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Role Description Bank
The role description templates below contain the key safeguarding responsibilities along with generic duties and responsibilities for the specific role outlined.  Please adapt the role descriptions to fit your local circumstances. It is important to include on the Role Description the level of both DBS check (if this is required) and Safeguarding Learning, so that expectations are clear from the outset; guidance in relation to this can be found in the  Safer Recruitment and People Management guidance (link here). 

	Bell Ringing Teacher
	Church/PCC Treasurer
	Churchwarden
	Churchwarden Additional Guidance

	

	

	

	



	Parish Volunteer
	Holy Communion Visitor
	Junior Church Helper 
	Junior Church Leader

	

	

	

	


	Organist/Director of Music
	Pastoral Visitor in RA
	Pastoral Visitor not in RA
	PCC Member

	

	

	

	


	Parish Safeguarding Officer
	Server
	Tower Captain
	Verger

	

	

	

	


	PCC Secretary
	DBS Verifier
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Role Description: Church/PCC Treasurer

The role of a treasurer is an important one that carries significant responsibility. The Treasurer is required to keep good control of church finances and, as the PCC is also an independent charity, practice will need to conform to Charity Commission guidance. The size and scope of the Treasurer’s role will depend on the size and complexity of the Parish. The Diocese offers training to new treasurers, and a good handover from the previous treasurer will cover much of what a treasurer will need to know.



Skills and Characteristics

· Reasonable financial competence, and the ability to maintain a basic accounts book.

· An understanding of the church and parish, its needs and challenges.

· Willingness to attend PCC meetings, not only to deal with financial matters, but also to be aware of the PCC’s plans.

· Be able to explain financial issues clearly, both within church council meetings and to the general church membership.

· Be able to maintain confidentiality, particularly with respect to matters that relate to individual church members; e.g. their personal giving.

· Meet the wider requirements of the Charity Commissioners for all trustees: i.e. not disqualified by bankruptcy or by convictions for financial wrongdoing. 



In co-operation with the Parish Safeguarding Representative, Churchwardens and clergy, the Treasurer should have an awareness of safeguarding in the church.



Duties/Responsibilities

· Carry out the financial decisions made by the PCC. The responsibility for both raising and spending money to meet the church’s responsibilities lies with the PCC. The Treasurer implements their decisions.

· Draft an annual budget to assist the PCC to plan how it will fulfil its objectives for the coming year.

· Record all financial transactions carried out on behalf of the PCC and ensure they are properly authorised.

· Monitor the church’s finances throughout the year and alert the PCC if any difficulties are likely.

· Work with the PCC to meet all its financial obligations, especially the Common Fund, clergy expenses and insuring the church buildings against fire, theft and public liability.

· Maintain, and set-up if needed, a book-keeping system.

· Prepare the annual financial statements for approval by the PCC and submission to the Annual Parochial Church Meeting, ensuring that they comply with current Charity Commission requirements. Send a copy to the Diocese and complete the national financial information return.



Responsible to (named contact for support and resolution of any difficulties):

The Incumbent; Churchwardens and through them the PCC.



Checks Required Prior to Appointment

· If the Church Treasurer is an elected member of the PCC (rather than an ex-officio member) they will be a Trustee.  Trustees are eligible for an Enhanced DBS check.

· As the role involves the management of significant amounts of money, at least two references must have been received indicating that they have no concerns regarding the applicant’s conduct and accounting integrity.



Safeguarding Responsibilities

In co-operation with the Incumbent, the PCC and the Parish Safeguarding Representative, the treasurer will:

· Implement safe and healthy working practices

· Risk assess all activities, especially the collection and counting of cash

· Listen to other workers and volunteers

· Protect him/herself

· Tell the Parish Safeguarding Rep or clergy of any safeguarding concerns, however minor

· Attend Diocesan Safeguarding training at the appropriate level for the role (Basic Awareness)

· Induct and train others



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself

		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· the Police (where there is an immediate risk of harm to a person)

· Carry out a personal risk assessment for lone working (where applicable)

· Keep a written record of all incidents or disclosures (signed and dated)

		· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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Role Description: Churchwarden



In co-operation with the priest in charge (or, in cases of vacancy, the Bishop), Churchwardens are generally responsible for the day-to-day functioning of the parish. These responsibilities include various aspects of administration, building operation, and personnel. Their work is not just the maintenance of the church building, but helping the smooth running of the Church. In this capacity, Churchwardens are considered the leading lay member of the congregation.



Duties/Responsibilities

· Ensuring the smooth conduct of services

· Overseeing the order and maintenance of the church building(s)

· Attending all parochial church council and standing committee meetings

· [bookmark: _GoBack]Responding to official questions about the parish

· Handling the continuity of worship in the Church during a vacancy

· Attend Safeguarding learning up to Leadership Level



Responsible to (named contact for support and resolution of any difficulties):

[The Incumbent] (and the Bishop) and through them to the PCC.



Checks Required Prior to Appointment

· As a Trustee of a charity supporting work with children and vulnerable adults, a Churchwarden must have an Enhanced DBS check with the Child and Adult workforces.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children or vulnerable adults.

· Must have signed the personal declaration that they are not disqualified from standing for this office due to being included in a Barred List (within the meaning of the Safeguarding Vulnerable Groups Act 2006)



Safeguarding Responsibilities

In co-operation with the incumbent, the PCC and the Parish Safeguarding Representative, to:

· ensure, in the period of an incumbency vacancy, that the incumbent’s safeguarding roles are fulfilled, in co-operation with the PCC and Parish Safeguarding Representative

· pay attention to the specific needs of children and adults who may be vulnerable when undertaking routine Health and Safety inspections and Risk Assessments

· ensure that risk assessments are carried out before new activities are undertaken (regular and one-off)

· ensure that all parish activities are adequately insured

· receive complaints and grievances, and ensure that the parish has procedures for responding to them

· ensure that the guidelines for activities with children and adults who may be vulnerable are followed in all parish activities

· ensure that safeguarding requirements are included in all booking arrangements with organisations and individuals

· answer questions regarding safeguarding as they arise in the Archdeacon’s Articles of Enquiry and Parish Visitations, and address specific advice which may be given



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· the Police (where there is an immediate risk of harm to a person)

· Carry out a personal risk assessment for lone working

· Keep a written record of all incidents or disclosures (signed and dated)

		· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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CHURCHWARDENS: a brief introduction

Churchwardens represent and speak for the whole
community in which their church is set. As the Bishop’s lay
officers they are responsible directly to him/her for the life
and work of their church. Being a Churchwarden is a privilege
and a responsibility.

In general, the task of the Churchwarden as the Bishop’s lay
officer is to co-operate with the Incumbent and the PCC in the
worshipping, pastoral, evangelistic, social, ecumenical and
administrative life of the church. The word co-operation
includes having ideas of your own — and also sometimes
making friendly criticisms of anything you think seriously
mistaken. Most Incumbents will appreciate this — but try not
to overdo the criticism. All church leaders, including
Churchwardens, get a good deal of it anyway.





The job includes:
1. Co-operation with the Incumbent

A good Churchwarden tries to be a friend and adviser to the
Incumbent, to the PCC and all who belong to or look to the
Church. In particular, the Churchwardens have a special care
for the morale of the Incumbent and, where appropriate,
their family. The morale of the congregation, and its healthy
relationship with the whole community, is also of key
concern.

A good Churchwarden will try to share in the Vicar's
leadership and vision and give a good lead in spiritual matters,
and strong support in practical matters. This will include being
present at all principal services, and, where possible, social
events. It will involve being understanding, and being ready to
interpret and support, parish policy — even if the
Churchwarden personally disagrees.

Normal duties could include drawing up Sidespeople’s rotas
and training Sidespeople where necessary. A high priority will
be welcoming newcomers to the Church and also informing
the Incumbent of anyone in trouble, sickness or need of any
kind.

The Churchwardens should make sure that the Incumbent
fixes and keeps a day off each week; and also takes the
holidays which are customary. During the holiday periods, and
of course during a vacancy, the up-keep of services is the
responsibility of the Churchwardens.





2. Church and Churchyard

A good Churchwarden will take the initiative in practical
matters, like the tidiness of the church and surroundings,
heating apparatus etc., clean and up to date notices and an
attractive appearance of the entrance and interior of the
Church.

Each Church is required to have a Terrier and Inventory. A
terrier is a document that lists the property of the benefice
and would ordinarily include a plan of the church, churchyard
and any other property. An inventory lists the movable items
in the church building, all that are owned by the
churchwardens and which are to be handed over their
successors. These should be kept up to date and checked
every year by the Churchwardens. The Archdeacon may ask to
see the Terrier and Inventory at any time. The Churchwardens
are also responsible for keeping a Church Log Book to record
all repairs and alterations when they are carried out. This is a
vital record of exactly what had been done and how.

