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ENSURING SUSTAINABILITY 
 
Foreword 

 

 

This resource is designed to provide a ‘best practices’ risk management package for parishes, 

with particular focus on smaller parishes and congregations. 

 

It consists of an easily understood commentary as well as appropriate templates in a church-

friendly format that does not require extensive resources or expertise to implement. 

 

Like all resources, not every item will be applicable to every situation. Each parish will need to 

make its own decisions about what is most useful for its circumstances. 

 

This resource package is made available to you at no charge. We hope that you will find it 

useful to your own special ministry and mission. 
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A Message from the Author  
 

Risk management is not a subject that appears regularly on the list of subjects taught at 
seminary. As a parish priest I must confess that it was not high on my priority list. 
 
It was not until I became the Ninth Bishop of Keewatin and was faced with a number of historic 
lawsuits that I became aware of the intricacies of the legal system and the technicalities of the 
insurance world. I also learned the importance of doing everything possible to avoid getting 
into the situation in the first place! 
 
I well remember the stress-filled days and sleepless nights that marked my first years as the 
new Bishop of Keewatin. I also remember how I longed for a resource such as Ensuring 
Sustainability. It is my profound hope and dream that my work on this project will help relieve 
some of that stress and provide more restful nights for new bishops and their dioceses now 
entering the arena that I have left. 
 
It would be far too presumptuous (and dishonest) to claim all the credit for myself for this work.  
I was deeply blessed by sage counsel from the legal community, technical expertise from the 
insurance community, practical advice from the church community on the ground and 
especially by the ongoing support and sound advice from the leadership team at Ecclesiastical 
Insurance. 
 
In preparing the material I enjoyed complete editorial freedom and its shape underwent 
substantial changes from draft to draft. At all times the overriding principle was to provide a 
user-friendly, easily implemented resource for the Church on the ground regardless of whether 
that ground is urban, rural or remote and isolated.  
 
I am delighted to see this project that has occupied so much of my time, energy, and thought 
over the past two plus years finally coming to fruition. I hope you find it useful in some 
measure. 
 
With all best wishes and prayers for God’s blessing on your ministry and witness, I remain,  
 
Yours in Christ,  

 
The Rt. Rev. David N. Ashdown 
Bishop of Keewatin (ret’) 
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Definitions (as used in this resource)  
 

Appointment Letter:  a letter that officially tells a person that they have been appointed to a 
particular job or position. This letter normally includes a job description along with 
remuneration (if any) information and length of term. Appointees are often asked to sign an 
acceptance of appointment and return to the sender 
 

Archives:  a location where documents of a historical nature are stored. All dioceses have a 

diocesan archive, and most have canons or policies governing the archives system 
 

Arms Length:  a relationship in which persons are independent of each other and one does not 
have undue influence over the other 
 
Best Practice:  a method or technique that has generally been accepted as superior to any 
alternatives because it produces the best results or because it has become a standard way of 
doing things 
 

Bullying:  the use of force, threat, or coercion based on a perception of an imbalance of 

physical or social power to abuse, intimidate, or aggressively dominate others 
 

Canada Revenue Agency:  the agency that administers tax laws for the Government of Canada 

and for most provinces and territories and administers various social and economic and benefit 

programs delivered through the tax system 
 

Certificate of Ministry:  a document issued by the Bishop authorizing an individual to provide a 

specific ministry on behalf of the Church 
 

Claims Made:  insurance that provides coverage if the policy was in effect when the injury or 

damage occurred and is still in effect or has been renewed when the claim or lawsuit is filed 
 

Dementia:  a chronic or persistent disorder of the mental processes caused by brain disease or 

injury and marked by memory disorders, personality changes and impaired reasoning 
 

Filing System:  a systematic way of storing documents that allows for easy retrieval of materials 

for future reference  
 

Harassment:  systematic and/or continued unwanted and annoying action or actions of one 

person (or group) against another 
 

Insurance Broker:  a professional who sells, solicits, or negotiates insurance 
 

Insurance Committee:  a committee consisting of two or three knowledgeable persons who 

regularly review the insurance coverage and needs of the parish 
 

Inventory:  a complete list of items such as property, furnishings, and supplies 
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Job Description:  a broad, general, written statement of a specific job for an employee or a 

volunteer, generally including duties, purpose, responsibilities, scope and working conditions 

along with the job’s title and designation of who the job-holder reports to 
 

Liability Insurance:  insurance covering injuries, accidents, or negligence for which a person or 

institution such as the Church is held responsible 
 

Licence:  formal permission issued by the Bishop to an individual to perform a particular 

ministry, or a specific task 
 

Occurrence Coverage:  insurance which protects against covered claims if the policy was in 

effect when the injury or damage occurred 
 

Parish Council:  the local governing body of a parish which usually has more than one 

congregation 
 

Parish Safety Contact (Safety Contact Person):  a designated individual who keeps up to date 

on diocesan sexual abuse policies, ensures the policies are in force in the parish, and acts as the 

‘go to’ person for information re sexual abuse or harassment 
 

Protocol:  an accepted or established method of procedure or behavior in any group, 

organization, or situation 
 

Register:  a book in which important events or services such as baptisms, marriages, 

confirmations and funerals are recorded 
 

Risk Review:  an organized and deliberate examination of current facilities, programs, and 

policies to determine how much exposure there is to danger, harm or loss  
 

Screening:  evaluation or investigation to assess suitability of a person for a particular role or 

purpose 
 

T3010:  a form entitled Registered Charity Information Return which must be filed with the 

Canada Revenue Agency within 6 months of the charity’s fiscal year end providing information 

on the charity’s purpose and program and financial activities 
 

Vestry:  the local governing body of a congregation 
 

Visitor:  an individual who is authorized to visit individuals in their home, hospital, or other 

institution on behalf of the Church 
 

Volunteer:  a person performing services for a non-profit organization (such as a church) 

without compensation except for actual expenses incurred. The term includes a volunteer 

serving as a director, officer, trustee or direct service volunteer 
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Vulnerable Adult:  a person over the age of majority whose ability to protect himself or herself 

from violence, abuse, or neglect is significantly impaired through physical or mental disability or 

illness, through old age or otherwise. 
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Introduction 
 

To effectively proclaim the Gospel and build up the Kingdom of God, the Church has had to 

adapt its life in many different situations over the course of history. Sometimes it has been 

vigorously persecuted by secular powers. At other times, it has been a significant worldly power 

in its own right. 

