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Terms of Reference for Leadership Roles
1. Introduction
The Carlo Acutis Youth Group operates to provide a safe, faith-based environment for children and young people to grow spiritually, socially, and emotionally. To ensure the effective running of the group, the following leadership roles and responsibilities are established. These Terms of Reference outline the duties of each role within the Junior and Senior Youth Groups. Each Youth Group has their own Leads and Leaders. 
2. Overall Chair of the Carlo Acutis Youth Group
Purpose: To provide strategic oversight and ensure the smooth running of the Carlo Acutis Youth Group across both Junior and Senior groups.
Key Responsibilities:
· Oversee both Youth Group, ensuring alignment with safeguarding policies and Catholic values.
· Act as the primary point of contact with the Parish, Diocese, and external stakeholders.
· Ensure the group’s mission, vision, and objectives are upheld.
· Provide leadership and direction to the leaders
· Support and supervise the Safeguarding Lead to ensure best practice in child protection.
· Lead on strategic planning, ensuring sustainability and growth.
· Chair regular meetings with the leadership teams.

3. Senior Leaders Youth Groups
Purpose: To lead their respective youth group, ensuring that activities are well-planned, safe, and engaging.
Key Responsibilities:
· Provide leadership and oversight for their youth group’s weekly sessions and events.
· Work with the overall Chair to ensure consistency in approach and compliance with safeguarding policies.
· Support, guide, and oversee the leaders and volunteers within their group.
· Facilitate team meetings, ensuring clear communication between all team members.
· Liaise with the secretary, treasurer, and safeguarding lead to ensure smooth administration and accountability.
· Act as a point of contact for parents and young people, addressing any concerns.
· Represent their youth group at parish meetings or events as required.

4. Secretary
Purpose: To handle all administrative and communication duties within the youth group.
Key Responsibilities:
· Maintain accurate records of meetings, activities, and attendance.
· Handle communications with parents, leaders, and external contacts.
· Assist with event organisation, ensuring logistics are managed effectively.
· Support the Chair and Safeguarding Lead in maintaining up-to-date records of volunteers and training.
· Ensure that consent forms and incident reports are recorded and stored securely.
5. Treasurer
Purpose: To manage the financial affairs of the youth group and ensure funds are allocated responsibly.
Key Responsibilities:
· Maintain accurate financial records and budgets for the youth group.
· Ensure all funds are managed transparently and reported to the group and parish where necessary.
· Oversee fundraising efforts and manage event finances.
· Work with the Chair and Secretary to ensure all spending is approved and accounted for.
· Prepare financial reports as required for meetings and annual reviews.

6. Safeguarding Lead
Purpose: To ensure all safeguarding procedures are followed and that the welfare of children and young people remains the highest priority.
Key Responsibilities:
· Act at Designated Safeguarding Lead (DSL) for thr Youth Group
· Act as the first point of contact for safeguarding concerns within the youth group.
· Ensure all volunteers and leaders are trained in safeguarding and up to date with policies.
· Work closely with the Overall Chair and Parish Safeguarding Representative.
· Ensure that risk assessments, incident reports, and safeguarding records are maintained and stored securely.
· Report and escalate any safeguarding concerns as per national safeguarding procedures.
· Ensure best practice is followed in relation to supervision, communication, and adult-child interactions.
7. Leaders 
Purpose: To provide engaging, safe, and faith-centered activities for young people in line with the mission of the youth group.
Key Responsibilities:
· Plan and lead weekly activities, discussions, and faith-based sessions.
· Ensure the safety and well-being of young people at all times.
· Act as a positive role model, demonstrating Catholic values.
· Support the Chair and Safeguarding Lead by reporting concerns and maintaining boundaries.
· Encourage and support youth participation, ensuring inclusion and respect for all.
· Attend training and meetings as required.
8. Governance and Accountability
· All leaders, chairs, secretaries, treasurers, and safeguarding leads are accountable to the Overall Chair of the Carlo Acutis Youth Group.
· All volunteers must complete annual safeguarding training and adhere to the Code of Conduct.
· The group operates under the safeguarding policies of the Catholic Church and the Archdiocese.
· Regular meetings and reviews will ensure accountability and continuous improvement.

9. Review and Updates
These Terms of Reference will be reviewed annually to ensure they remain effective and reflect the needs of the Carlo Acutis Youth Group.
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