You should have received these documents from vyour
predecessor and must hand them on, at the end of your term
of office, to your successor.

Repairs or alterations to church fabric and furnishings require,
by law, a Faculty (legal permission). It will be the
Churchwardens’ responsibility to apply for these on behalf of
the PCC and to take a leading role on all matters concerning
the church building.

Most churches have items of value which should be kept
securely. They should be properly listed, valued, insured and





photographed. This information should be in a different safe
place from the valuables themselves. Records and Registers
should, whenever possible, be lodged with The
Northumberland Collections Service at Woodhorn, Queen
Elizabeth 1l Country Park, Ashington, Northumberland NE63
9YF, telephone 01670 624358 or e-mail
archives@northumberland.gov.uk.

3. Safeguarding Responsibilities

‘Safeguarding’ means the action the Church takes to promote
a safer culture in all our churches. Churchwardens, along with
the PCC, the incumbent and the Parish Safeguarding Officer,
have a duty of care to ensure the protection of the vulnerable
in their church community. They should ensure that the parish
takes appropriate steps to maintain a safe environment for
all, following the principles set out in The Church of England’s
Safeguarding Policy Statement, and that the requirements
outlined in the Safeguarding Parish Dashboard/Safeguarding
Parish Handbook are implemented and regularly reviewed.

The Diocese provides training for those in leadership positions
in parishes and churchwardens should undertake this training,
and subsequent refresher courses.

4. Finances

Churchwardens should have a good relationship with the
Church Treasurer, giving support in helping the PCC to
discharge its responsibilities for insurance, repairs and
replacements. A particularly important role is to ensure the



mailto:archives@northumberland.gov.uk



Incumbent has the parochial working expenses refunded.
These should be recorded as parish expenses and budgeted. It
is the responsibility of the Churchwardens to make sure the
PCC pays the Parish Share regularly. A good Churchwarden
also tries to encourage regular giving by parishioners. If no
Treasurer can be found, the duty falls on the Churchwardens.

5. Services

You should be aware of the PCC’s rights as well as the
Incumbents in the matter of introducing new orders of
service. Care should be taken over the decency and order of
the services, the taking of collections, the greeting and care of
visiting clergy and Readers, and the payment of their
travelling expenses.

6. The Vicarage

This is not strictly the responsibility of the Churchwardens,
except during a vacancy. Most clergy and their families will,
however, much appreciate friendly concern about their living
conditions and the care of the vicarage and the grounds.

7. \Visitation

Churchwardens hold office legally for one year only — but are
eligible for re-election to a maximum of 6 years. All
Churchwardens must be admitted legally each year otherwise
a vacancy is declared. Instructions, together with Articles of
Inquiry, are sent out in good time early each year. Some of





the information that is submitted enables us to keep Church
House records up to date.

8. Vacancies

A vacancy involves a number of extra duties for
Churchwardens. Your Area Dean is in overall charge of a
parish during a vacancy and has detailed notes to help you
which he will let you have a soon as the vacancy occurs. If a
new incumbent is to be appointed, your PCC has the right to
elect two representatives to take part in the appointment of a
new Incumbent. These will not necessarily be the
Churchwardens.

The Legal Responsibilities of the Churchwardens

The Churchwarden’s role is an old one in the church, but not
as old as that of Archdeacon. It goes back to the 13" Century.
However, the Churchwarden is no longer responsible for
highways in the parish or other parochial functions; he/she is
much more concerned with the church. Since the 1919
Enabling Act, PCCs have taken on some of the
Churchwarden’s tasks. Nevertheless, Churchwardens remain
important within the parish and are senior members of the
PCC. A key document is the Churchwardens’ Measure 2001
and the technical legal description is :

The Churchwardens when admitted are officers of the Bishop.
They shall discharge such duties as are by law and custom
assigned to them; they shall be foremost in representing the
laity and in co-operating with the incumbent (which in this





context includes rector, vicar or priest-in-charge); they shall
use their best endeavours by example and precept to
encourage the parishioners in the practice of true religion
and to promote unity and peace among them. They shall also
maintain order and decency in the church and churchyard
especially during the time of Divine Service.

In the Churchwardens is vested the property in the plate,
ornaments and other movable goods of the church, and they
shall keep an inventory thereof which they shall revise from
time to time as occasion may require. On going out of office
they shall duly deliver to their successors any goods of the
church remaining in their hands together with the said
inventory which shall be checked by their successors.
CanonE1.4,5

Legal Roles

(i) In law the Churchwarden is ‘chosen’ by consent of the
vicar and the parish; not, strictly speaking, elected. The
choice should be by consensus of the people of the
parish.

(i) The Churchwarden is admitted to office by the
Archdeacon or Bishop. He/she remains in office until a

successor is admitted.

(iii) The Churchwarden is responsible in the parish and the
parish church as the Bishop’s Officer.

(iv) Legal responsibilities include:





(a)

(b)

(d)

(e)
(f)

(8)

(h)

(i)

Law and order in the church and churchyard
(which is why they carry wands).

Allocation of seating in the church.

With the incumbent, the Churchwardens provide
bread and wine for Communion.

The churchwardens are empowered to lead
Morning and Evening Prayer in the absence of the
incumbent. (They might also say Ante
Communion in a crisis though this not legally
specified.)

Acting as Treasurer if no Treasurer is appointed.

Acting as legal owners of movables in the parish
church.

Presenting answers to the Articles of Inquiry to
the Bishop or Archdeacon

Reporting to the Bishop any irregularities in the
parish or in the ‘mode of life’ of the minister.
(Clergy are often bad at dealing with their own
problems.)

Contacting the Area Dean when the vicar is ill, and
ensuring services and pastoral care are
maintained.

Acting in an incumbent vacancy. The Area Dean
and Churchwardens are Sequestrators, though





(k)

they are no longer financially responsible for the
stipend. They are responsible for maintaining
services, pastoral care and covering emergencies.
They need to see to the security of the vicarage
(burglaries and frost).

With the PCC, caring for and maintaining the
buildings.

With the PCC, maintaining registers and records.

Guiding the PCC in making sure that when repairs,
alterations, additions or removals are done,
proper advice is taken, professional advice is
obtained for repairs, the DAC is consulted on
removals or additions and faculty forms are
properly completed.

Tools of the Trade

Your essential working books are at least those mentioned
below. They should be bought by the PCC for you and other
church officers. New editions are issued from time to time
and it is important not to go on using an out of date edition.

Terrier, Inventory and Log Book — all from Church House
Publishing, Great Smith Street, London SW1P 3NZ

A Handbook for Churchwardens and Parochial Church
Councillors by Kenneth M Macmorran, Kenneth T
Elphinstone and E Garth Moor. (Published by Mowbray,
ISBN 0 264 6700 32)





e How to look after Your Church (Church House Publishing,
ISBN 0715175610)

e The Churchyards Handbook 4" Edition (Church House
Publishing, ISBN: 9780715143018)

e A Guide to Church Inspection and Repair (Church House
Publishing, ISBN 0715175688)

e The Parochial Expenses of Clergy
https://www.churchofengland.org/sites/default/files/201
7-10/Parochial%20Expenses%20Guide%20-%202017.pdf

e The PCC Member’s Essential Guide by Mark Tanner,
(Church House Publishing, ISBN 9780715110935)

The following books are helpful:

The Churchwardens Yearbook

http://churchwardenbooks.co.uk/index-churchwarden-
publications

The Churchwardens Year A light-hearted calendar of Church
maintenance (Church House Publishing,
ISBN 9780715143575)

and books on:

Church Security

Church Plate

Heating your Church
Church Roofing etc. etc.



https://www.churchofengland.org/sites/default/files/2017-10/Parochial%20Expenses%20Guide%20-%202017.pdf

https://www.churchofengland.org/sites/default/files/2017-10/Parochial%20Expenses%20Guide%20-%202017.pdf

http://churchwardenbooks.co.uk/index-churchwarden-publications

http://churchwardenbooks.co.uk/index-churchwarden-publications



available from Church House Publishing, Church House, Great
Smith Street, London SW1P 3NZ
https://www.chpublishing.co.uk/

Church Representation Rules

https://www.churchofengland.org/about/leadership-and-
governance/legal-services/church-representation-rules

Safeguarding

There are pages on the diocesan website:
https://www.newcastle.anglican.org/safeguarding/

and the national Church of England website:
https://www.churchofengland.org/safeguarding/policy-and-
practice-guidance

