

MINISTRY POSITION DESCRIPTION

	PARISH
	Your Parish Name , Town, ON

	Name of Group / Ministry
	Coordinator of  Name of your Parish Refugee Sponsorship


	Accountability
	The coordinator reports to the Pastor of……., 

	Purpose of Ministry
	To coordinate a group of volunteers to provide …12 months of settlement, emotional, and financial support to a sponsored refugee family from…….

	Participant Group
	Family of …..

	Activities and Responsibilities
	Responsibilities of the Sponsorship Coordinator Include:
-Coordinate the volunteer team in order to ensure that the family receives regular visits, transportation to appointments, and that day to day needs are met

- Ensure the family knows how to use the things in their house – faucets, telephones, basic household equipment and objects that might be unknown or confusing such as fire alarms.

-Complete and submit the SIN Card, OHIP, Integrated Federal Health, and Child Benefit Forms

-Understand both the family’s and the sponsor’s rights and obligations regarding sponsorship. Help them become aware of responsibilities such as family law and parenting obligations.

-Ensure the family receives any needed medical attention, set up an appointment with the family doctor. School aged children need to have their vaccinations updated.

-Find affordable dental care and set up appointments.

-Assist the family to open a bank account and begin the budgeting process. Explain the sources of funds and expectations around managing money.

-Identify schools in the area and assist newcomers with registering and preparing their children for school

-Help newcomers to register in English classes. Register them for a language assessment test at Immigrant Services.

-Connect the family with Mental Health counseling ( if needed).

-Ensure that the family receives assistance learning how to shop for food and clothing, use money, and use the public transport system

-Help the newcomers learn the basics of searching for and securing jobs in Canada.

-Find out about the newcomers’ culture. Plan to support the cultural adjustment



	Skills and Qualifications
	- Introductory training course from the Refugee Sponsorship Training Program

- Ability to maintain confidentiality
- Excellent communication skills

- Cultural sensitivity

- Computer literacy

- Valid driver’s license and car insurance

	Time Commitment
	…hours daily ….Monday-Friday, weekends as needed, or different but specify

	Duration
	November 2015 – November 2016


	Orientation and Training
	Refugee Sponsorship Training Program 10-Week Online Course “Introduction to the Private Sponsorship of Refugees”; orientation from pastor and pastoral team


	Support 
	Pastor of Parish Name…, Financial Coordinator, other Sponsorship Agreement organizations


	Supervision
	Pastor of your Parish; ( Kingston: Oversight provided by Debra Fieguth of DOORs ; Diocese of Ontario Refugee Support, the sponsorship agreement holder for the Catholic and Anglican Archdioceses)


	Evaluation
	Pastor of your parish. And of applicable others: specify…

	Position Level
	High Trust


	Screening Procedure
	1. Receive Position Description
2. Complete Blue Form-  Page 1, 2, 3

3. Sign Oath of Confidentiality

4. Sign Ministry Covenant

5. Complete and sign Volunteer Driver Form

6. Receive and read Guidelines for Parish Volunteers

7. Reference check

8. Police record check, incl. vulnerable section

9. Orientation and training

10. Supervision


	     Date approved:   ______________      Dates Reviewed:   _________  /  __________  /  __________
     Ministry Leader:  ______________________________________________________________

     Parish Screening Committee Member:   _____________________________________________

     Pastor: ______________________________________________________________________ 
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