For many years, the Church, especially the Anglican Church, found itself in a privileged position.  

In Canada, civil authorities, both political and legal, worked together to protect the Church and 

to ensure its future. In today’s secular world, the Church has no special status and is judged on 

the same basis as comparable secular organizations. 

This change in attitude also comes at a time when our society is much more litigious. Individuals 

who feel they have been wronged in some way now resort to the law courts for redress which 

is almost always calculated in monetary terms. The Church, if it is to successfully sustain itself 

and continue its ministry, must seriously address this new reality.  

Leaders of the Church have a dual responsibility. The first is a special duty given to us by God to 

care for, support, and protect the most vulnerable in our world. The Church must be a safe 

inclusive place where all God’s children feel welcome and secure. Most church leaders and 

members are already committed to providing that kind of environment. However, at the same 

time, we must also recognize that there will always be some individuals who, for their own 

ends, choose to prey on those unable to protect themselves. Because we actively seek to care 

for the vulnerable and to encourage them to find safety and acceptance within the Church, it is 

not surprising that such predators are also attracted to the Church which in their mind is a 

ready source of new victims. Therefore, it is critical that we be even more diligent in ensuring 

that these predators do not infiltrate our institution and if they do, that they are dealt with 

immediately. 

The best way to protect the vulnerable and to safeguard ourselves is to provide competent and 

effective administration at all levels of the Church. 

It is common in the Church to place a very high priority on pastoral care and justice advocacy.  

Often it is assumed that these principles must come at the expense of good administration. In 

fact, the opposite is true. Excellence in administration makes for effective use of resources and 

provides a solid base and strong infrastructural support for the activities of the Church. This is 

why (Corinthians 1: 12–24), recognizes administration as one of the critical gifts of the Spirit. 

The Church must become more engaged in developing and implementing protective action to 

ensure its sustainability.  

One of the best ways to understand the importance of this protective action is to consider an 

example from everyday life.  

Today, unlike a century ago, most people either own an automobile or truck or are at least 

familiar with someone who does. These vehicles provide us with all sorts of benefits: allowing 

us to get from one place to another in comfort; travel long distances for work and pleasure; 

haul goods from location to location; provide access to perishable products from far away at 
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reasonable cost. At the same time, the automobile can cause a lot of grief. Every year hundreds 

of people die in vehicle mishaps and thousands more are injured. Vehicle repairs and 

replacement costs are in the millions. As a result, we have a great interest in reducing the 

negative effects of the automobile while still enjoying the positive ones.  Governments make 

laws governing the manufacture and use of vehicles. Operators learn to drive defensively, and 

we buy insurance to provide assistance when we become involved in a worst-case scenario. In 

other words, we actively engage in taking protective action. 

The same is true of our Church life. The government makes laws controlling how institutions are 

to behave. We buy insurance to provide assistance in dealing with worst-case scenarios such as 

loss of property by fire or other forces, loss of resources through crime, and the cost of 

lawsuits. But more importantly, we need to learn to drive defensively by taking steps to avoid 

these ‘worst case scenarios’ in the first place. Failure to take this kind of protective action can 

result in serious financial loss, the waste of valuable time and energy as well as loss of 

reputation.  

Anyone who has had to deal with a criminal accusation or a civil lawsuit can attest to the 

amount of energy and expense expended by being a defendant. The process can take at 

minimum a lot of months and probably years to resolve. In the meantime, ministry suffers as 

well as the reputation of the church or group involved. Alleged criminal activity involving staff, 

volunteers, or members also saps a congregation’s energy, detracts from its witness and service 

and destroys its reputation. No matter how careful any organization is, it cannot prevent every 

possible problem. However, there are some areas which are more prone to causing serious 

difficulties and which it would be wise to address first.  

This resource is designed to assist you and your parish to take protective action by 

strengthening certain aspects of your administration through building on strengths already 

present and providing suggestions to support you in areas that require a bit more work and 

attention. It is intended to assist you as you continue to grow in witness and service as part of 

the Body of Christ in the place God has called you to serve. 

The best way to take advantage of this resource is to complete the Identifying Risk and 

Developing Priorities Questionnaire on page 11 
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Identifying Risk and Developing Priorities Questionnaire 
 

AREA #1:  RECORD KEEPING 

1 Do you have a filing system? 
 

 

Yes 
(0) 

 

No 
(4.0) 

  
 

    

2 Do you have minutes of Annual Meetings for at least 3 years? 
 

 

Yes 
(0) 

 

No 
(0.5) 

  
 

    

3 Do you have minutes of vestry (parish council) for at least 3 years? 
 

 

Yes 
(0) 

 

No 
(0.5) 

       

  
 

    

4 Do you have parish lists for at least 3 years? 
 

 

Yes 
(0) 

 

No 
(0.5) 

  
 

    

5 Do you have copies of donor receipts for at least 5 years? 
 

 

Yes 
(0) 

 

No 
(0.5) 

  
 

    

6 Are your registers (baptism/wedding/funeral) complete and up-to-date? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

7 Do you take part in an organized diocesan archives program? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

8 If Yes to #7, did you forward material to archives within the last 2 years?  
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

9 If No to #7 do you have a safe place to store old records? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

10 Are your records all kept in one central location?  
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

11 Do you have safe off-site storage for electronic backups? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

12 Do you have a resolutions register? 
 

 

Yes 
(0) 

 

No 
(1.0) 

 

RECORD KEEPING  TOTAL 
  AREA #2:  PASTORAL WORK 

13 Are licensed clergy the only ones allowed to do home visits? 
 

 

Yes 
(0) 

 

No 
(1.0) 

 
If answer is YES go to # 17.  If NO answer #14, 15, and 16  

    

14 Are lay home visitors licensed? 
 

 

Yes 
(0) 

 

No 
(1.0) 
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15 Are lay home visitors trained? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

16 Are lay visitors supervised? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

17 Are licensed clergy the only ones allowed to do hospital visits?  
 

 

Yes 
(0) 

 

No 
(1.0) 

 
If answer is YES go to #21. If No answer #18, 19, and 20  

    

18 Are lay hospital visitors licensed? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

19 Are lay hospital visitors trained? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

20 Are lay hospital visitors supervised? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

21 Do home visitors (clergy included) keep records of their visits? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

22 Do hospital visitors (clergy included) keep records of their visits? 
 

 

Yes 
(0) 

 

No 
(1.0) 

 
PASTORAL WORK  TOTAL 

  
AREA #3: INSURANCE 

23 Is your parish part of a diocesan insurance program? 
 

  
Yes 
(0)   

No 
(3.0) 

  
 

    

24 Does your parish carry liability insurance? 
 

  
Yes 
(0)   

No 
(5.0) 

  
 

    

25 Do you have copies of insurance policies going back at least 15 years? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

26 Does your parish leadership meet annually with your insurance broker? 
 

 

Yes 
(0)   

No 
(1.0) 

       

27 Do you keep a complete inventory (with pictures) with copy stored offsite? 
 

 

Yes 
(0)   

No 
(1.0) 

.       