People to help you in all this:

e The Archdeacon of Lindisfarne (the Venerable Dr
Catherine Sourbut Groves), The Vicarage, Stannington,
Northumberland NE61 6HL (0191) 270 4166 or 07436
220872, lindisfarne@newcastle.anglican.org

e The Archdeacon of Northumberland (the Venerable
Rachel Wood), Church House, St John’s Terrace, North
Shields (0191) 270 4157 or 07469 950198,
northumberland@newcastle.anglican.org




https://www.chpublishing.co.uk/

https://www.churchofengland.org/about/leadership-and-governance/legal-services/church-representation-rules

https://www.churchofengland.org/about/leadership-and-governance/legal-services/church-representation-rules

https://www.newcastle.anglican.org/safeguarding/

https://www.churchofengland.org/safeguarding/policy-and-practice-guidance

https://www.churchofengland.org/safeguarding/policy-and-practice-guidance

tel:+447436220872

tel:+447436220872

mailto:lindisfarne@newcastle.anglican.org

mailto:northumberland@newcastle.anglican.org



e The Archdeacons’ PA (Mrs Katherine Govier), Church
House, St John’s Terrace, North Shields NE29 6HS, (0191)
270 4142, k.govier@newcastle.anglican.org

° Your Area Dean

e The Diocesan Registrar (Mrs Laura Peace), Sintons, The
Cube, Barrack Road, Newcastle upon Tyne NE4 6DB
(0191) 226 7878

e The Diocesan Secretary (Mr Shane Waddle) Church
House, St John's Terrace, North Shields NE29 6HS (0191)
270 4100, s.waddle@newcastle.anglican.org

e The Property Manager (Mr lan Beswick) Church House
(0191) 270 4125, i.beswick@newcastle.anglican.org

Matters concerning the Diocesan Advisory Committee: for
queries about Faculties, please consult the Secretary (Mrs
Lucy Burfield) at Church House on (0191) 270 4127 or e-mail
dac@newcastle.anglican.org, or your Archdeacon or the
Diocesan Registrar.

The Diocesan Website has a churchwardens’ page.
https://www.newcastle.anglican.org/churchwardens

The Royal Institute of British Architects

Also has a ‘Client Advisory Service’.
https://www.architecture.com/working-with-an-
architect/client-adviser




mailto:k.govier@newcastle.anglican.org

mailto:s.waddle@newcastle.anglican.org

mailto:i.beswick@newcastle.anglican.org

mailto:dac@newcastle.anglican.org

https://www.newcastle.anglican.org/churchwardens

https://www.architecture.com/working-with-an-architect/client-adviser

https://www.architecture.com/working-with-an-architect/client-adviser
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CHURCHWARDENS

Duties of Churchwardens

To keep proper records, including terrier of lands and
inventory of articles belonging to the church. A terrier is a
document that lists the property of the benefice and would
ordinarily include a plan of the church, churchyard and any
other property. An inventory lists the movable items in the
church building, all that is owned by the churchwardens
and which are to be handed over their successors.

To keep a log-book of alterations, additions and repairs.
To inspect the fabric and produce an annual fabric report.

To deliver the fabric report first to the PCC and then to the
Annual Parochial Church Meeting (APCM), including an
account of the inspection they have undertaken and of all
the actions taken or proposed for the protection and
maintenance of the church building and the
implementation of the quinquennial inspection (the
inspection that is carried out once every five years by the
church’s appointed architect).

To provide answers to the Articles of Enquiry (a list of
guestions sent out by the archdeacons, which may be on





10.

11.

12.

13.

various topics to do with the life of the parish), and
complete the annual returns required by the diocese.

To present any matters they think ought to be brought to
the bishop’s attention.

To recruit, train and manage the sidespeople.

In conjunction with the sidespeople, to care for the safety,
warmth and well-being of the congregation.

In terms of safeguarding, in conjunction with the
incumbent, the PCC and the Parish Safeguarding Officer, to
ensure the requirements outlined in the Safeguarding
Parish Dashboard/Safeguarding Parish Handbook
(https://www.churchofengland.org/sites/default/files/2019
-10/ParishSafeGuardingHandBookAugust2019Web.pdf) are
implemented and regularly reviewed.

In conjunction with the sidespeople, to maintain order and
decency in the church and churchyard.

To be responsible for the cleanliness and overall
appearance of the church and everything used, or worn, in
it.

In conjunction with the sidespeople, to take, count and lock
away or hand over to the treasurer collections in church.

To attend meetings of the PCC and of the PCC standing
committee as ex officio members (members by virtue of the
office they hold).



https://www.churchofengland.org/sites/default/files/2019-10/ParishSafeGuardingHandBookAugust2019Web.pdf

https://www.churchofengland.org/sites/default/files/2019-10/ParishSafeGuardingHandBookAugust2019Web.pdf



14.

15.

16.

17.

18.

To act as Parish Safeguarding Officer if the PCC fails to
appoint another of its members/another parishioner to this
office.

To act as treasurer if the PCC fails to appoint another of its
members to this office.

To ensure that the PCC meets its financial obligations.
To collaborate and co-operate with the incumbent in the
carrying out of all the above duties, and in enabling the

incumbent to carry out his or her own specific duties.

To have a duty of care towards the incumbent.

Duties of the PCC

To care for, maintain, preserve and take out adequate
insurance cover for the fabric, goods and ornaments of the
church.

To agree a budget and to be responsible for the income and
expenditure of the parish.

To maintain proper financial records and accounting
procedures.

To prepare annual financial statements and an annual
report, and present them to the APCM.

To arrange for independent examination or audit of the
financial statements.





To consult with the incumbent on matters of general
concern and importance to the parish.

To co-operate with the incumbent in promoting the mission
of the Church.

Duties of the minister

10.

To celebrate the Eucharist (or cause it to be celebrated in
his or her absence) and administer the other rites and
sacraments of the Church.

To be responsible for liturgy.

To have ultimate responsibility for music performed during
the liturgy, in co-operation with the director of music,

organist or choirmaster.

To preach (or cause to be preached) at least one sermon
every Sunday.

To instruct parishioners in the Christian faith.
To prepare candidates for confirmation.
To visit the sick.

To be prepared to make himself or herself available to
parishioners seeking spiritual counsel and advice.

To be diligent in prayer and study.

To chair the PCC, the PCC standing committee and the
APCM.





11. To consult with the PCC.

12. To co-operate with the churchwardens.

Things a churchwarden should do in the course of a year

Date
Prior to APCM

Not later than 31t May
Not later than 31 August

After, or at the same time of,
admission

After admission

January — March

March (probably)
March — April
April — May

Responsibility

If willing to stand, present valid
nomination to minister

Election
Admission

Attend visitation

Receive terrier and inventory
from predecessors and check
them

Inspect church fabric and
articles

Present fabric report to PCC
Present fabric report to APCM

Complete archdeacon’s Articles
of Enquiry and annual returns
for diocese. If not re-elected,
hand over terrier and inventory
to successor





Things churchwardens should know
1. The contents of the Churchwardens Measure 2001.
2. Where to find information about

. the law relating to marriage;

. the Church Representation Rules;

. the Canons of the Church of England;

. the division of parochial fees.

3. How to interpret the church accounts.

4, The whereabouts of registers of services, baptisms,
confirmations, marriages and burials.

5. Whether Gift Aid envelopes are available in the church.

6. What happens to the collection during and after the
service.

7. Who the inspecting architect is.

8. Whom to contact in the event of an emergency with the
fabric.

9. When and how to apply for a faculty.

10. Whether the minister resides in the parsonage house or has
a licence for non-residence.

11. When the minister’s day off is (ie when not to try to contact
him/her).

12. How many bank accounts the PCC has.





13.

14.

Whether there are any non-PCC accounts administered by
the churchwardens.

The names of the independent examiners or auditors.

Things churchwardens should ask

10.

11.

12.

Is the incumbent taking sufficient time off?
Is he or she taking adequate holidays?

Is he or she claiming for and receiving full working
expenses?

Are parish expectations of the priest’s role reasonable?
Is the priest finding time for prayer and for study?

Is he or she taking advantage of opportunities for in-service
training and continuing ministerial education?

Are the service registers kept up to date?
What happens to the completed register?
Is the collection being counted by at least two people?

Are the amounts received being entered in the service
register?

Are the amounts being divided between ‘open’ and
‘envelopes’ (stewardship and Gift Aid)?

How does the money get to the bank?





13.

14.

15.

16.

17.

18.

19.

20.

Who has keys to the church?

Who has keys to the safe?

Where are the parish chequebooks kept?
Who are the account signatories?

Does the PCC hold a sufficient number of meetings to
enable the efficient transaction of its business?

Are the proper notices displayed?
Is an agenda sent out in good time?

Where are the signed copies of the PCC minutes?
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Role Description: Parish Volunteer



[Enter general role introduction here.]

In co-operation with the Parish Safeguarding Representative, Churchwardens and clergy, all volunteers should have an awareness of safeguarding in the church.



Duties/Responsibilities

· [As fits the general duties of the role]



Responsible to (named contact for support and resolution of any difficulties):

[The appropriate person to line manage their activity].



