
[Note: Please use this pro forma letter agreement to appoint a parish volunteer SRE teacher (catechist or helper) within the Catholic Archdiocese of Sydney. 
IMPORTANT:  Do not use this agreement for any person under the age of18 years 

Instructions: Fill in all parts that are highlighted in yellow. Keep or delete the “optional” sections. Once completed, please print 2 copies.  The Parish priest should sign both copies. Both documents will be sent to the volunteer. The volunteer will sign one copy and return it to the Parish to keep as a record.  


IMPORTANT:  The volunteer cannot commence in the role without returning a signed copy of this agreement.]
[Insert parish letterhead]
[Insert date]
Private and Confidential

[Insert Volunteer Name]
[Insert Volunteer Address]
Dear [Volunteer Name]
Thank you for agreeing to work as a catechist volunteer in our local public school(s) within this Parish of [insert name of Parish] (Parish) in the Catholic Archdiocese of Sydney (CAS). I would like to welcome you and acknowledge the valuable contribution made by volunteer catechists and helpers who give freely of their time and talents.
Parish catechists and catechist helpers who serve in public schools are officially known as Special Religious Education (SRE) teachers and sometimes, unofficially, as Catholic Scripture teachers. 

You will be supported by myself, the Parish Catechist Coordinator and Faith Education Officers (FEOs) from the Archdiocese’s Confraternity of Christian Doctrine (CCD) Parish Catechist Support team.

I hope that you have a valuable experience volunteering for the Parish. 
The purpose of this letter is to set out the terms and conditions on which the Parish Priest (or Priest Administrator) appoints you as a volunteer.

	Position   


    
	 SRE Teacher (SRE Catechist or SRE Catechist Helper)

	Volunteer Services
	· Assist students enrolled in Catholic SRE to encounter Jesus through prayer, accept and deepen their understanding of the Christian message, according to their age and stage of development.

· Cooperate willingly with the Parish Priest or Priest Administrator and with those he has appointed to share his responsibilities.

· Develop your own knowledge of the Christian message and ability to present it as a genuinely educational activity using the authorised teaching materials of CAS to teach the authorised curriculum “with sensitivity and in an age-appropriate manner” as per the Archbishop’s annual assurance to the NSW Department of Education.

· Maintain and develop relationships with fellow catechists and others in the educational ministry of the Parish and the local community’s public school(s).

	Reporting to the Parish Catechist Coordinator
	In your day-to-day activities as a volunteer, you will receive information and instructions from the Parish Catechist Coordinator.

	Hours
	[Insert estimated number of days per week/hours per week]

	Volunteer Service Period
	You will commence volunteering on [insert date] and will continue to provide the Volunteer Services until [insert specific date or “until either you or the Parish Priest ends this volunteer arrangement”].

	Status
	By agreeing to volunteer, you agree that you are acting as a volunteer only and you will not be paid or entitled to receive remuneration or compensation in consideration for, or in connection with the provision of the Volunteer Services or other benefits (such as paid leave).

	[Optional: for Parish priest to keep or delete] Out-of-pocket expenses
	[Optional] You may be reimbursed for approved curriculum resources purchased and used for your teaching of SRE; for instance, purchase of resources from the Archdiocese’s Mustard Seed Bookshop. 
You must obtain permission from the Parish Priest, through the Parish Catechist Coordinator, before incurring any out-of-pocket expense, given (a) your Parish Catechist Coordinator is to be made aware of any additional resources you propose to use/hand out to students, given this may require the school SRE coordinator to be informed, e.g. that you have approval to hand out ‘holy cards’; and (b) the Parish may be able to purchase the item(s) GST-free.

	Training
	You will be required to attend and complete relevant induction training before commencing as a volunteer with the Parish, which includes Work, Health and Safety (WHS). The Parish Catechist Coordinator/CCD Faith Education Officer will inform and instruct you about initial and ongoing SRE training requirements, which includes safeguarding and child protection.

During the Volunteer Service Period, you must attend any further safeguarding and child protection training as and when required by the Parish Priest or CAS.

	Child protection
	You must obtain and/or maintain a current Working with Children Check under the Child Protection (Working with Children) Act 2012 (NSW) and you will provide the Parish Priest with the information he requires to verify that you are cleared to work with children.  Your engagement in this position is subject to that clearance. 

You must comply with:

· CAS’ safeguarding and child protection policies and procedures, including but not limited to CAS’ Code of Conduct for Working with Children and Young People; and

· the requirements detailed in the associated Appendix for SRE provided at Level 1 Unit 1 initial training by the CCD Parish Catechist Support team.

	Other background checks
	If a National Criminal History Record Check is required, the relevant form will be provided to you.  Your engagement in this position is subject to the results of that check (if required). 

	Duties and Responsibilities            

	You will be expected to perform the Volunteer Services or such other duties as may be assigned to you by the Parish Priest from time to time during the Volunteer Service Period.