28 Do you do a risk review annually? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

29 Does your parish have an insurance committee? 
 

 

Yes 
(0)   

No 
(1.0) 

       

30 

Does your leadership understand the difference between claims made and 
per occurrence types of liability insurance? 

 

 

Yes 
(0)   

No 
(1.0) 
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31 

Has your parish done a property cost replacement review within the last 5 
years? 

 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

32 Do you keep a record of such things as snow clearance and facility checks? 
 

 

Yes 
(0)   

No 
(1.0) 

 

INSURANCE   TOTAL 
  AREA #4:  FACILITIES 

33 Are your facilities used for Sunday worship and nothing else? 
 

  
Yes 
(0)   

No 
(1.0) 

 
If so go directly to #40  

    

34 Is the use of your facilities restricted to parish groups only? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

35 Do you restrict access to your facilities? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

36 

Do you have & enforce a policy on alcohol use in your facilities and at your 
events? 

 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

37 Do you require non-parish users to carry liability insurance? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

38 Do you comply with all local public health requirements? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

39 Does at least one person have a food handler’s certificate or equivalent? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

40 Do you maintain a facilities check list? 
 

 

Yes 
(0)   

No 
(1.0) 

 

41 Do you do a full review of your facilities at least once a year? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

42 Is your facility checked at least once a week? 
 

 

Yes 
(0)   

No 
(1.0) 

 

FACILITIES  TOTAL 
  AREA #5:  EMPLOYMENT 

43 Does your parish have only volunteers (including clergy)? 
 

 

Yes 
(0)   

No 
(1.0) 

 
If so go directly to # 52  

    

44 Are all clergy functioning in your parish licensed by the diocesan bishop? 
 

  
Yes 
(0)   

No 
(4.0) 

  
 

    

45 Do you have clear detailed written job descriptions for every employee? 
 

  
Yes 
(0)   

No 
(1.0) 
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46 Are all employees properly screened (including police checks)? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

47 Does every employee have a clear letter of appointment or contract? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

48 Are you aware of and adhering to current provincial labour legislation? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

49 Do you adhere to current Canada Revenue Agency regulations? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

 
    

50 Do you have a process for employee complaints? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

51 Do you have a review with each employee at least annually? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

52 Do you have and enforce an anti-sexual abuse and harassment policy? 
 

 

Yes 
(0)   

No 
(1.0) 

 
EMPLOYMENT  TOTAL 

  
AREA #6:  VOLUNTEERS 

53 

Do you provide a Certificate of Ministry or similar recognition of 
volunteers? 

 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

54 Do you have clear written job descriptions for all volunteer positions? 
 

  
Yes 
(0)   

No 
(1.0) 

       

55 Do you have and follow a screening process for all volunteers? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

56 Do you provide every volunteer with a letter of appointment? 
 

 

Yes 
(0)   

No 
(1.0) 

       

57 Do you provide supervision for all volunteers? 
 

 

Yes 
(0) 

 

No 
(1.0) 

       

58 Do you have and enforce an anti-sexual abuse and harassment policy? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

59 Do all volunteers report to vestry on a regular basis? 
 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

60 Are all volunteers provided with appropriate training? 
 

 

Yes 
(0) 

 

No 
(1.0) 
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61 

Are volunteers aware of the limits of their position (what they are not 
allowed to do)? 

 

 

Yes 
(0) 

 

No 
(1.0) 

  
 

    

62 Do you have a process for volunteer complaints? 
 

 

Yes 
(0) 

 

No 
(1.0) 

 

VOLUNTEERS  TOTAL 
 

  

AREA #7:  PARISH LIFE 

63 Does your parish have and enforce an anti-bullying policy? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

64 

Does your parish have and enforce an anti-sexual abuse/harassment 
policy? 

 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

65 

Are all staff and volunteers required to sign a document stating that they 
have read and will adhere to the anti-sexual abuse/harassment policy? 

 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

66 Does your parish have a Safety Contact Person? 
 

 

Yes 
(0)   

No 
(1.0) 

       

67 Do members of your parish know how to report abuse or harassment? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

68 Are two responsible adults always present during children's activities? 
 

 

Yes 
(0)   

No 
(2.0) 

  
 

    

69 

Does your parish have a protocol for ministry to temporarily vulnerable 
adults such as the recently divorced, the grieving, those with life 
threatening diagnoses? 

 

 

Yes 
(0)   

No 
(1.0) 

       

70 Do you keep records of all events involving persons under 18 years of age? 
 

 

Yes 
(0)   

No 
(1.0) 

  
 

    

71 

Do your facilities have info posted stating that bullying and harassment are 
not acceptable and how to make a complaint?  

 

 

Yes 
(0)   

No 
(1.0) 

 

PARISH LIFE  TOTAL 
 

  

 

AREA #8:  WORKING WITH THE ELDERLY 

 
72 

Are there protocols preventing those with dementia from continuing in 
office? 

 

  
Yes 
(0)   

No 
(1.0) 

  

 

    
78 Are your facilities elder-friendly with ramps, speakers, large print, etc.? 

 
  

Yes 
(0)   

No 
(1.0) 

  

 

    
79 Are home visitors trained in recognizing dementia? 

 
  

Yes 
(0)   

No 
(1.0) 
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80 Does your parish have access to resources to assist those with dementia? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

81 

Does your parish consult regularly with local nursing homes regarding 
changing expectations? 

 

  
Yes 
(0) 

 

No 
(1.0) 

  

 

    

82 

Are home visitors trained in recognizing & responding to signs of elder 
abuse? 

 

  
Yes 
(0)   

No 
(1.0) 

  

 

    
83 Do nursing home visitors know how to report suspected mistreatment? 

 
  

Yes 
(0)   

No 
(1.0) 

  
 

    

84 

Do you have protocols for contacting families when signs of dementia 
appear? 