Checks Required Prior to Appointment

· [Check with Parish Safeguarding Rep to see if the role is eligible for a DBS check]

· Where the role involves more than incidental contact with children and/or vulnerable adults, at least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children or vulnerable adults.



Safeguarding Responsibilities

In co-operation with the Incumbent, the PCC and the Parish Safeguarding Representative, to:

· Implement safe and healthy working practices

· Risk assess all activities

· Listen to other workers and volunteers

· Protect yourselves

· Tell the Parish Safeguarding Rep or clergy of any safeguarding concerns, however minor

· Attend Diocesan Safeguarding training at the appropriate level for the role

· Induct and train others



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· the Police (where there is an immediate risk of harm to a person)

· Carry out a personal risk assessment for lone working (where applicable)

· Keep a written record of all incidents or disclosures (signed and dated)

		· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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Role Description: Home Communion Visitor



Under the direction of the clergy or through a home visiting coordinator, the Home Communion Visitor enables participation in the sacrament for those who otherwise may be unable to participate in this significant element of their faith.



Duties/Responsibilities

· Visiting as directed by Incumbent or Coordinator

· To deliver the sacrament

· To pray with those they are visiting

· To maintain a connection between the person and the body of the Church



Responsible to (named contact for support and resolution of any difficulties):

[The Incumbent]/[Coordinator].



Checks Required Prior to Appointment

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around vulnerable adults.

· The role is not eligible for an Enhanced DBS check (unless authorised to handle the person’s money), but the PCC may request Home Communion Visitors to undertake a Basic DBS check.



Safeguarding Responsibilities

In co-operation with the Incumbent, a Coordinator and the Parish Safeguarding Representative, to:

· ensure that adequate training has been undertaken and an induction period has been completed to ensure the safety of both the visitor and the person being visited

· ensure that risk assessments are carried out before visiting for the first time

· ensure that safe working practices are in place and followed at all times

· be aware of and observant for any signs of abuse, harm or neglect when visiting

· share all concerns, however minor, regarding the well-being of the individual (be it physical, mental, emotional or spiritual) with the Coordinator, Incumbent or Parish Safeguarding Representative to reduce the risk of harm to them.








Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· Adult Care Services (where you have serious concerns and you are unable to contact the Diocesan Safeguarding Team)

· the Police (where there is an immediate risk of harm to a person)

· Visit in pairs where possible and where agreeable with the person being visited

· Carry out a personal risk assessment for lone working if visiting alone and let someone know where you are going and when

· Take a mobile phone

· Keep a record of all visits

· Keep a written record of all incidents or disclosures (signed and dated)

		· Visit unannounced; make arrangements with the individual or through their family prior to visiting

· Enter the home if their manner is such that you suspect they are under the influence of alcohol or they appear angry or upset such that you fear for your own personal safety; offer to call someone to help them or arrange to visit on another day – record and report what you observed

· Allow yourself to be locked in or unable to readily access an exit

· Handle the individual’s money if it is not an approved element of your role

· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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Role Description: Junior Church Helper



Under the direction of the Junior Church Coordinator and the Junior Church Leader they are assisting, the Junior Church Helper has the gift of nurturing the faith of the children and young people in the church.  They engage in active learning with the children to help them discover the joys of the Bible and the Christian faith, and to explore what those Bible truths mean to them in their everyday lives.



Principles 

Anyone working with children in our church makes a commitment to: 

· Treat individuals with respect; recognising their abilities and potential for development (this includes all children and other leaders);

· Promote their rights to make their own decisions and choices, unless it is unsafe; 

· Ensure their welfare and safety; 

· The promotion of social justice, social responsibility and respect for others.  



Duties/Responsibilities

· Working with children in a way that meets and develops their personal, spiritual and social needs, exercising active pastoral concern;

· Praying regularly for the children and leaders in the group;

· Developing a good working relationship with parents and carers;

· Giving advanced notice of your availability to the Junior Church Coordinator;

· Completing required training and being prepared to keep abreast of latest practice and resources;

· Setting up the venue, and clearing up afterwards.



Responsible to (named contact for support and resolution of any difficulties):

[Junior Church Coordinator] and the Junior Church Leaders and through them to the PCC.



Checks Required Prior to Appointment

· Teaching children is a Regulated Activity (as is accompanying a child to the toilet which may be necessary according to age), therefore a Junior Church Helper engaging in such activities must have an Enhanced DBS check with a check of the Barred List against the Child workforce.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children.



Safeguarding Responsibilities

In co-operation with the Junior Church Coordinator, Junior Church Leaders and the Parish Safeguarding Representative, to:

· Attend Diocesan Safeguarding training

· Implement healthy and safe working practices

· Listen to other workers and volunteers

· Listen to children and observe their behaviour

· Respect children as individuals

· Protect yourselves

· Tell the Junior Church Coordinator, Parish Safeguarding Rep or clergy of any safeguarding concerns, however minor

· Read and implement PCC agreed policies on Safeguarding and Health and Safety

· Know how to respond to, report and record any concerns they may have about a child



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· Social Services (where you have serious concerns and you are unable to contact the Diocesan Safeguarding Team)

· the Police (where there is an immediate risk of harm to a person)

· Keep a written record of all incidents or disclosures (signed and dated)

· Share concerns or observations as other team members may also have relevant information

· Promote a culture of trust and openness with children – the church should be a place of safety and security for children and young people

· Tell parents/guardians if an accident or incident has occurred during an activity and ensure it is recorded

		· Allow yourself to be in a room with a child or young person without another adult present (or in line of sight to your interaction)

· Engage in physical contact with a child without asking their permission first (i.e. “Shall I lift you up?”) or without telling them what you’re going to do (i.e. “I’m just going to turn you round so you can see better” or “I’m just going to put a plaster on your knee”)

· Spurn physical contact with a distressed child if they come to you for comfort – just be mindful of where you are placing your hands, make sure someone else is aware of the interaction, and be sure to tell the parents/guardians (if indeed you do not take the child to them for further comforting anyway)

· Convey a child in a vehicle without another adult present

· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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Role Description: Junior Church Leader



Under the direction of the Junior Church Coordinator the Junior Church Leader has the gift of nurturing the faith of the children and young people in the church.  They plan and engage in active learning with the children to help them discover the joys of the Bible and the Christian faith, and to explore what those Bible truths mean to them in their everyday lives.



Principles 

Anyone working with children in our church makes a commitment to: 

· Treat individuals with respect; recognising their abilities and potential for development (this includes all children and other leaders);

· Promote their rights to make their own decisions and choices, unless it is unsafe; 

· Ensure their welfare and safety; 

· The promotion of social justice, social responsibility and respect for others.  



Duties/Responsibilities

· Working with children in a way that meets and develops their personal, spiritual and social needs, exercising active pastoral concern;

· Praying regularly for the children and leaders in the group;

· Developing a good working relationship with parents and carers;

· Giving advanced notice of your availability to the Junior Church Coordinator;

· Attending preparation meetings to plan the term’s programme;

· Completing required training and being prepared to keep abreast of latest practice and resources;

· Preparing your activities and organising appropriate materials to a good standard;

· Setting up the venue, and clearing up afterwards;

· Conduct a session relevant to the age and ability of the children in the group using active learning styles;

· Keep a register, maintain contact details for the children and obtain any consent forms required;

· Using reflective practice to share with the Junior Church Coordinator (and other people in the team) your feedback and reflections on how an activity or session went in order to evaluate and develop yours and their practice.



Responsible to (named contact for support and resolution of any difficulties):

[Junior Church Coordinator] and through them to the PCC.



Checks Required Prior to Appointment

· Teaching children is a Regulated Activity (as is accompanying a child to the toilet which may be necessary according to age), therefore a Junior Church Leader engaging in such activities must have an Enhanced DBS check with a check of the Barred List against the Child workforce.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children.



