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We are so excited you have taken up the call to join the Melbourne 
ACYF Pilgrimage and accompany a group to Perth!

The role of the Group Coordinator is very important for the 
pilgrimage, both in terms of ensuring it is a safe pilgrimage for all 
involved, but also, in creating the right atmosphere for your young 
people to have an encounter with Christ. 

Please find below some key details that all Group Coordinators 
travelling with the Melbourne Pilgrimage need to know. 

Melbourne ACYF Policy and Procedures
We are in the process of finalising our Melbourne ACYF2019 
Pilgrimage Policies and Procedures document which will include 
sections that are relevant for all those traveling to Perth with the 
Melbourne Pilgrimage. We will let you know when this is available.

Group Make-Up
Groups selecting a package with the Melbourne Pilgrimage will 
have a minimum of four people including at least two leaders; one 
as the Group Coordinator and another as the Secondary Group 
Coordinator. Larger groups, or groups containing young people 
under 18 years of age (minors) or those with additional needs will 
require additional adult leaders. 

Groups containing minors will need to have a minimum ratio of 
one adult leader to every ten minors. Additional leaders may be 
required for groups with young people with additional needs.
Groups with male and female minors must have at least one male 
and one female leader.

First aid
All groups with minors are required to ensure they have at least 
one leader trained in first aid to the level HLT AID 003 (formally 
known as “Level Two First Aid”) accompanying their group.  Groups 
without minors are strongly encouraged to have at least one leader 
trained in first aid. Additional first aid will be available at the ACYF 
event.

Chaplains
Where possible, groups are encouraged to consider including a 
chaplain in their leadership team. Chaplains should be religious, 
clergy or a suitably qualified lay person and should have permission 
to operate within the Archdiocese of Melbourne. Chaplains are 
responsible for the spiritual and pastoral needs of pilgrims and the 
pilgrimage leadership team. 
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Duty of Care
Group leaders (i.e. Group Coordinator, Secondary Group 
Coordinator and additional leaders) will be responsible for 
coordinating all aspects of their group’s experience (e.g. liaising 
with Harvest about travel and accommodation, supervision etc.) 
and will be responsible for promoting the safety of all pilgrims. 
  

The safety of all pilgrims is of the 
utmost importance. 

With this in mind, group leaders need to ensure that they 
implement appropriate policies and procedures as specified 
in Melbourne ACYF2019 Pilgrimage Policies and Procedures 
document to promote the safe participation of all pilgrims.

This will include collecting relevant consent, medical information, 
emergency contact details and photo consent from all pilgrims 
and seek permission from parents/guardians for pilgrims under 18 
years of age.

The Group Coordinator and the Secondary Group Coordinator will 
also need to be aware of any additional support needs that may 
impact the participation of the pilgrim (e.g. asthma, diabetes, 
mental illness, allergies and/or disabilities) to provide support and/
or respond in an emergency. 

Pilgrims with significant support needs (e.g. medical, personal 
care, mental health, disability) are required to provide a suitable 
carer who can assist in meeting their health and well-being needs 
during the pilgrimage. 

In addition, to following organisational (e.g. parish, school etc.) 
policy and procedural requirements groups travelling with the 
Melbourne Pilgrimage are required to:

a. Create a Code of Conduct for their pilgrims
b. Complete a risk assessment for their group 
c. Create a Critical Incident Response Plan to detail how 

they will respond to a critical incident affecting a member 
of their group. This will include alerting the relevant 
liaison from the Melbourne ACYF Pilgrimage Leadership 
Support Team.

There are number of Melbourne Pilgrimage templates and 
resources to assist groups to develop their Code of Conduct, Risk 
Assessment and Critical Incident Response Plan.*

Supervision of minors
Supervision is an effective strategy to ensure that pilgrims 
under the age of 18 are protected from harm and/or abuse. The 
supervision of minors throughout the Melbourne Pilgrimage is 
the responsibility of the Group Coordinator, Secondary Group 
Coordinator and the other adult leaders in their group.  



Group Coordinator, Secondary Group 
Coordinator and the other adult 
leaders in the group are responsible 
for the supervision of pilgrims under 
the age of 18.

Leaders supervising pilgrims aged under 18 are to refrain from any 
alcohol consumption throughout the pilgrimage.

Requirements for Group Coordinators
All Group Coordinators travelling with the Melbourne Pilgrimage are 
required to:

• Have a valid Working with Children Check. This includes 
leaders for groups without any minors. Exemptions apply for 
individuals who hold current registration with the Victorian 
Institute of Teaching and are leading a group on behalf of their 
school. These checks will be verified by CAM. 

• Provide a copy of a Police Check issued within the last 3 
years and sign a statutory declaration to confirm nothing has 
changed since the date on the Police Check; or a Police Check 
issued within the last three months. This includes leaders for 
groups without any minors. Exemptions apply for individuals 
who hold current registration with the Victorian Institute of 
Teaching and are leading a group on behalf of their school.

• Read, sign and adhere to the Melbourne Pilgrimage 
Leadership Team Code of Conduct. This will be made available 
shortly. 

• Attend a compulsory briefing. Two sessions will be held:
 A session for school Group Coordinators will be held on 12 

September (1:30pm-4pm) and a session for all other Group 
Coordinators of for self-managed groups will be held on 
14 September (10am-12:30pm), both in East Melbourne. 
These sessions will outline important policy and procedural 
requirements to ensure the effective and safe operation of the 
pilgrimage and answer any questions. They will also include 
other information to help prepare for the pilgrimage. Group 
Coordinators and Secondary Group Coordinators are both 
encouraged to attend this briefing – however if the Group 
Coordinator is unable to attend, Secondary Group Coordinator 
must be available to attend.

• Ensure that any additional adult leaders appointed to their 
group are suitable and receive adequate formation and 
training for their role. Group Coordinators must verify that all 
leaders satisfy the child safety requirements of the Melbourne 
Archdiocese such as having a valid Working with Children 
Check and a recent police check. For more information on 
these requirements refer to chapter two of the document 
“Seriously important things you need to know: A guide for 
safe youth ministry in the Catholic Archdiocese of Melbourne” 
available at https://www.cam.org.au/youth/Child-Safety. 

*Documents to be available soon.