 

  
Yes 
(0)   

No 
(1.0) 

  

 

    
85 Does your parish have a protocol for offers of large gifts or bequests? 

 
  

Yes 
(0)   

No 
(1.0) 

  
 

    

86 Do all in one-to-one contact with the elderly have proper screening? 
 

  
Yes 
(0)   

No 
(1.0) 

 

WORKING WITH THE ELDERLY  TOTAL 
 

  

 

AREA #9:  FINANCIAL MANAGEMENT 

87 Does your parish prepare and submit a T3010 to the CRA annually? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

88 Do you pay all parish bills by cheque with two signatures? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

89 Do you operate on a budget approved by the Annual General Meeting? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

90 

Is the collection always counted by two people and entered into the book 
at the time? 

 

  
Yes 
(0)   

No 
(1.0) 

 
If your parish has a credit card answer #91 &92. Otherwise go to #93  

    

91 

Is the monthly credit card statement included in the financial report to 
vestry? 

 

  
Yes 
(0)   

No 
(1.0) 

       

92 Does your parish have a detailed written policy on use of the credit card? 
 

  
Yes 
(0)   

No 
(1.0) 

  

 

    
93 Does your parish have and adhere to a policy for non-budget expenditures? 

 
  

Yes 
(0)   

No 
(1.0) 

  
 

    

94 Are the books audited (reviewed) annually by a competent 'outsider'? 
 

  
Yes 
(0)   

No 
(1.0) 
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95 Does your parish use online banking? 
 

  
Yes 
(0)   

No 
(1.0) 

 

FINANCIAL MANAGEMENT  TOTAL 
  AREA #10:  PARISH GROUPS 

96 Do all parish groups have a mandate approved by the AGM or vestry? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

97 Do all parish groups report regularly to vestry?  
 

  
Yes 
(0)   

No 
(1.0) 

       

98 Do all parish groups commit to adhere to parish anti- sexual abuse policy? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

99 Are all parish groups named in the parish insurance policy? 
 

 

Yes 
(0)   

No 
(1.0) 

       

100 Are all parish groups required to adhere to parish policy? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

101 Do all fund-raising endeavours receive prior approval from vestry? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

102 Do all parish groups report (including a financial statement) to the AGM? 
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

103 Are all parish group volunteers properly screened?  
 

  
Yes 
(0)   

No 
(1.0) 

  
 

    

104 

Do wardens meet with each parish group annually to discuss 
goals/concerns? 

 

  
Yes 
(0)   

No 
(1.0) 

 

PARISH GROUPS  TOTAL 
   

Transfer totals from the preceding areas. The highest total becomes Priority 1, next highest total becomes 

Priority 2 and so forth 
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SCORING 

 

Area Total Priority 

 

Record Keeping [      ] [      ] 

Pastoral Work [      ] [      ] 

Insurance [      ] [      ] 

Facilities [      ] [      ] 

Employment [      ] [      ] 

Volunteers [      ] [      ] 

Parish Life [      ] [      ] 

Working with the Elderly [      ] [      ] 

Financial Management [      ] [      ] 

Parish Groups [      ] [      ] 
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MODULE #1:  The Importance of Efficient Record-keeping 
 

Claims against the Church, especially those involving abuse, are often not initiated until years 

after the alleged abuse occurred. Memories are not reliable. Those who were actively involved 

in the administration of the Church at the time are often not available. Often, in small parishes, 

records are kept at the home of individuals and may have been lost or misplaced. This puts the 

Church at a distinct disadvantage not only in defending itself, but even more importantly, in 

establishing what the truth is. Accurate, well-organized records are frequently the most 

effective witnesses on our behalf. 

 

Case Study  

An elderly but energetic individual had been the secretary of vestry of a small but vibrant parish 

for twenty years. She kept the parish minute books, correspondence. Insurance documents and 

parish lists at her home.  

She died suddenly of a heart attack. Her nephew, who had no church involvement, did not 

recognize the significance of these files and destroyed them when cleaning out her house in 

preparation for sale. Ten years later, a sexual abuse claim was made against an individual who 

was not involved in any way with the Church at the time of alleged offense. The lawsuit also 

named the Church as well as the individual.  

Because the records had been destroyed, the parish was not able to provide proof of insurance 

nor was it able to prove that the individual had left the congregation a year before the alleged 

abuse took place.  

The result was that the congregation was faced with a $400,000 judgement which added to the 

$50,000 in legal fees accumulated in defending itself resulted in the loss of the church building, 

the rectory, and a $15,000 memorial fund. The congregation disbanded.  
 

With proper record keeping this could have been avoided. 

 

Taking Protective Action  
The foundation of record-keeping is the filing system that is being used. There are many 

different types of filing systems. However, the two most common are alphabetical and 

numerical. 

Filing Systems, File Retention and Archiving 
 

Alphabetical  

In this system, files are labeled with names such as ALTAR GUILD, CHOIR, CORRERSPONDENCE, 

LAYREADERS, YOUTH GROUP and then filed alphabetically. This system, which does not require 

an index, works best for small filing systems. The main disadvantage is that it makes cross-

referencing difficult and can take longer when trying to locate specific items. 
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Numerical 

In this system, files are given a number and a category such as 100 ALTAR GUILD, 120 CHOIR, 

150 CORRESPONDENCE, 200 LAYREADERS, and 250 YOUTH GROUP. These categories can then 

be broken down further such as 101 Purchases and then 101-15 Purchases 2015, etc. 

This system works best for larger filing systems, is more specific and allows for faster filing and 

file retrieval.  

The disadvantage is that it requires an index which must be kept current.  

Useful Tool #1-1 provides some idea about how to set up a filing system. 

