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Role: Person Appointed:

Pilgrimage Director Linda Wisdom

Appointed by:
Rev Paul Swarbrick, Bishop of Lancaster

Role Summary:
Finely plan and smoothly execute all aspects of organising the Diocese of Lancaster Pilgrimage to

Lourdes: to ensure, in so far as is reasonably possible, that the pilgrimage is a fruitful experience
for all.

Terms:
Voluntary, 24 month appointment

Personal Specification- Essential skills/experience:
i.  Practicing Roman Catholic
ii.  To attend the annual Diocesan Pilgrimage to Lourdes
iii.  Previous extensive history of organisational management of Pilgrimage to Lourdes
iv. A sound knowledge of the Diocese of Lancaster Pilgrimage to Lourdes
v.  Sympathetic to the aims of the Lourdes Pilgrimage

vi.  Ability to inspire and enthuse others
vii.  Ability to effectively chair meetings
viii.  Dynamic and forward thinking disposition

ix.  Effective communication at all levels
X.  Good interpersonal skills

xi.  Ability to use own initiative and make autonomous decisions
xii.  Have a deep understanding of relevant legislation
xiii.  Possess a good working knowledge of Pilgrimage Policies and Procedures

xiv.  Ability to produce an excellent standard of written work

Xv.  Be able to maintain a professional demeanour in all situations
xvi.  Keep information confidential when appropriate
xvii.  Possess excellent IT skills

Personal Specification-Desirable skills/experience:
i.  Previous membership on the Pilgrimage Management Committee and extensive Lourdes
background: ensuring an expert level of knowledge of Diocesan Lourdes Pilgrimages at an
operational/management level

MANAGEMENT

e Have a sound knowledge of historical issues that may affect the Pilgrimage escalate
information as appropriate

e |tis essential for the Pilgrimage Director to attend the annual Diocese of Lancaster Lourdes
Pilgrimage.

e Make executive decisions as a solitary body, as required.

e Manage the operations of all key Team Leaders ie. Chief Nurse, Chief Brancardier, Director
of Youth and all other members of the Pilgrimage Management Committee. Monitor and
encourage Leaders to be pro-active in fulfilling their roles. Liaise with the Bishop directly as
required.




In line with Diocesan Safeguarding regulations, produce Role Descriptions for all members
of the Pilgrimage Management Committee, Medical Team, Brancardier, Youth, and any
other voluntary roles linked to the pilgrimage.

Produce, or delegate the production of, pilgrimage policies as required. Ensure all active
policy documents are up-to-date and relevant.

Retain and appropriately store (in line with the Data Protection Act, 2018), confidential
information relevant to members of the Pilgrimage Management Committee, pilgrims, the
Diocese, other British Pilgrimages and the Lourdes Sanctuaries. These items should be
accessible for appropriate viewing as required.

Review and approve all pilgrimage documents produced prior to ratification by the
Pilgrimage Management Committee

Retain copies of all Pilgrimage Managemen Committee contact details.

Ensure all clergy/religious both on the Pilgrimage Management Committee and those
coming to Lourdes in a working capacity are recruited in line with local policy and hold
relevant celebrate.

Assess the Tour Operator is meeting the needs of the Diocese. Escalate any concerns to the
Pilgrimage Management Committee and/or Bishop as appropriate.

Execute duties including responding to communication enquiries and complaints received.
Forwarding information on to relevant persons as required.

Endeavour to encourage that working relationships are therapeutic

Manage any issues, concerns, complaints that may arise

Consider the holistic aspects of the wider pilgrimage and Diocesan vision, developing ideas
and concepts for the future.

To assume or delegate the role of Caldicott Guardian. This role regards the protection of
pilgrim data. Please note this role of Caldicott Guardian is not a necessary requirement
within the role of Pilgrimage Director but has been incorporated in this instance

In the event of member resignation/retirement/end of service, the Pilgrimage Director will
recruit and appoint replacement and will make recommendation to the Bishop for
ratification.

