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1.0
Overview 
The Screening in Faith Coordinator oversees the administration of the Screening in Faith and Sexual Misconduct Policies in the Parish.

It is the responsibility of the organizational leadership in the parish (incumbent, priest-in-charge, wardens) to ensure that screening standards are implemented in the parish or organization and maintained on a regular basis. Therefore, the Screening in Faith Coordinator may not do the actual screening but will train and support those doing it, will ensure that all steps are followed, and keep track of the paperwork.

2.0 Responsibilities
The Screening in Faith Coordinator oversees the steps of the Screening process as outlined in the Screening in Faith Policy and its Appendices. This may include:

· Ensure new volunteers / lay staff in parish ministry go through the steps of the Screening process including:

· For each ministry position, assess the risk for potential harm in each ministry and assign appropriate screening standards for each ministry position (Low/Medium/High)

· Provide copy of ministry position to individuals engaging in that ministry
· For positions assessed as Medium Risk, complete a Time and Talent Record and interview candidate,  (Appendices F and G of the Screening in Faith Policy)

· For positions assessed as High Risk, complete a Time and Talent Record and interview candidate,  (Appendices F and G of the Screening in Faith Policy) and conduct reference checks (Appendix I of the Screening in Faith Policy)

· For positions assessed as High Risk, request individual obtain a Police Records Check (PRC) with Vulnerable Sector Search to be sent directly to the Screening in Faith Facilitator at the Synod Office.
· For positions assessed as Medium or High Risk, request individual attend a Sexual Misconduct Training Workshop. Help facilitate this workshop in parish / region as necessary.
· Maintain Screening standards in the parish including ensuring that police record checks are updated every five years, and sexual misconduct policy workshop is completed every five years.

· Maintain Screening process with long term renters / lessees of the parish

For groups which include the participation of minors (those under nineteen years of age) or other vulnerable individuals, group to provide:

· a signed document certifying they have implemented procedures to screen those interacting with such individuals.  The screening must include a Police Records Check with Vulnerable Sectors search.

· a signed document confirming that they have policies and procedures in place to effectively protect vulnerable individuals, and to respond to any concerns or complaints expressed relating to harm or potential harm to vulnerable individuals.

· proof of liability insurance.

· if applicable, a copy of the responsible agency’s certification (license)

· Maintain confidential file system in parish on a regular basis.

· Maintain list of names of individuals in high risk ministries with the Screening in Faith Facilitator at Synod Office on a regular basis.

3.0
Qualifications/Requirements

· Well organized with good administrative skills.

· Team worker, committed to the parish, the diocese and the national church.

· Listening skills an asset as he/she participates in the life of the parish, listens to the congregation, and engages with parish members.
· Understands the need for and maintains strict confidentiality.

· Human resources/management experience would be an asset.
· May require submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months – depending on the specific responsibilities of the position.

Orientation/Training/Resources

· The Screening in Faith and Sexual Misconduct Policies and resources to support the processes, published by the Diocese; downloadable from the diocesan website under Resources / HR and Screening
· The Screening in Faith Facilitator at the Synod Office is a resource for this ministry.

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