In addition to deciding which kind of a system-numerical or alphabetical to use, there are other 

decisions to be made including the following: 

 

a. What to Keep 

Some of the most important items to keep are correspondence, diocesan directives, parish 
policies and bylaws, personnel files for employees, appointments and licenses for 
volunteers, criminal record checks, minutes of congregational and vestry meetings, 
committee minutes, annual parish members list, insurance records, information related to 
any trust funds including conditions for use, annual budgets and financial statements, mail, 
email, telephone, and inspection logs. Important records include: 

 copies of official donation receipts must be kept for a minimum of two years from the 
end of the calendar year in which the donation was made 

 general ledgers must be kept for a minimum of six years 

 audited year-end financial statements must be kept for a minimum of six years 

 annual information returns (T3010) must be kept for a minimum of six years  

 minutes of vestry/parish council must be kept indefinitely 

 minutes of the AGM and special congregational meetings must be kept indefinitely 

 governing documents and bylaws must be kept indefinitely 

 annual parish lists should be kept indefinitely 

 insurance policies should be kept indefinitely 

 church offering envelopes must be kept for a minimum of six years 

 source documents which include invoices, purchase receipts, contracts, guarantees, 

bank deposit slips, bank statements, cancelled cheques, credit card receipts, purchase 

orders, delivery slips and transaction-related correspondence (including emails) must be 

kept for a minimum of six years 

 10-year gift (such as property, trusts, annuities) records must be kept indefinitely 

 land titles, deeds, mortgages, building inspections, and equipment service contracts 

should be kept as long as the building or equipment is owned 

 Incident Reports should be kept indefinitely. 

b. Where to Keep 

Files should be kept in a safe, secure location that protects the privacy of the information in 

the files. Access should be restricted to authorized persons only. Filing cabinets work well as 
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they are designed for such purposes. However, bankers’ boxes in closets will also work if 

privacy can be maintained. 

c. Electronic Files  

Files can be stored electronically as well. The same guidelines apply to electronic files as 

applies to physical files. In addition, regular backups should be done and stored ‘off-site’ 

away from the computer. If files are on a laptop, then security is particularly important. The 

data should be encrypted, and the laptop should have a password. It is important to make 

sure that data continues to be accessible. Operating systems change frequently.  When 

moving to a new system make sure that old electronic files are translated into a format that 

can be easily accessed by the new system.   

 

d. Official Minutes Record 

When keeping official minutes, it is important to avoid providing either too little or too 

much material. It is important that every resolution be clearly recorded, including the 

mover and seconder (if needed), the actual wording of the resolution, the vote clearly 

indicating if the resolution was carried or defeated. If any individual abstained due to 

conflict of interest that abstention (including the person’s name) should be included. If the 

vote was unanimous, that information should also be recorded. Every action should be 

supported by an actual resolution. Details of the debate around a resolution should not be 

recorded. The minute taker must refrain from making editorial comment. It is important to 

remember that draft minutes of a meeting do not become official until approved at a 

subsequent meeting. 

 

Decisions made by the Annual General Meeting (AGM), congregational meetings, and vestry 

or parish council constitute official actions of parish or congregation. These decisions 

remain in effect until or unless they are officially rescinded by the body that made the 

original decision or a higher body.  For example, the AGM (Annual General Meeting) can 

rescind a resolution passed by vestry but vestry cannot rescind a resolution passed by the 

AGM. 

There should be an official record of all minutes. Many parishes maintain an Annual 

Meeting book or binder in which is recorded the minutes of all AGM’s. In addition, many 

maintain a Vestry book or binder which records all vestry minutes. These minutes can prove 

invaluable in the case of a lawsuit in future years. 

For example: 

 
A plaintiff in a lawsuit claimed to have been abused by a leader in a church youth 

group in a particular year. A review of vestry minutes for that period indicated 

that the individual had volunteered to be a youth leader, but that vestry had 

declined the offer. These minutes then played a very significant role in the 

parish’s legal defense. 

Because lawsuits can involve events from many years before, official records should not be 

destroyed. 
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e.  Resolutions Register (See Useful Tool #1-2 for template) 

In addition to the formal Minute Book(s) of all official parish meetings- Annual, 

Congregational, Vestry or Parish Council, and official committees such as finance or 

worship, each parish should maintain a Resolutions Register which records all official 

resolutions of substance by appropriate authority. Such an instrument makes it much easier 

to track resolutions and the required actions without having to constantly sift through old 

minutes.  

It is important to remember that all resolutions once formally adopted remain in effect until 

such time as they are officially rescinded. Therefore, the Resolution Register should be 

regularly reviewed, and steps taken to rescind any redundant resolutions. The Resolutions 

Register should record when any resolution is rescinded. 

 

f. Parish Registers 

The record books of any Parish are an important official record of activities and a useful 
source of information for people needing proof of age or marital relationship. 

1) Vestry Book 

This is a record of all services held in the Parish, inside and out of the church building, 

with dates, clergy names, preacher, attendance, and other notes. This should include 

nursing home, hospital, and home communions. 

2) Baptismal Register 

It is important that this information be as accurate as possible because it is accepted as 

proof of age, etc. 

3) Marriage Register 

This is often used by people for pension applications, and for permission for re-

marriage. 

4) Confirmation Register 

This is an important record for church membership and may also be used to determine 

age when baptismal records are incomplete. 

5) Burial Register 

This may be consulted by people searching for their family roots. 

6) Church Membership Register 

This contains the names of all persons who have signed the Declaration of Church 

Membership at the Annual General Meeting or other congregational meetings. 

7) Property Inventory Register 

This contains an inventory of all lands, buildings, goods and chattels belonging to the 

parish. 

g.  Mail Journal see (Useful Tool #1-3) 

Keeping track of mail received and sent is a critical administrative procedure. Information 

recorded for each piece of incoming mail should include date received, who it was from, a 

brief description of the item and what action was taken. For outgoing mail, the information 

should include date sent, from whom, and brief description of item.  
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In smaller parishes correspondence is often sent to a warden or other official at their home 

address rather than to the parish address. In such cases, it is important that that mail be 

entered into the mail register and placed in the parish files. The same approach should be 

taken when mail is sent from a private address. A copy should be made, entered into the 

mail register and filed appropriately.  

h.  Email 

The same basic principles apply to email as to regular mail. A register should be established 

to record both incoming and outgoing emails (see Useful Tool 1-3). It is not necessary to 

print hard copies of emails but there should always be at least one back up copy that is 

stored ‘off site’. Email is often sent to an individual’s home account rather than the parish 

account. In such cases, the relevant email along with any response if possible should be 

forwarded to the parish account. If there is no parish email account, it may be necessary to 

set one up or alternately, relevant email received on personal accounts needs to be printed 

and stored in the parish filing system.  

Special care must be taken when handling confidential information. Sensitive material is 

often sent to addresses or devices which are accessible to a number of individuals other 

than the one for whom it was intended. It is best to avoid sending confidential information 

by electronic means unless security can be guaranteed.  