Arrange the supervision of the pilgrimage in the Bishop’s absence and on the Bishop’s
instruction

ADMINISTRATION/DUTIES:

Be a pro-active member of the Pilgrimage Management Committee

Promptly respond to e-mail and other correspondence as required

Liaise with all members of the Pilgrimage Management Committee throughout the year.

Endeavour to attend all Pilgrimage Management Committee meetings

Produce a report for members in advance of the Pilgrimage Management Committee
meetings

Read and familiarise oneself with other committee members submitted reports in advance
of the Pilgrimage Management Committee Meeting

Fulfil actions as agreed at Pilgrimage Management committee meetings and execute these
in a timely manner when appropriate

Chair the Management Committee meeting.

Execute any additional administrative duties as required such as composing and circulating
Tender documentation

Liaise with the Chief Nurse to plan the Itinerary programme for the following year. Forward
the proposals to the Bishop for perusal and feedback.




Type the proposed itinerary, fill in the appropriate form and e-mail our request of times and
venues to the Sanctuaries by the first week in November.

In collaboration with the Bishop and Tour Operator, set the pilgrimage dates for 2 years in
advance.

Edit, design and produce the Pilgrimage Hand-out Booklet for the Pilgrimage:
o Liaise with the Director of Liturgy on the Liturgy and Readings
o Liaise with the Director of Music on hymns to be published
o Check that the Lourdes Domaine Information has not changed and if so update this
o Arrange for the printing of copies for all pilgrims (+ spares) transportation of them to
Lourdes, distribution of them in Lourdes.

Liaise with Director of Music and Director of Liturgy on hymns and liturgy.

Proof read any official pilgrimage documents prior to approval for printing.

Nominate a van driver if appropriate and approve the booking of the ferry and van hire. (if
required)

Arrange to meet the nominated van driver and direct the loading of the van with required
items that are in storage at Sacred Heart Blackpool including items that have been
produced/purchased that require transportation to Lourdes.

Identify when replacement/new items are needed for the pilgrimage. Research, get quotes
and procure the items required. For example: ponchos, wheelchair rain covers, equipment
trolley, sound systems, etc.

Design and procure items as required such as ‘In Memory of’ wheelchair plaques

Confirm and approve merchandise goods for purchase by the Management Committee
Officers. Such items to be sold at the pre-pilgrimage Mass and in Lourdes itself.

COMMUNICATION WITH TOUR OPERATOR:

Liaise regularly with the Tour Operator on operational matters

Liaise with the Tour Operator on the production of Pilgrimage Brochures, posters and
Booking Forms (in collaboration with the Chief Nurse for the latter)

Be a contact on the Pilgrimage Booking Form and ensure that enquiries are dealt with
promptly

Monitor the numbers of pilgrims that are booking on the pilgrimage and encourage
promotional advertising by the Tour Operator, the diocese and the relevant individuals on
the committee.

Consider and approve or reject requests for flight only travel

Liaise with Tour Operator on finances, inc. to recover payment for printing costs which is
offset with the levy and included in the cost of the pilgrimage.

Liaise with the Tour Operator to book chapels required that are not upheld by the
Sanctuaries. Namely: Smaller chapel of San Frai for alternative Sunday mass) and Mass on
day of departure if needed

Liaise with JWT once a month, or sooner if required, on bookings and any hotel/flight issues
that occur

Liaise with Tour Operator one week prior to the pilgrimage
o In order to confirm there are no anticipated problems
o Obtain the name of the rep/s who will be assisting at the airport
o Obtain the name of the rep/s who will be assisting in Lourdes for the week
o Ensure that the assistance of the Hospitalite de Notre Dame and UK Airport
Chaplaincy Team has been requested.
o Give and gain key contact numbers to ensure lines of communication are open




o Make contact with the Lourdes Rep and inform them of the likely time of arrival of
the van driver for the arrangement of the uplifting of items held in storage in the
garage in Lourdes. Contact numbers for the van driver to be given to the Lourdes Rep
(if van is required)

COMMUNICATION WITH SANTUARIES/LOURDES:

Send future pilgrimage dates via the opal platform to the Sanctuaries for ultimate approval

Send the proposed pilgrimage itinerary to the Sanctuaries by November each year

Access the OPAL Directors on-line site to download forms and keep up-to-date with any new
requirements by the Sanctuaries.