Safeguarding Responsibilities

In co-operation with the Junior Church Coordinator and the Parish Safeguarding Representative, to:

· Attend Diocesan Safeguarding training

· Implement healthy and safe working practices

· Risk assess all activities

· Listen to other workers and volunteers

· Listen to children and observe their behaviour

· Respect children as individuals

· Protect yourselves

· Induct and support others

· Tell the Junior Church Coordinator, Parish Safeguarding Rep or clergy of any safeguarding concerns, however minor

· Read and implement PCC agreed policies on Safeguarding and Health and Safety

· Know how to respond to, report and record any concerns they may have about a child



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· Social Services (where you have serious concerns and you are unable to contact the Diocesan Safeguarding Team)

· the Police (where there is an immediate risk of harm to a person)

· Keep a written record of all incidents or disclosures (signed and dated)

· Share concerns or observations as other team members may also have relevant information

· Promote a culture of trust and openness with children – the church should be a place of safety and security for children and young people

· Tell parents/guardians if an accident or incident has occurred during an activity and ensure it is recorded

		· Allow yourself to be in a room with a child or young person without another adult present (or in line of sight to your interaction)

· Engage in physical contact with a child without asking their permission first (i.e. “Shall I lift you up?”) or without telling them what you’re going to do (i.e. “I’m just going to turn you round so you can see better” or “I’m just going to put a plaster on your knee”)

· Spurn physical contact with a distressed child if they come to you for comfort – just be mindful of where you are placing your hands, make sure someone else is aware of the interaction, and be sure to tell the parents/guardians (if indeed you do not take the child to them for further comforting anyway)

· Convey a child in a vehicle without another adult present

· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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Role Description: Organist/Director of Music



Music is essential to the mission of the church; to worship God and to make Him known. The Organist/Director of Music will invest in the musical life of the church to see this area of ministry flourish.  They will lead the congregation and choir in music and worship during services and in outreach to the community where music serves as a platform for engaging those not otherwise connected with the spiritual life of the church.  As well as leading and training the choir, they will be responsible for the supervision of any children present or the management of those supervising or teaching children.



Duties/Responsibilities

· Leading the music during worship, and playing appropriate music of own choice before and after services, extemporising as appropriate during services;

· Rehearsing, developing and growing the choir;

· Working flexibly with the relevant people, under the Incumbent’s leadership, in planning the music for Sunday services and at other services, including major festivals;

· Prepare and arrange the music and resources required ahead of any service or performance, furnishing the choir and any other instrumentalists (and technical team displaying words) with the necessary music or words in a timely fashion to allow them to practise and prepare;

· Under the direction of the Incumbent and the PCC and in collaboration with others responsible for music, to develop the musical expressions of worship in the church;

· Working with the Churchwardens and other church members and/or external musicians to organise occasional concerts or recitals;

· Playing the organ and/or leading the choir for weddings and funerals (when available);

· To attend occasional meetings as required by the PCC, including meeting with wedding couples to discuss their musical requirements.



Responsible to (named contacts for support and resolution of any difficulties):

[Incumbent] and [Churchwardens] and through them to the PCC.



Checks Required Prior to Appointment

· Teaching children is a Regulated Activity (as is supervising children or managing those who are supervising children), therefore an Organist/Director of Music must have an Enhanced DBS check with a check of the Barred List against the Child workforce.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children.



Safeguarding Responsibilities

In co-operation with the Incumbent and the Parish Safeguarding Representative, to:

· Attend Diocesan Safeguarding training

· Implement healthy and safe working practices

· Supervise children involved in the choir or playing as part of worship, ensuring their safety and well-being, or manage those who are supervising children, ensuring they are supported in performing their role effectively

· Listen to other officers and volunteers

· Protect yourselves

· Tell the Parish Safeguarding Rep or clergy of any safeguarding concerns, however minor

· Listen to children and observe their behaviour

· Respect children as individuals



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· Social Services (where you have serious concerns and you are unable to contact the Diocesan Safeguarding Team)

· the Police (where there is an immediate risk of harm to a person)

· Keep a written record of all incidents or disclosures (signed and dated)

· Share concerns or observations as other team members may also have relevant information

· Tell parents/guardians if an accident or incident has occurred during an activity and ensure it is recorded

		· Allow yourself to be in a room with a child or young person without another adult present (or in line of sight to your interaction)

· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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Role Description: Pastoral Visitor



Under the direction of the clergy or through a Pastoral Team Leader, the Pastoral Visitor is the caring face of the Church.  Pastoral Visitors serve as the eyes, ears and hands of the Church, delivering care to the vulnerable and those in need of help or support in the congregation and the wider community.  Pastoral Visitors enable a prayerful presence to be available for all who seek or need support when the clergy alone may not be able to serve all those in need.



Duties/Responsibilities

· Visiting as directed by Incumbent or Team Leader

· To listen

· Offer conversation

· Pray and support

· Make and maintain telephone contact with identified people

· Visit in homes, hospital, workplace as directed

· Be aware of vulnerable adult safeguarding issues, assess particular needs and refer them to the appropriate person/agency

· Ensure appropriate confidentiality (where safeguarding protocols allow)

· Offer advice and guidance, and signpost to other support agencies

· Offer support with shopping and paying bills/banking money



Responsible to (named contact for support and resolution of any difficulties):

[The Incumbent]/[Pastoral Team Leader].



Checks Required Prior to Appointment

· Handling money for a vulnerable adult (i.e. shopping for them, paying bills) is Regulated Activity, therefore a Pastoral Visitor engaging in such activities must have an Enhanced DBS check with a check of the Barred List against the Adult workforce.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around vulnerable adults.



Safeguarding Responsibilities

In co-operation with the Incumbent, the Pastoral Team Leader and the Parish Safeguarding Representative, to:

· ensure that the guidelines for activities with adults who may be vulnerable are followed in all pastoral visiting activities

· ensure that adequate training has been undertaken and an induction period has been completed to ensure the safety of both the visitor and the person being visited

· ensure that risk assessments are carried out before visiting for the first time

· ensure that safe working practices are in place and followed at all times

· be aware of and observant for any signs of abuse, harm or neglect when visiting

· share all concerns, however minor, regarding the well-being of the individual (be it physical, mental, emotional or spiritual) with the Pastoral Team Leader, Incumbent or Parish Safeguarding Representative to reduce the risk of harm to them



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· Adult Care Services (where you have serious concerns and you are unable to contact the Diocesan Safeguarding Team)

· the Police (where there is an immediate risk of harm to a person)

· Visit in pairs where possible and where agreeable with the person being visited

· Carry out a personal risk assessment for lone working if visiting alone and let someone know where you are going and when

· Take a mobile phone

· Keep a record of all visits

· Record any money taken, spent or collected in the course of a visit

· Keep a written record of all incidents or disclosures (signed and dated)

		· Visit unannounced; make arrangements with the individual or through their family prior to visiting

· Enter the home if their manner is such that you suspect they are under the influence of alcohol or they appear angry or upset such that you fear for your own personal safety; offer to call someone to help them or arrange to visit on another day – record and report what you observed

· Allow yourself to be locked in or unable to readily access an exit

· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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Role Description: Pastoral Visitor



Under the direction of the clergy or through a Pastoral Team Leader, the Pastoral Visitor is the caring face of the Church.  Pastoral Visitors serve as the eyes, ears and hands of the Church, delivering care to the vulnerable and those in need of help or support in the congregation and the wider community.  Pastoral Visitors enable a prayerful presence to be available for all who seek or need support when the clergy alone may not be able to serve all those in need.



Duties/Responsibilities

· Visiting as directed by Incumbent or Team Leader

· To listen

· Offer conversation

· Pray and support

· Make and maintain telephone contact with identified people

· Visit in homes, hospital, workplace as directed

· Be aware of vulnerable adult safeguarding issues, assess particular needs and refer them to the appropriate person/agency

· Ensure appropriate confidentiality (where safeguarding protocols allow)

· Offer advice and guidance, and signpost to other support agencies



Responsible to (named contact for support and resolution of any difficulties):

[The Incumbent]/[Pastoral Team Leader].



Checks Required Prior to Appointment

· Offering advice and guidance to adults in receipt of health or personal care due to age, illness or disability is activity eligible for an Enhanced DBS check with the Adult workforce when it is carried out regularly (at least once a week) or intensively (4 or more times in a 30-day period or overnight between the hours of 2am and 6am).  The role is not eligible for a DBS check if it is not performed regularly or intensively and they are not undertaking Regulated Activity.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around vulnerable adults.



Safeguarding Responsibilities

In co-operation with the Incumbent, the Pastoral Team Leader and the Parish Safeguarding Representative, to:

· ensure that the guidelines for activities with adults who may be vulnerable are followed in all pastoral visiting activities

· ensure that adequate training has been undertaken and an induction period has been completed to ensure the safety of both the visitor and the person being visited

· ensure that risk assessments are carried out before visiting for the first time

· ensure that safe working practices are in place and followed at all times

· be aware of and observant for any signs of abuse, harm or neglect when visiting

· share all concerns, however minor, regarding the well-being of the individual (be it physical, mental, emotional or spiritual) with the Pastoral Team Leader, Incumbent or Parish Safeguarding Representative to reduce the risk of harm to them



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· Adult Care Services (where you have serious concerns and you are unable to contact the Diocesan Safeguarding Team)

· the Police (where there is an immediate risk of harm to a person)

· Visit in pairs where possible and where agreeable with the person being visited

· Carry out a personal risk assessment for lone working if visiting alone and let someone know where you are going and when

· Take a mobile phone

· Keep a record of all visits

· Keep a written record of all incidents or disclosures (signed and dated)

		· Visit unannounced; make arrangements with the individual or through their family prior to visiting

· Enter the home if their manner is such that you suspect they are under the influence of alcohol or they appear angry or upset such that you fear for your own personal safety; offer to call someone to help them or arrange to visit on another day – record and report what you observed

· Allow yourself to be locked in or unable to readily access an exit

· Handle the individual’s money if it is not an approved element of your role

· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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Role Description: PCC Member



The Parochial Church Council is a corporate body established by law.  It is a charity, whether or not it is required to register with the Charity Commission.  Its lay and ordained members, some of whom are elected and some of whom serve ex officio, are charitable trustees and jointly accountable for the Council’s decisions. 