In providing the Volunteer Services, please comply with the policies and procedures of the Parish and CAS (as varied from time to time) which are provided to you.  

You must treat these policies and procedures as directions from the Parish Priest, however the policies and procedures are not incorporated into this agreement.  

You are responsible at all times for the safekeeping of your personal items (such as mobile phones, personal computers, handbags and the like).  While performing the Volunteer Services, you must ensure that you take all reasonable steps to avoid injury to other people or damage to property.

	Ending this volunteer arrangement 
	It is important that you are prepared to volunteer for at least one school term (and of course the entire year is preferable).  

Either you or the Parish Priest may end this volunteer arrangement by providing written notice to the other party at any time before the start of a school term, unless otherwise agreed in writing.

You understand that should you fail to meet any obligations as set out in this letter, your volunteer arrangement may be ended immediately.

	Commitment to Values and Policies                       
	It is a fundamental condition of your appointment as a volunteer that you will not act in a manner that is contrary to the teachings of the Catholic Church or in a manner that would bring the Church or CAS into disrepute.

It is essential that all volunteer catechists and catechist assistants carry out their tasks in accordance with the mission and identity of the Catholic Church, exercise due care for the safety and behaviour of students when teaching or supervising, and teach the authorised curriculum with sensitivity and in an age-appropriate manner.

	Confidentiality
	You will not, either during or after the Volunteer Service Period, use or disclose to any person any information relating to the business interests, methodology or affairs of the Parish or CAS, or any person or entity which the Parish or CAS deals or is concerned (Confidential Information) except:

(a)
in your proper performance of the Volunteer Services;

(b)
if you are compelled by law ; or

(c)
if you have been authorised in writing by the Parish Priest or CAS to do so. 

Further, you agree not to copy any Confidential Information from the premises of the Parish whether in hard or soft copy or to otherwise remove Confidential Information from the premises or systems of the Parish and/or CAS.

Your obligations with respect to Confidential Information survive the term of your appointment as a volunteer.

	Intellectual Property
	You acknowledge and agree that all Intellectual Property (meaning any and all industrial and intellectual property of any kind including copyright, trade mark, patents and designs) that is developed, created or conceived by you during the course of volunteering for the Parish, is and will be the sole and exclusive property of the Parish and/or CAS.  You will not institute, maintain or support any claim or proceeding for infringement of moral rights in any intellectual property you create.  “Moral rights” refers to rights that are personal to an author or creator of intellectual property, including the right to be attributed as author or creator of a work and not to have authorship or performance falsely attributed. 

	Privacy
	You consent for the Parish to provide your name, date of birth and contact phone number to the school(s) in which you have been appointed to teach SRE for the purpose of the school(s) to:

· check that you are not listed on the NSW Department of Education “Not To Be Employed” register; and 

· contact you regarding your assigned SRE class or classes. E.g. if a class has been cancelled.

The Parish is collecting your personal information for the purpose of the Volunteer Services and contacting you in relation to catechism in public schools. The Parish may use and disclose your personal information to CAS’ CCD for the purpose of the Parish receiving support and assistance from CAS (including conduct of training programs) and for the purpose of promoting catechism through CCD’s publications, newsletters and social media. Your personal information will be collected in accordance with the collection notice which can be found at http://www.sydneycatholic.org/terms-and-conditions/#collection.

	Consent to film and photograph
	You consent to the Parish and CAS and their nominees filming, photographing and/or recording you (Footage) when attending events or activities conducted by the Parish or CAS, or in connection with your appointment as a volunteer catechist or catechist assistant. 

You consent to the Parish and CAS using your name, image, likeness and voice and that this Footage may be used by the Parish and/or CAS for promotional, marketing and other purposes associated with catechism (including CCD’s publications, newsletters and social media).

You agree that all intellectual property rights, including copyright, in the Footage are owned by the Parish and CAS and any intellectual property rights that you may have in the Footage are fully assigned to the Parish and CAS.


You acknowledge and agree that I have not made any statements or promises to you about provision of the Volunteer Services other than those contained in this letter. The agreement evidenced by this letter is legally binding.

Please sign the attached copy of this letter as acceptance of terms and conditions of your appointment as a volunteer, and return it to me.

I am extremely appreciative of your willingness to donate your time and talents to teaching of SRE and look forward to welcoming you as an SRE volunteer in this parish. 

I trust that you will find this position both challenging and rewarding. May you also enjoy the support of our other parish catechists and your CCD Parish Catechist Support team.

Yours sincerely,

[Insert name of Parish Priest]

Parish Priest
I accept the volunteer position of SRE Teacher (SRE Catechist/SRE Catechist Helper) on the terms and conditions set out in this letter.

Volunteer’s Name:

Signature:

Date: 
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