Ensure the ‘Planification’” document, which highlights the agreed itinerary in bold, is sent by
the sanctuaries and is correct. This document should arrive early March annually.

Register on-line with the Hospitalite de Lourdes one month prior to the Pilgrimage

Register confirmation with the Sanctuaries, of itemised pilgrim numbers one month prior to
the Pilgrimage

Ensure lines of communication with the Sanctuaries remain open

In the absence of the Hospitalite President, on arrival in Lourdes, register the Pilgrimage with
the Hospitalite Notre Dame de Lourdes, to complete and sign all necessary paperwork and
collect the Presidents Badge

In the absence of the Hospitalité President, register name and telephone contact details of
the nominated Health and Safety Officer, in case of an emergency within the Domaine

NATIONAL AND INTERNATIONAL CONFERENCES:

Book the November and February Director Conferences and arrange for invoices to be paid

Attend the British Directors Conference in order to;

o Liaise with other Pilgrimage Directors/assistants as to their programme whilst in
Lourdes to avoid cross-over on Processions, Grotto Mass etc.

o Network with other Pilgrimage Directors/assistants to plan and gain information
regarding Lourdes and pilgrimage issues.

o Attend all conference events in order to update on pertinent issues and discussions
and receive information regarding the Lourdes theme

o Meet with Tour Operator and confirm prices, brochure and advertising distribution
procedures. Clarify any promotions or discounts available.

Attend the Lourdes Directors Conference in order to;

o Attend the Sanctuaries Pilgrimage Planning meeting where the pilgrimage itinerary
is either confirmed or changed

o Confirm, (along with the Chief Nurse), the booking of the Baths for the registered sick
for that year.

o Meet with the Hotel staff of the Eliseo and the Chief Nurse to confirm requirements
i.e. Book the Chapel, Nursing Station, room for Farewell Reception, Baggage room,
wheelchair storage area, 6.30pm meeting room and Youth Conference room.

o Liaise with Tour Operator staff on needs and requirements for the pilgrimage.

o Look at options for alternative venues for Events, Masses & Accommodation.

o Network with other Directors/assistants to plan and gain information on future
pilgrimages, keeping abreast of continuous changes and vision.

o Attend all Conference events in order to receive up-to-date information on future
projects, time schedules and prepares for the forthcoming year’s theme.

o Discuss and plan requirements of other members of the Pilgrimage Management
Committee as highlighted during the conference. Feedback any such information to
all relevant parties.




DURING THE PILGRIMAGE:

Whilst on Pilgrimage attend the daily 13.30hrs Director’s meeting in the Domaine

Inform Team Leaders of operational requirements as identified at the 13:30hrs Directors
meeting. eg. youth volunteers needed for Blessed Sacrament Procession

Direct the volunteers required by the Sanctuaries to the correct area for meeting at the
appropriate time, or delegate.

Attend and take minutes in the 18.30hrs Pilgrimage Planning Committee meeting in the
hotel — action as required. Pursue at follow-up meetings that all actions have been fulfilled
as agreed.

Manage complaints: witness and take minutes of all meetings and resolutions in order to
best safeguard pilgrims and indeed the diocese.

Liaise with the Hospitalite President, Chief Nurse, Chief Brancardier and Director of Youth
to ensure a safe and enjoyable Lourdes experience for all pilgrims.

Support and liaise with Team Leaders regards issues that may be of concern or in need of
escalating.

Meet daily with the Chief Nurse, Chief Brancardier to support them in their role.

Oversee events on the itinerary and direct as required.

Liaise with the Tour Operator Reps as required.

Oversee that the practicalities of the Pilgrimage run smoothly and efficiently
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