Email is much more prolific than regular mail. Obviously, it is not necessary to retain every 

email message. Therefore, certain judgement calls need to be made as to relevance. While 

there are no hard and fast rules about what constitutes relevance, one useful question is 

“Will this email have any significance two years from now?” 

An alternative to a register for email is to set up sub files within the email account. 

i.  Conversations 

Conversations can often be significant legally. In a dispute, one party may claim that in 

conversation the other party made certain commitments or acknowledgements.  This is 

often true in abuse cases, where the plaintiff claims to have made a church authority aware 

of the abuse and nothing was done. When a conversation takes place that has the potential 

for further ramifications, it is useful to make a note of what was said.   

Following such a conversation it is important to follow up with either a written or electronic 

response.  Such a response would be worded in a manner like “This is to confirm our 

conversation of _Date_ when we agreed to SPECIFIC DETAIL-. If this is not correct, please let 

me know immediately.” A copy should be filed along with any correction made by the other 

individual.  If the other party responds verbally and indicates that there is some change 

needed, it is sufficient to simply note their comment on the original. 

j.  Membership Lists 

It is important to maintain a current up-to-date list of parish members along with the 

appropriate contact information. 

It is also useful to maintain an annual list for each year in the files. Such a list should include 

the date a new member became part of the parish as well as the date on which other 
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members ceased to be members, along with the reason, if appropriate. The reason for 

maintaining these annual lists is that often in lawsuits many years later, an individual may 

claim to have been part of the parish when a particular incident occurred, thereby 

implicating the parish in the suit. Being able to show whether that is the case, can be very 

useful in a legal defense. 
 

k.  Incident Reports  

An incident report is a document describing any incident on church property (or at a church-

sponsored church event off site) where there is injury to a person or property, a deviation 

from church policy or protocol or misbehaviour by an employee or volunteer engaged on 

church business of any sort. Incident reports are usually confidential in that they are 

protected from discovery by a plaintiff in a lawsuit). In addition to the copy kept for the 

parish files it is a good idea to file a copy with the insurance broker as well as the diocese. 

Useful Tool #1-4 provides a useful sample incident reporting form. 
 

Archives Policy 

Archives are critical for ensuring sustainability. Fortunately, all dioceses have an archives policy. 

It is important that every parish be familiar with the diocesan policy and adhere to it. Diocesan 

policy will include specific protocol for the preservation of records including what material is to 

be saved, availability to others, legal disclaimers, copying policy as well as other requirements  
 

At the local level, care needs to be taken to ensure that all records are kept in a secure location.   

Electronic records should always have a frequent back up which is stored offsite.  

Materials held at the parish level need to be reviewed on an annual basis and relevant 

documents forwarded to the diocesan archives. Parish registers, especially in smaller 

congregations, can go on for decades before being completed. It is a wise practice to annually 

make photocopies of the current year’s entries and store those in a second secure location. This 

provides a backup if the register is inadvertently lost or destroyed.   

When storing records, it is helpful to store them by year. This is particularly true of financial 

records.  
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Useful Tool #1-1:  Filing System Template 
 

One of the most effective filing systems is one that is numerically based. The basic concept is 

that a series of numbered files are assigned to various major categories and then within those 

there are ‘sub numbers’ assigned to related items.   

For example, 1000 could be established as Parish Policies. Within that category there could be 

subcategories such as  

1010 Volunteers 

1020 Police Record Checks 

1030 Vestry/Parish Council Members  

1040 Congregational Meetings  

And within each subcategory there can be further refinements 

For example 

1010 Volunteers 

1010-01 Hospital Visitors 

1010-02 Home Visitors 

1010- 03 Youth Leaders 

Please note that these categories would be for policies only. Files related to individuals or 

activity would be in a separate category.   
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Useful Tool #1-2:  Sample Resolution Register  
 

 

 Resolution # (according to minutes) ____________ 

Adopted by________________________________(what meeting)    Date: ______________ 

TEXT OF RESOLUTION  

Rescinded (if so) by__________________________(what meeting)    Date: ______________ 

 

 Resolution # (according to minutes) ____________ 

Adopted by________________________________(what meeting)    Date: ______________ 

TEXT OF RESOLUTION  

Rescinded (if so) by__________________________(what meeting)   Date: ______________ 
 

 Resolution # (according to minutes) ____________ 

Adopted by________________________________(what meeting)    Date: ______________ 

TEXT OF RESOLUTION  

Rescinded (if so) by__________________________(what meeting)    Date: ______________ 
 

 Resolution # (according to minutes) ____________ 

Adopted by________________________________(what meeting)    Date: ______________ 
 

TEXT OF RESOLUTION  

Rescinded (if so) by__________________________(what meeting)    Date: ______________ 

 

 Resolution # (according to minutes) ____________ 

Adopted by________________________________(what meeting)    Date: ______________ 

 

TEXT OF RESOLUTION  

Rescinded (if so) by__________________________(what meeting)    Date: ______________ 
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Useful Tool #1-3:  Mail Journal 
 

Incoming Mail 

Date 

Received 

From Contents Actioned by: File # Assign IN 

      

      

      

      

      

      

      

      

      

      

Date Received: When mail arrived in parish office 
From: Who wrote the incoming letter  

Contents: Brief description of material 

Action by: Letter forwarded to person who needs to deal with the matter 

File #Assign: Item marked with parish filing information  

IN: Initials of person who processed item  
 

Outgoing Mail 

Date File # Assign To From Contents 

     

     

     

     

     

      

     

     

     
 

       

Date Sent:  When item was sent to post  

File # Assign:  Item marked with parish filing information 

To:  Person or group to which item is directed  

From:  Who wrote the outgoing letter  

Contents:  Brief description of material 

       

Action by:  Letter forwarded to person who needs to deal with the matter        
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Incoming Email Register 
 

Date From Description Saved Responded 

To 

Forwarded  

To 
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Useful Tool #1-4:  Incident Report  

 

INCIDENT REPORT:  PARISH OF __________________________________________________  
 

Person(s) Involved 

 

 
 

Place and Nature of Activity 

 

 

 
 

Description of Incident and Nature of Injury or Property if any (use back if necessary) 

 

 

 

 

 

If medical attention was required 

 

Name of doctor_____________________________ Contact info_________________________ 

Name of health facility _______________________ Contact info_________________________ 

 

Names and contact information of witnesses (if any)  

1.__________________________________     ________________________________ 

2.__________________________________     ________________________________ 

3.__________________________________     ________________________________ 

Attach statements by witnesses to this report  

 

If police were called 

Name of officer ________________________________ Contact info_____________________ 

 

Report prepared by_______________________________    _____________________________ 

                                       Name                                                                              Signature 

Contact Info________________________________________    Date_____________________________ 

□ Diocesan copy                                □ insurance broker copy                       □file copy  
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MODULE #2:  Providing Competent Pastoral Care 
 

Pastoral care is an essential part of the ministry of the Church. For centuries, clergy have 

walked with individuals as they have experienced the joys, tragedies, celebrations and sorrows 

of living. Home visitation and hospital calls along with visits to the vicar’s study or the rector’s 

office have long been an integral part of how we care for each other. In more recent times, the 

work of the clergy has been augmented by lay people taking on the important task of pastoral 

visitor. 