Central to the PCC’s statutory role is co-operation with the minister in promoting in the parish the whole mission of the church:  pastoral, evangelistic, social, and ecumenical.  The Council is responsible for the financial affairs of the church, for the maintenance and insurance of the church building, for health and safety in church and churchyard, and for the safeguarding of children and vulnerable adults.  It is the duty of the minister and PCC to consult together on matters of general concern and importance to the parish.  PCCs function most effectively when working together as a team, and all members of the PCC have the right to be kept aware of relevant issues in church life and to participate fully in all decisions made in the Council’s name.



Duties/Responsibilities

· Elect a Vice-Chair, Secretary, and Treasurer and appoint a Standing Committee

· Ensure that appropriate arrangements are in place for public worship and provide  opportunities for people of all ages to meet for prayer and worship

· Develop, and maintain, a Mission Action Plan (MAP), review the life of the church and identify mission opportunities

· Support their clergy, prayerfully and personally

· Maintain, and where appropriate develop, the church building, churchyard, and other property for which the PCC is responsible 

· Take the lead in demonstrating pastoral care to all who live in the community, whether members of the church or not

· Serve as the trustee body of a charity and take corporate responsibility for managing the church’s finances, ensuring that all funds are properly accounted for, the books properly maintained, and the PCC annual accounts inspected or audited and formally approved by the PCC, prior to the APCM

· Meet at least four times a year as required by law.



Chair (named contact for support and resolution of any difficulties):

The Incumbent/Priest-in-Charge or in his or her absence, the elected lay Vice Chair.













Checks Required Prior to Appointment

· As a Trustee of a charity supporting work with children and vulnerable adults, a PCC member is eligible for an Enhanced DBS check with the Child and Adult workforces. (see note 1 below).

· PCC members must have signed the personal declaration that they are not disqualified from standing for this office due to being included on a Barred List (within the meaning of the Safeguarding Vulnerable Groups Act 2006) or having been convicted of an offence mentioned in Schedule 1 to the Children and Young Persons Act 1933.



Safeguarding Responsibilities

The Incumbent and PCC have a duty of care to ensure the well-being of the vulnerable in the church community. They should

· adopt and implement the House of Bishops’ policies on Safeguarding and a Parish Policy and Procedures on safeguarding children and adults who may be vulnerable. Multi-parish benefices may adopt one Policy and Procedure for the Benefice. (Legal responsibility continues to rest with PCC of the individual parish).

· appoint a Parish Safeguarding Representative (the ‘designated person’ with special responsibility for safeguarding children and adults), to work with the incumbent and the PCC to implement policy and procedures. In multi-parish benefices a Safeguarding Rep may act for more than one parish. 

· ensure that the Parish Safeguarding Rep and anyone having regular contact with children or vulnerable adults is appointed according to Safer Recruitment guidelines, is trained and supported, and provided with a copy of the Parish Safeguarding Policy and codes of practice for church workers/volunteers. 

· deal promptly with allegations or suspicions of abuse in accordance with the Disclosures and Allegations policy in consultation with the Diocesan Safeguarding Team. 

· display the Diocesan and Parish Safeguarding Policy and Procedures, and the contact details of the Parish Safeguarding Rep on church premises and  on the church website, with a link to this material on the website’s front page.

· ensure that known offenders or others who may pose a risk to children, young people and vulnerable adults are effectively managed and monitored in consultation with the Diocesan Safeguarding Team. 

· ensure that information about all safeguarding matters is securely stored during a vacancy before being passed on to the new incumbent. The departing incumbent should give the information to the Parish Safeguarding Rep who will inform the new incumbent when he or she takes up the post.

· ensure that there is appropriate insurance cover for all activities involving children or vulnerable adults undertaken in the name of the parish.

· review the implementation of the safeguarding children and adults policy, procedures and good practice, at least annually.





Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· In accordance with policy and guidance, report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· the Police (where there is an immediate risk of harm to a person)

           whichever is appropriate to the 

           circumstances.

· Carry out a personal risk assessment for lone working

· Keep a written record of all incidents or disclosures (signed and dated)

		· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared









Note 1: The Diocese of Newcastle takes the position that all churches either currently do or potentially could sponsor services aimed at children and/or vulnerable adults, whether such children or adults are regularly in attendance or not, and therefore consider that all trustees of the PCC (i.e. full PCC members) are eligible for a DBS check. 



[bookmark: _GoBack]The current guidance [2016] does not state that every eligible person must apply (this is different from qualifying roles for people working directly with children or vulnerable adults; they have to apply). There is however a minimum  expectation that the PCC will identify a reasonable number of its members to be checked given the nature of the activities it undertakes and, as a minimum that ought to include the churchwardens and the person on the PCC with the lead responsibility for safeguarding.



The Charity Commission recommends that trustees always obtain a criminal record check when eligible to do so as it an important tool in ensuring that the person is suitable to act as a trustee. It is also likely that at some point in the future, the Church of England will require DBS checks for all PCC members. In the light of this, the Diocese of Newcastle recommends that PCCs should be moving towards DBS checks for all PCC members (both existing and newly elected members). 
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Role Description:

Parish Safeguarding Officer



Parish Safeguarding Officers are at the forefront of safeguarding in the Diocese of Newcastle, working hand-in-hand with their clergy, the PCC and the Diocesan Safeguarding Team to make our churches safer and welcoming to all.

There are three main parts to the role which are advocacy, handling the reporting of concerns, and localising safeguarding policy and practice.



Duties/Responsibilities

· To be familiar with the safeguarding policy and procedures of the Diocese of Newcastle.

· To support the PCC and clergy with reviewing the Parish safeguarding policies and procedures and ensuring their implementation.

· To be familiar with safeguarding procedures and to know how to raise a safeguarding alert for a child or vulnerable adult with the relevant authority.

· To communicate to the Diocesan Safeguarding Team any safeguarding concern related to any minister, PCC member, volunteer or paid worker.

· To alert the Diocesan Safeguarding Team to the presence of any individual in the congregation who has a relevant conviction or there is reason to believe that they may present a risk to vulnerable adults or children if this is made known to any Church officer.

· To communicate with the Diocesan Safeguarding Team where any advice or support is required regarding any safeguarding issue in the congregation.

· To be available for any child or adult to speak to regarding any concerns about a child or vulnerable adult. Including making themselves known to all in the Church and having their contact details and picture displayed within Church premises.

· To attend required training as provided by the Diocese of Newcastle.

· To communicate to the PCC and relevant volunteers and staff information regarding required safeguarding training, and to maintain records of training completed and due for renewal.

· To be involved in the Safer Recruitment process and ensure that current Church of England Safer Recruitment policy and guidance is followed.

· To ensure appropriate steps are taken to satisfy insurers including recording names of all volunteers appointed to work with children, young people and vulnerable adults in the PCC minutes.

· To work with the clergy and the Diocesan Safeguarding Team to ensure support is provided for anyone involved with safeguarding issues in the parish as necessary.

· To ensure safe storage of all data and records related to safeguarding.



Parish Safeguarding Officers often choose to fulfil the parallel role of DBS Verifier (evidence checker) for their parish, but this role can be fulfilled by another person or supported by additional volunteers, as approved by the PCC.



Responsible to (named contact for support and resolution of any difficulties):

[The Incumbent] and through them to the PCC.



Checks Required Prior to Appointment

· If the Parish Safeguarding Officer is also a PCC member, as a Trustee of a charity supporting work with children and vulnerable adults, they must have an Enhanced DBS check with the Child and Adult workforces.  If not on the PCC, they are not eligible for an Enhanced DBS check and should work under the supervision of a nominated, DBS-checked PCC member who holds Safeguarding management responsibility.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children or vulnerable adults.



