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Chaplaincy Business Process

PURPOSE
The purpose of this process is to describe the procedures associated with the delivery of key services and activities of the University of Limerick Chaplaincy (ULC). Worship/Spirituality, Support, Outreach/Volunteering. 


RESPONSIBILITY
The Head Chaplain is responsible for this process. Each Chaplain is responsible for implementing the associated procedures associated to these processes. 


PROCEDURE
The primary procedures associated with the delivery of ULC’s services are: 

A. Teach Fáilte
B. Contemplative Centre 
C. Student Death Protocol
D. Exam Support/I-Grade Process 
E. Financial Aid 

A. Teach Fáilte Procedure
Teach Fáilte is the Chaplaincy’s drop-in Centre. It is multi-purpose providing hospitality and a listening ear. Teach Fáilte is also available for booking for use by internal groups. The Deputy Chaplain is primarily responsible for this procedure and is based in Teach Fáilte.  Outside of drop-in times, the Deputy Chaplain is responsible for undertaking a range of duties. These include:
a. Following up with students
b. One-to-one sessions with students/sometimes with another staff member 
c. Team meetings/Quality Team etc
d. Dealing with phone, email queries and requests
e. Preparing Liturgical Services
f. Sourcing materials and resources for services and events
g. Co-ordinating events
h. Other general administrative duties

B.  Contemplative Centre Procedure
The Contemplative Centre is an Inter-Faith Space used for religious services, rituals, talks and seminars.  UL Chaplaincy promotes the use of this haven of peace and tranquillity for individuals and groups.  The Contemplative Centre is also available for booking for use by internal, and on occasion external, groups. 


C. Student Death Protocol
In the event of a student death, the Chaplains assist in the activation of the University of Limerick Student Death Protocol.
1. Head Chaplain confirms and communicates with Director of Student affairs and Communications Manager.
2. Bereavement support offered to students, staff, and families.
3. Memorial Services organised Annually and contact with bereaved families.
4. All records are amended.

D. Exam support / I-Grade Procedure
Detailed information on the I-Grade Process is available in UL’s Handbook of Academic Regulations and Procedures, produced by Academic Registry. Details specific to I-Grade applications sought through the Chaplaincy service can be found on the I-Grade Application Link


E. Financial Aid Fund Procedure
The Financial Aid Fund is managed by the Head Chaplain who is chairperson and a committee responsible for administering financial support to Undergraduate and Postgraduate students experiencing financial difficulties. 
1. The Financial Aid Chairperson reports to the Director of Student Affairs.
2.  Designated Committee members engage with applicants, receive applications, offer other supports if required and upload documents on Financial Aid SharePoint for the weekly assessment meeting.
3. Loans, Bursaries and Childcare bursaries are assessed, approved, and processed weekly during the semesters.
4. All records, processes and documents are held on Financial Aid SharePoint.
5. Quarterly Committee meetings are held with the Head of Finance, Student Fees Office, UL Student Life and PSU representatives.
6. Annual Review of processes and terms and conditions.
DOCUMENTATION

· Letter of Agreement for use of Contemplative Centre
      Letter of Agreement for use of Teach Fáilte

RECORDS

Records are held by (name of unit) for the period defined by individual processes. All members of staff operate in accordance with the University’s Records Management and Retention Policy. Any personal data that is used as part of this process is processed in accordance with the General Data Protection Regulation (GDPR) / Data Protection Acts 1988-2018 and the University of Limerick Data Protection Policy. 


All applications forms, for the Financial Aid Fund are on the Financial Aid Committee SharePoint. Due to confidentiality, access is only granted to approved members of staff.
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