 

By its very nature, pastoral care often involves one on one contact without anyone else 

present. The conversation often involves very intimate details of a person’s life. Individuals are 

often not at their most rational and misinterpretation of words or actions can easily occur.  
 

Case Study 

Thelma K was a middle-aged woman who lived for her church. She looked after the altar, 

played the organ and was the most active member of the fellowship group. One day when the 

pastor was visiting her at her home, she disclosed to him that that one of the wardens was 

demanding sexual favours from her, threatening that if she didn’t comply he would cause her to 

be removed from all her positions. While she shared this with the pastor, she begged him not to 

take any action or to disclose the information to anyone. On this and several subsequent 

occasions the pastor urged her to either make a complaint or to allow him to take action. She 

steadfastly refused. Eighteen months later, she disclosed to her brother, who convinced her to 

begin a lawsuit against both the warden and the parish on the grounds that she had reported 

this abuse a year and a half earlier, but the pastor had failed to take any action. The pastor 

protested that she had refused permission for him to act. However, he was unable to prove this 

and after two years of legal wrangling the congregation made an out of court settlement for 

$150,000 plus costs. In addition, the congregation’s own legal fees amounted to $60,000. The 

case generated a significant amount of publicity. There was a significant reduction in both 

attendance and contributions to the point where the parish could no longer afford a full-time 

pastor. Reappointment of the pastor proved difficult and he was unemployed for years.  
 

With proper pastoral visit records, this could have been prevented. 

 

Taking Protective Action  
Notes:  1) References to clergy also apply where applicable to individuals engaged in a 

 recognized lay ministry 

 2) While it is not always possible, it is preferable that visiting be done in teams of two. 

 

Home visitation  

Pastoral home visits are important in that they allow people to know that we care for them and 

their individual needs, not just the Church’s institutional needs. People feel more comfortable 

raising concerns and issues on their home territory. Home visitation allows us to establish trust 

and rapport before pastoral emergencies arise.  
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While we obviously want to continue that close personal connection with all members of the 

Church, we need to be aware that we operate in a different context in many places today. Male 

clergy in particular, are at risk of accusation when they visit the homes of single individuals 

predominantly of the opposite gender, and there is no one else present. Female clergy, in 

particular, are exposed to risk of assault when they visit individuals alone. 

While we must not eliminate such contact, we must be prepared to take some precautionary 

steps. One of the ways to lessen the risk of accusation is by paying attention to the following: 

 always have a clear purpose for the visit 

 know your legal obligation to report any indications of child or elder abuse or that an 

individual intends to harm him or herself or others to the authorities. These obligations vary 

from jurisdiction to jurisdiction. Do not assume that what applies in one province applies in 

another. Get to know your local laws.  

 if this is a first visit, the following suggestions should be noted  

 research the situation before visiting.  Find out as much as you can about the person or 

persons involved 

 try to have a first meeting in a public place if possible 

 try to have as many family members present as possible on the first home visit 

 if there is only one person, try to take another responsible adult with you 

 trust your instincts-if something makes you uncomfortable, leave 

A way to lessen any misunderstandings or issues down the road is to use the Home Visitation 

Reports (See Useful Tool #2-1) in which the visitor records the name of the person visited, the 

date of each visit along with the purpose of the visit, a brief interaction description, and any 

referral or follow-up required. This could be recorded either in written or electronic form and 

kept as a record in much the same way doctors record patient interactions.  
 

Hospital Visitation 

Historically the Church has valued ministry to the sick as a critical part of pastoral care. Much 

valuable and compassionate ministry takes place at the side of a hospital bed. However, like 

any other form of ministry in today’s world, there are several things that must be taken into 

consideration. 

First, hospital visitation is ONLY for the care of people already under our pastoral care or who 

have some direct connection with our church. Proselytization is forbidden and can have serious 

legal as well as other consequences. 

Secondly, all patient information obtained from hospital staff or by observation of procedures 

must be treated as confidential. Furthermore, patient’s names or conditions must not be 

announced in church or included in prayer requests without the express authorization of the 

individual or his or her proxy. 

Thirdly, when making a hospital visit, it is good form to check first at the nursing station and to 

follow any instructions or restrictions they may have.  
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Finally, as is the case with home visitations, keeping a Hospital Visit Record (see Useful Tool #2-

2) can be very helpful. 
 

Office Appointments 

More and more frequently, clergy are seeing people at the parish office rather than in their 
homes. These appointments should be during regular church office hours. It is desirable to have 
other people in the facility when these visits are taking place. Office doors should either be 
glass or have windows. It is important that there be some record of these encounters. The 
Office Visit Record (Useful Tool #2-3) is a convenient way or recording such visits 
 

Clergy Diaries 

Clergy diaries are a very useful way to maintain an overall picture of one’s work. By recording 

activities, noting impressions, describing meetings, etc. it is possible upon review to identify 

trends within the life of the community generally as well as emerging issues related to specific 

individuals or groups.  

In addition to being a convenient tool for ongoing work, clergy diaries can prove to be 

invaluable for the defense in legal actions that take place years or even decades into the future.  

It is strongly recommended that clergy diaries when complete become part of the parish 

archives. Since there may well be material in those diaries that are of a sensitive nature 

especially in the short term, it is advisable that consideration be given to arranging a way in 

which they can be sealed for a specific number of years and only accessed in the intervening 

period in the case of legal or criminal proceedings.   
 

Paper copies can become cumbersome and create security issues. If possible, clergy diaries 

should be either created electronically or, at least, scanned and stored electronically on flash 

drives or some equivalent device. This reduces the physical space required and makes it 

possible to provide password security.  