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Incumbent

· the Diocesan Safeguarding Team

· the Statutory Agencies (when unable to contact the Diocesan Safeguarding Team regarding serious concerns)

· the Police (where there is an immediate risk of harm to a person)

· Carry out a personal risk assessment for lone working

· Keep a written record of all incidents or disclosures (signed and dated)

		· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared

· Try to work in isolation; your clergy and the Diocesan Safeguarding Team are there to support you in handling any concerns
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Role Description: Server



Serving at the altar is a privilege and forms part of an act of worship in which all can take part.  Under the general direction of the clergy, the Server undertakes the overall preparation of liturgical celebrations, ensuring all books, elements and other components required to celebrate the Eucharist or fulfil the worship liturgy are in place/in order.  Servers usually form part of a team that serve at the altar, that can be made up of roles including Head Server (or MC), a Crucifer (carrying the Cross), general Servers, Acolytes/Taperers (carrying the candles), a Thurifer (swinging the Thurible, the metal ball containing burning incense), a Boat Boy/Girl (a junior server carrying the ‘boat’ of incense to burn in the Thurible), and other Assistant/Junior Servers learning the pattern of a Server.



Duties/Responsibilities

· Ensuring the smooth conduct of liturgy and worship, including the Eucharist

· To arrive in good time before a service such that they can be vested and the altar be prepared at least 5 minutes before the service is due to start

· Perform the actions required at the altar by the liturgy or by request from the clergy (e.g. lighting/extinguishing candles, reading, leading prayer, ringing of bells, receiving the offertory, etc.)

· Undertake the training and supervision of any Assistant/Junior Servers present



Responsible to (named contact for support and resolution of any difficulties):

[Head Server]/[The Incumbent].



Checks Required Prior to Appointment

· If responsible for the supervision of Junior Servers (under 18 years old), Servers must have an Enhanced DBS check with the Child workforce.  If this is regular (weekly) or would involve assisting a child with vesting/robing then this is Regulated Activity that also requires a check of the Barred List.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children or vulnerable adults.



Safeguarding Responsibilities

In co-operation with the incumbent and the Parish Safeguarding Representative, to:

· Implement safe working practices as laid down in Diocesan or Parish guidance

· Risk assess all activities

· Listen to other volunteers

· Protect yourself when working with children or vulnerable adults

· Tell the Parish Safeguarding Representative or the Incumbent of any safeguarding concerns, however minor



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· the Police (where there is an immediate risk of harm to a person)

· Keep a written record of all incidents or disclosures (signed and dated)

		· Operate alone in a room with a child/young person, particularly when vesting/robing; try to have another adult present or keep a door open so you are in line of sight with another adult

· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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Tower Stewardship Committee



XX name of church,              xx name of Parish



Role Description for 

Tower Captain/Bell Ringing Leader





The role description outlined below is divide into two sections, the first covering the practical requirements of the role and the second the associated safeguarding responsibilities.



Practical Requirements



The post holder, known as Tower Captain, Ringing Master or Tower leader, should be a competent bell ringer and will fulfil the following general requirements:



· Be first point of contact with incumbent, PCC and parish office

· Take responsibility for arrangements for the bells to be rung for services and for other occasions as required

· Maintain a team of ringers, including arrangements for training of new recruits and advancement of skills

· Ensure that activities in the tower are carried out safely including any day to day maintenance

· Assist any persons appointed by the PCC to carry out risk assessments pertaining to the bell ringing sections of the church including tower and bell installation.



Parts of the above duties may be delegated to an agreed role including, where appropriate, tower secretary - correspondence, steeple keeper – maintenance, trainer or assistant – training of recruits.  

The tower leader will ensure that activities in the tower are carried out in accordance with the Parish Safeguarding Policy as set out below.







Parish safeguarding principles



We take the safety of everyone within the church very seriously and expect everyone to work in accordance with the Diocesan Safeguarding Policy.  A copy of the Safeguarding Policy should accompany this Role Description.



This Role Description is binding in honour only, and is does not create a legally binding contract between us.  It may be cancelled at any time at the discretion of either party.  No employment relationship to be created either now or in the future.



Volunteers working with children and/or adults at risk must have a commitment to:



Treat individuals with respect;

Recognise and respect their abilities and potential for development;

Promote their rights to make their own decisions and choices, unless it is unsafe;

Ensure their welfare and safety;

The promotion of social justice, social responsibility and respect for others; and

Confidentiality, never passing on personal information (except to the person to whom you are responsible) unless there are safeguarding issues of concern.



Safeguarding issues of concern (e.g. an allegation of abuse) must always be reported to the Parish Safeguarding Officer or the Diocesan Safeguarding Adviser.





Responsibilities of this role



To provide a safe environment for the teaching and management of bell ringing for children

To ensure that health and safety requirements for the activity are strictly observed due to the physical nature of bell ringing and in accordance with Safety Statement to the PCC.

To supervise any adults who are assisting with the training and activity of children in the tower

To ensure that safeguarding policies of the Parish are adhered to and that guidelines issued by the Central Council of Church Bell Ringers via the Dioceses are followed

To create a welcoming and sympathetic environment for the activities of children

To liaise with parents or guardians of children regarding expectations of the activity

To ensure that there are no medical or physical limitations of any child which could represent a risk 

To act as the first contact for any concerns whether voiced by children or parent/guardian



To work in accordance with the Diocesan Safeguarding Policy and to report any areas of concern (see ‘what to do if…’ on website)



Accountability



When carrying out the above responsibilities you will be accountable to:



Name of incumbent

Parish safeguarding team

…and through them to the PCC. 









Responsibilities of the church



As a valued volunteer, you can expect the church:



To provide a supportive, inclusive and positive environment that helps you to enjoy this role

To treat you with respect and courtesy

To provide you with appropriate Safeguarding training



Person specification



To have practical experience in the teaching and management of bell ringing

To have experience of working with children and young people

To understand the needs of children in a predominantly adult environment

To be willing to develop skills and to engage with training as appropriate

To keep up to date with matters relating to this role



DBS Check



As a volunteer working with children this role requires an Enhanced DBS check with barred list information.



This DBS check needs to be renewed every five years.
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Role Description: Verger



Vergers are laypersons who serve the church in a ministry of service and welcome. Often the visitor will see the verger in a simple cassock moving about the church preparing for worship. The verger is able to respond to any enquiry concerning the upcoming service, church facilities or current program offerings.  The verger's logistical and behind-the-scenes support allows the clergy more time for pastoral and sacramental responsibilities.

At a practical level vergers will often bear the immediate responsibility for the care and security of the building and the presence of the verger often allows the building to remain open outside service times as a place of prayer and of Christian witness to the local or wider community.  Vergers offer particular support for weddings and funerals.



Duties/Responsibilities

· Welcoming the congregation and assisting in preparing the church for the service (or wedding or funeral)

· Opening up, tidying and securing the church building

· Managing keys for access to the church building

· Leading processions

· Care of linen and altar cloths, including changing altar frontals according to liturgical calendar

· Monitoring and replenishing items such as candles, wine and wafers/bread



Responsible to (named contact for support and resolution of any difficulties):

[Churchwardens].



Checks Required Prior to Appointment

· Vergers are not typically eligible for a DBS check.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children or vulnerable adults.



Safeguarding Responsibilities

In co-operation with the incumbent and the Parish Safeguarding Representative, to:

· Implement safe working practices as laid down in Diocesan or Parish guidance

· Risk assess all activities

· Listen to other volunteers

· Protect yourself when working with children or vulnerable adults

· Tell the Parish Safeguarding Representative or the Incumbent of any safeguarding concerns, however minor



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· the Police (where there is an immediate risk of harm to a person)

· Carry out a personal risk assessment for lone working

· Keep a written record of all incidents or disclosures (signed and dated)

		· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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[bookmark: _GoBack]Role Description and  Short Guide for PCC secretary

The PCC Secretary is the point of contact for the congregation to the PCC.  Their work is governed by the Church Representation Rules, particularly the sections on Parochial Church Meeting and Councils.  This document sets out some of the key tasks of the PCC Secretary.   

PCC Meetings 

The PCC must meet at least four times per year and can take binding decisions if it is quorate, which means that a third of its current members are present.  Decisions are made by a simple majority with the Chair having the casting vote in the event of a tie.  The PCC secretary prepares the agenda for meetings, with the minister and standing committee, and should circulate it to members at least seven days before the meeting, ideally with any reports or documents that are to be discussed.  The agenda can easily become filled with business matters so, at the end of each meeting, a note is made of the items discussed that were of direct relevance to the mission of the church.   There are some standing items that should be discussed at every meeting (e.g. safeguarding) and other items that can go onto the agenda as and when necessary.

You need to attend the meetings and take accurate notes (including attendance), so you can prepare minutes and distribute them afterwards. The minutes should be a brief summary but should include accurate and clear wording for decisions, resolutions and action points.   All resolutions passed by the PCC should be recorded with the names of the proposer, seconder and voting figures. If action is to be taken, please make it clear who is responsible. 

When the draft minutes are ready, check them with the chair before they are circulated to other members. The minutes do not become an official record until they have been approved at the next meeting.  It is important to maintain a complete set of minutes with accompanying papers. 

