturgies (e.g. Music faculty)
· Reflection days – liaise with year level leaders and RE Leader, organise and implement year 3 and 4 days which are linked to Sacramental program, book venues and buses, attend and assist in the running of event where requested
· Liaising with the FCJ community, ensure booking of Chapel through the Facilities Coordinator
· Ensure all booking of events occurring in College Chapel is entered onto the College online calendar and that procedures relevant to Facilities Coordinator, Property Manager and maintenance team are followed
· Liaising with the couple to be married concerning booking procedures and expectations for use of College Chapel

SOCIAL JUSTICE AND COMPANIONSHIP
Responsibilities:
· Lead and implement a Social Justice program that is consistent with the Genazzano FCJ College Social Justice Policy
· Organise the Social Justice groups throughout the College, working closely with the Social Justice Prefect and the Social Justice Student Representatives at each year level
· Coordinate the regular meetings of Social Justice groups
· Coordinate and be a reference point for Mission Stalls by working with Homeroom teachers, the Mission Prefect and the Mission Representatives
· Organise groups to work with Caritas Australia and attend Caritas workshops as they arise 
· Organise the St Vincent de Paul groups throughout the College including the Genazzano Christmas Hamper Collection and other fundraising initiatives as they arise
· Liaise with other school social justice networks
· Coordinate social justice week with Xavier College
· Look for professional learning opportunities that engage in social justice issues appropriate for schools such as the Social Justice Conference run by Catholic Education Melbourne
· Be open to and aware of other opportunities for assisting the needy in our community through collections of items or awareness raising programs and be available to assist other groups in our College
· Work closely with Team Leaders at all year levels
· Maintain electronic storage of Agenda, Minutes and other relevant documentation on the College computer network, GenConnect
· Report to the school community via the Student Bulletin, College Newsletter, Gen-Narrations, GenConnect, social media and the College Yearbook
· Communicate and collaborate with the Curriculum Leader: Religious Education to inform, implement and promote liturgy, prayer and social justice actions within curriculum.
· Support the Director of Development and the Marketing and Communications Manager in the promotion of the College
· Ensure students involved in social justice activities are appropriately behaved, adhere to College expectations and wear the correct College uniform 
· Complete all risk management associated with College social justice activities

COMPANIONSHIP

The rationale underpinning the Companionship program at Genazzano FCJ College lies at the heart of this Catholic and FCJ learning community as a practical and lived response to the person and message of Christ and the example of Marie Madeleiene d’Houët.

Our prime concern at Genazzano is education for active Christian discipleship and responsible Christian citizenship.  We aim to encourage the development of compassion and a capacity to respond to the needs of others.  In order to facilitate this, opportunities are afforded and experienced within the curriculum of Years 6, 9, 10 and 11 for the students to broaden their perceptions of the wider community, and also begin to develop an awareness and understanding of others and their needs (especially those beyond their immediate home/school environment).

As part of this process, formal sessions prepare the girls for a companionship experience, and they are encouraged to reflect thoughtfully on their situation and their own responses to it, both while on placement and after its completion.  The purpose of this is to ensure that all that happens may contribute to their growth in maturity.

Responsibilities:
· Lead the Companionship program to facilitate the spiritual, intellectual, emotional and social development of each student
· Develop a positive atmosphere and ethos among the students that acts to motivate and reinforce the individual and collective efforts of these students
· Develop and promote a positive atmosphere and ethos within the staff team regarding the outreach Companionship Program
· Effectively manage the conduct code and student welfare and discipline during student placement, in conjunction with the relevant Team Leader
· In conjunction with the Ministry team, review current arrangements for outreach programs and take responsibility for the ongoing development of programs throughout the College  
· Arrange placements for students where relevant
· Work with the students at Years 6 and 9, 10 and11 in their placement during the Companionship period
· Organise the visiting of students by staff during the program at each year level
· Organise a process of feedback from students, staff and the external organisations to assist in the improvement of the program
· Work with the Homeroom teachers and RE teachers in the organisation, preparation and debriefing of students in regard to the program at each year level
· Maintain contact and relationships with outside agencies with whom the students work
· Organise and maintain the administrative requirements of the program at Years 6, 9, 10 and 11
· Liaise with the Deputy Principal: Faith and Mission and relevant Team Leaders in regard to student placements

SUSTAINABILITY
Responsibilities
· Work with the Sustainability Prefect and other student leaders to support Sustainability programs and practices
· Establish a Sustainability Committee that has representatives from all stakeholder groups in the College and meets at least once a term
· Implement the College Sustainability Policy
· Develop and coordinate sustainability programs throughout the College
· Develop opportunities for links with other College staff (grounds, maintenance)
· Ensure an effectively operating Sustainability program and develop student forums throughout the College
· Encourage staff and students to think about the sustainability of their choices
· Be aware of best practice issues in the broader community and benchmark against Sustainability programs in other schools
· Implement best practice in sustainability 
· Assist in the preparation of reports for the sustainability initiatives
· Maintain electronic storage of Agenda, Minutes and other relevant documentation on the College computer network, GenConnect
· Organise networks of student support both inside and outside of the College

Other
· Support the Director of Development and Marketing and Communications Manager in the promotion of the College 
· Promote a positive profile of Liturgy, Social Justice and Sustainability within the College via the 
Student Bulletin, College eNewsletter, Gen-Narrations, GenConnect, social media and the College Yearbook
· Complete all risk management associated with all activities
· Ensure all the Child Safe requirements are implemented and documented 
· Any other duties as requested by the Principal

ACCOUNTABILITY
· The Liturgy and Social Justice Coordinator is responsible to the Principal through the Deputy Principal: Faith and Mission and will report regularly on social justice, liturgy and mission activities to the Ministry team
· Set annual goals for the following year for all Liturgical, Social Justice and Sustainability activities and events and submit to the Deputy Principal as part of the College Annual Report
· To prepare an Annual Report addressing the achievements of the College in this leadership area 

TERM OF APPOINTMENT
· One year to align with the renewal of all Positions of Leadership at the end of 2021

Genazzano FCJ College promotes the safety, wellbeing and inclusion of all children and young people.
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