St. Swithun’s Church (medium size)

Diocese of New Westminster, Anglican Church of Canada

Position Description

Position Title: 

Sunday School Coordinator
Date approved by Trustees:

Date revised by Trustees:

Mandate:

Christian education is a key building block for lifelong faith.  St. Swithun’s recognises the importance of raising our children with knowledge and experience of the stories and traditions of Christianity. We are committed to providing a meaningful, relevant and inspiring Sunday morning education program to our children.  
Overview of Position:
The Sunday School Coordinator holds the responsibility for the organisation and administration of these programs on behalf of the Parish.  He/she is a member of Parish Council.

Goals & Objectives:

· To provide an effective Sunday School program, ensuring that the educational needs of children and families are met.

· To work with Parish Leadership in the recruitment and assignment of teachers to classes, and to provide training, support, encouragement and materials to volunteer teachers.

· To oversee the implementation of the Sunday School curriculum.

· To encourage and facilitate the care and involvement of families in Parish life. 

Responsibilities

· To anticipate and plan for Sunday School teaching needs (i.e. to plan for September in the spring), and to work with clergy and Parish leadership to ensure that teachers are recruited for all classes.

· To plan the annual Sunday School schedule with the Staff Liaison and Fellowship Coordinator and distribute to Parish families, teachers, clergy, staff, and greeters.

· To facilitate Sunday School involvement in the regular worship life of the Parish.

· To budget for and manage the finances of the Sunday School, including disbursement of children’s offering to chosen child-related outreach projects.

· To organise and chair regular Sunday School Teachers’ meetings.

· To support and encourage Sunday School teachers and organise training as necessary.

· To monitor the effectiveness of the chosen curriculum, seeking out alternatives if required.

· To ensure that the curriculum and teaching materials are ordered.

· To ensure that the registration and attendance of children in Sunday School classes is monitored, with the goal of facilitating the Parish’s awareness of, and response to, the pastoral needs of families. 

· To attend Parish Council meetings and report regularly on the needs and work of the Sunday School. 

· To communicate regularly with Parish families about upcoming Sunday School events.

· To ensure the availability of seasonal at-home Christian Education materials to families.

· To work with the Fellowship Coordinator as needed on the planning and implementation of Parish Fellowship Events.

Accountability, Reporting and Support

The Sunday School Coordinator reports regularly to Parish Council on the activities and needs of the Sunday School and solicits assistance if required.  

The Sunday School Coordinator submits an annual budget to the Corporation in October for the following calendar year.

The Sunday School Coordinator reports to Vestry by means of a written report to be included in the Annual Vestry Report.

The Warden with responsibility for Christian Education provides support and encouragement to the Sunday School Coordinator.

A Staff Liaison (e.g. Clergy or Youth Ministry Director) is assigned to work with the Sunday School Coordinator to provide assistance and support as required.

The Clergy work with the Sunday School Coordinator to ensure that the needs and activities of the Sunday School receive the necessary support and involvement from the congregation.

Requirements
· Submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months. 
Sample only:  Important

This position description was provided by a parish and is offered as a sample only. Please check it against the Generic Template provided in the Introduction section to make sure that all points are covered as they might apply in your own parish.

You are encouraged to alter the position description to fit the characteristics of your parish. Parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.

Essential

Most parish employees and many volunteer leaders fall into the High-Risk Ministry category as defined by the diocesan Screening in Faith Policy. This includes providing a Police Record Check with Vulnerable Sector Check obtained within the last 12 months. This needs to be clearly stated in the position description.
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