The Annual Parish Meeting (formerly the Annual Vestry Meeting) and the Annual Parochial Church Meeting (APCM)

These meetings should take place by 30th April each year.  The date should be set by the PCC and the financial accounts for the calendar year approved at the final PCC meeting.  The agenda should be set with the Minister.  A notice announcing the meetings (available from the Diocesan website) should be pinned to the principal door of each church at least two Sundays before the meetings. An annual report is produced for these meetings: the vicar would appreciate help with collecting in the reports and preparing the document.

Anyone in the parish can be present at the Annual Parish Meeting, which elects the wardens.  The second meeting is limited to people who are on the electoral roll and should elect representatives to the Deanery Synod and the PCC, sidespersons and an auditor or independent examiner. It also considers reports from a range of officers/groups within the church and notes the audited accounts and financial statements.

After the meeting the Diocesan Secretary will contact you to ask for copies of the accounts, the annual report and possibly other documents.

The first PCC meeting after the APCM 

The first PCC meeting may take place immediately after the APCM or at a later date.  This meeting should elect the PCC secretary, the treasurer, a vicechair, electoral roll officer and safeguarding representative.   The Diocesan Secretary will ask for details of churchwardens, the PCC secretary and the treasurer. 

Correspondence

 As secretary you will find that much of the correspondence for the PCC and (particularly if you do not have a church administrator) for the church as a whole will come to you. It is up to you to either pass it on to the relevant person or to present it at the next PCC or other appropriate meeting. The task of responding may well also fall to you. 

Some requests are made on a regular (often annual) basis, for example the collection of attendance data via the Statistics for Mission form, issued every autumn.

Importantly, during a vacancy or impending vacancy the PCC Secretary is the point of contact for the Patrons, Registry and the Bishop’s Office and undertakes much of the legally required correspondence on behalf of the PCC.   The appointment process has a strict timetable of notices to be displayed and forms to be completed and may require extraordinary meetings of the PCC.   The staff in Church House will guide you through this process. 

Records 

Unless there is a church office in which you can store minute books and papers you may need to keep these things at home. However, this should not mean taking over your house.   All records other than current minutes and accounting records in the custody of the PCC secretary and treasurer should be kept in the church safe. 

Other Tasks 

You may additionally find that you are asked to do some of the following: 

• Contact the diocese for information and advice on a variety of issues. 

• In the absence of an Electoral Roll Officer, you may need to keep the electoral roll up to date and report any changes to the PCC.  Every six years a completely new electoral roll is prepared. This process is next due in 2025.

• You may be asked to serve as secretary to other committees connected with the life of the church, for example by attending meetings and compiling minutes. 

Thank you once again for your commitment.
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Role Description:  DBS Verifier



DBS Verifiers work closely with the Parish Safeguarding Representative and the PCC to enable the DBS checking of volunteers and workers as part of the Safer Recruitment process.  The role is assumed by the Parish Safeguarding Representative in many parishes, but it can be undertaken by any individual approved by the PCC, and there are many advantages to recruiting a team of DBS Verifiers for the benefice or mission community.

DBS Verifiers need access to the Internet and should have basic computer literacy (i.e. the ability to fill in online forms and send emails with attachments).



Duties/Responsibilities

· To be involved in the Safer Recruitment process and ensure that current Church of England Safer Recruitment policy and guidance is followed.

· To complete required training as provided by the Diocese of Newcastle.

· Keep up to date with the latest Safer Recruitment guidance from the Diocesan Safeguarding Team and hold the latest versions of all related forms.

· To initiate DBS checks with eligible individuals as directed by the PCC or Parish Safeguarding Representative.

· Ensure that all individuals are given the opportunity to self-disclose prior to a DBS check using a Confidential Declaration form.

· Support applicants in their completion of the online application process.

· Perform the identity check for DBS applicants.

· Complete the Disclosure Cover Sheet and send it to the relevant Archdeacon’s PA for processing.

· Complete the Parish Information Log for each applicant and pass it securely to the Parish Safeguarding Rep for their records.

· To maintain confidentiality regarding all personal details and any disclosure information received.

· Co-operate with the Parish Safeguarding Rep and the Diocesan Safeguarding Team if a non-clear disclosure is received.

· To ensure safe storage of all data and records related to safeguarding.

· To communicate to the Diocesan Safeguarding Team any safeguarding concern related to any minister, PCC member, volunteer or paid worker.



Responsible to (named contact for support and resolution of any difficulties):

[The Parish Safeguarding Rep] and through them to the Incumbent and the PCC.



Checks Required Prior to Appointment

· The role of DBS Verifier is not eligible for a DBS check.  If they are engaged in other activities involving working with children or vulnerable adults, they should be checked in that other role.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children or vulnerable adults.



Safeguarding Responsibilities

In co-operation with the Incumbent, the PCC and the Parish Safeguarding Representative, to:

· Implement safe and healthy working practices

· Protect yourself if working alone (i.e. when carrying out identity checks)

· Listen to other workers and volunteers

· Tell the Parish Safeguarding Rep or clergy of any safeguarding concerns, however minor

· Attend Diocesan Safeguarding training at the appropriate level for the role

· Induct and train others



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Incumbent

· the Diocesan Safeguarding Team

· the Statutory Agencies (when unable to contact the Diocesan Safeguarding Team regarding serious concerns)

· the Police (where there is an immediate risk of harm to a person)

· Carry out a personal risk assessment for lone working

· Keep a written record of all incidents or disclosures (signed and dated)

		· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared

· Try to work in isolation; the Parish Safeguarding Rep, your clergy and the Diocesan Safeguarding Team are there to support you in handling any concerns
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Role Description: Bell Ringing Teacher



Under the direction of the Tower Captain, the Bell Ringing Teacher/Trainer has the gift of sharing the joys and skills of bell ringing with others including children, young people and vulnerable adults in the bell tower.  As well as training them, they will be responsible under the supervision of the Tower Captain for the well-being of any children/vulnerable adults being taught in the tower. This document is intended to apply to those teaching bell handling, but its principles are more generally applicable, for example to teaching method ringing. 



Duties/Responsibilities



· Preparing and agreeing the teaching programme with the Tower Captain;

· Completing required training and being prepared to keep abreast of latest practice and resources;

· Preparing your activities and organising resources;

· Develop good working relationships with all learners including the parents/guardians of any children and young people being taught;

· Ensure that parents/guardians know they should attend the initial training sessions to observe what occurs, and that they may be present at any or all sessions;

· Ensure that parents/guardians are fully aware of all events and know what physical contact is likely to occur and why;

· Developing and encouraging all those who are learning and encouraging their practice;

· Using reflective practice to share with the Tower Captain (and other people in the team) your feedback and reflections on how an activity or session went;

· To work with the team to develop and evaluate yours and their practice.



Responsible to (named contact for support and resolution of any difficulties):

[Tower Captain] and through them to the PCC.



Checks Required Prior to Appointment

· Teaching children is a Regulated Activity (as is accompanying a child to the toilet which may be necessary according to age), therefore a Bell Ringing Teacher engaging in such activities must have an Enhanced DBS check with a check of the Barred List against the Child workforce.

· At least two references must have been received indicating that they have no concerns regarding the applicant’s conduct around children.



Safeguarding Responsibilities

In co-operation with the Tower Captain and the Parish Safeguarding Representative, to:

· Complete Safeguarding learning to Foundation Level

· Implement healthy and safe working practices

· Risk assess all activities

· Listen to other workers and volunteers

· Protect yourselves

· Tell the Tower Captain, Parish Safeguarding Officer or clergy of any safeguarding concerns, however minor, and without delay

· Listen to others, including children and observe their behaviour

· Respect everyone including children as individuals

· Induct and support others



Safeguarding ‘Dos & Don’ts’

Protecting others and protecting yourself



		Do

		Don’t



		· Report all concerns about the safety or well-being of an individual to:-

· the Parish Safeguarding Representative

· the Diocesan Safeguarding Team

· Social Services (where you have serious concerns and you are unable to contact the Diocesan Safeguarding Team)

· the Police (where there is an immediate risk of harm to a person)

· Keep a written record of all incidents or disclosures (signed and dated)

· Share concerns or observations as other team members may also have relevant information

· Tell parents/guardians if an accident or incident has occurred during an activity and ensure it is recorded

		· [bookmark: _GoBack]Allow yourself to be in a room/the tower with a child or young person without another adult present (or in line of sight to your interaction)

· Engage in physical contact with anyone including a child without asking their permission first (i.e. “Shall I lift you up?”) or without telling them what you’re going to do (i.e. “I’m just going to place my hand on yours to help you with the timing.”)

· Offer confidentiality when you have a duty to report all concerns for safety

· Investigate disclosures; simply get clarification of details and report the information shared
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