There are many ways of keeping a clergy diary, varying all the way from a day timer with notes 

to a full detailed traditional journal. However, whatever form is chosen, some of the basics that 

need to be included are dates, activities, meetings, events, important decisions and notable 

encounters.   Given the variety of possible formats, it is very difficult to provide a template.  

Most electronic office programs have resources that can be used. Clergy Diary (Useful Tool #2-

4) is provided but should probably only be used as a last resort.   
 

Referrals 

Clergy, unless specifically trained, registered, and licensed are NOT professional pastoral 

counsellors and need to be careful to stress that they provide pastoral care rather than pastoral 

counselling. Pastoral care can be very effective in dealing with normal spiritual issues and in 

providing supportive listening and encouragement. Often the act of sharing one’s story, making 

confession and praying with a member of the clergy is all that many individuals need to resolve 

their issues. However, if there is no improvement within a reasonable period of time, the clergy 

member involved should consider a referral to another member of the clergy or some other 

professional. 
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When encountering situations that require professional psychiatric, psychological, marital, 

medical, or financial intervention clergy need to move as quickly as possible to refer the 

individual to the appropriate service while still providing appropriate pastoral care and support, 

and this would include circumstances where an allegation of physical or sexual abuse is being 

made. 
 

Use of Electronic Communications and Social Media 

Electronic communication and social media can be an asset in pastoral care as in other aspects 

of parish life. At the same time, they can present a very real liability. As with any new 

technology, it is prudent to pay close attention to new best practices as they continue to 

evolve. When using electronic communication and interactions on social media, it is particularly 

important to remember: 

 material may be available to far more people than was originally intended 

 once on the internet, material remains there forever 

 electronic communication and social media interactions have the power to develop a 

sense of intimacy 

 there is no absolute certainty that the person on the other end of the communication is 

the actual person you think it is. 

Where vulnerable people are involved, electronic communication and social media interactions 

should be used only when other means are not available, and an official account should be used 

rather than a personal one. Personal interaction with the vulnerable through social media 

should always be viewed as a high-risk activity. 
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Useful Tool #2-1:  Pastoral Visit Record  
 

PASTORAL VISIT RECORD                      PARISH  _____________________________________ 

Name of Person Visited _______________________________            Date ____________  

Visitor(s)                           _______________________________________________________ 

Accompanied by              _______________________________________________________ 
(If relevant)                                          

Reason for Visit □   Periodic Routine Check-In        □ Crisis Spiritual or Pastoral 

                              □ Bereavement                                □ Bereavement Follow-Up 

                              □ Sacrament Preparation              □ at request of the person being visited  

                              □ Recruitment (for volunteer position) 

                              □ Other (specify)  ______________________________________________  

Notes 

___________________________________________________________________________   

___________________________________________________________________________ 

___________________________________________________________________________ 

Concerns Noted (if any) 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

 

Follow Up Required (if any) 

_____________________________________________________________________   

_____________________________________________________________________  

 

 

CONFIDENTIAL & PRIVILEGED WHEN COMPLETED 
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Useful Tool #2-2:  Hospital Visit Record  

 

HOSPITAL VISIT RECORD               PARISH  __________________________________________  

Name of Person Visited _______________________________            Date _______________  

Visitor(s)                           ________________________________________________________  

Accompanied by              ________________________________________________________   
 

(If relevant)  

Reason for Visit □ Routine Visit                         □ Visit Requested by Family Member  

                              □ Sacrament Delivery             □   at request of the person being visited  

                              □ Other (specify) _______________________________________   

Notes 

____________________________________________________________________   

____________________________________________________________________   

____________________________________________________________________  

____________________________________________________________________  

 

Concerns Noted (if any) 

_____________________________________________________________________   

_____________________________________________________________________  

_____________________________________________________________________ 

 

Follow Up Required (if any) 

_____________________________________________________________________   

_____________________________________________________________________  

 

 

CONFIDENTIAL & PRIVILEGED WHEN COMPLETED 
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Useful Tool #2-3:  Office Visit Record  

 

OFFICE VISIT RECORD                   PARISH _____________________________________________ 

Name of Person(s) _______________________________________            Date______________ 

Pastor        _____________________________________________________________________ 

 

Reason for Visit   _______________________________________________________________ 

 

Notes 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Concerns Noted (if any) 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Follow Up Required (if any) 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

 

 

 

 

CONFIDENTIAL & PRIVILEGED WHEN COMPLETED 
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Useful Tool #2-4:  Clergy Diary  

 

CLERGY DIARY 

 

Date_____________________ 

 

 

a. Services Conducted (where) 

 

 

 

 

b. Visits (Any significant things to note) 

 

 

 

Hospital (any significant things to note) 

 

 

 

 

Office (any significant things to note) 

 

 

 

 

c. Significant Conversations  

 

 

 

 

d. Teaching (event and anything significant to note) 

 

 

 

e. Other 

 

 

 

 

 

CONFIDENTIAL & PRIVILEGED WHEN COMPLETED 
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MODULE #3:  Maintaining Adequate Insurance and Retaining Policies  
 

Church insurance has three main aspects. The first is property insurance and covers immediate 

problems such as fire and other damage.  

 

The second is liability insurance which covers the insured’s legal liability for bodily injury and/or 

property damage to a third party which may include sexual or physical abuse. Some policies 

may exclude abuse or require separate coverage. Therefore, it is important to be aware of what 

one’s policy specifically does or does not include. Often liability insurance does not come into 

play until after the current year’s insurance has expired and may even be years or even decades 

later.  

 

The third is Directors and Officers insurance which provides protection to church officials 

personally from claims that may arise from decisions and actions taken within the scope of their 

regular duties.  

 

It is the obligation of the insured, not the insurer, to provide evidence of the type of insurance 

and the coverage amount. Congregations are often not good at keeping old insurance policies.  

If the congregation is not able to produce proof of insurance, the insurance company may not 

be under any obligation to provide any financial coverage even if that coverage was in the 

original policy. 
 

Case Study 

St. Leonard was a medium size parish in a small town. The individual who had served as 

people’s warden for more than twenty had a reputation as a packrat who never threw anything 

out. When he was forced to retire due to age and moved into the nursing home, the new 

warden along with the rector’s warden decided it was time to clean out the office. The parish 

had changed insurers several times, so they decided to dispose of all insurance records prior to 

switching to their current insurer six years ago. About a year later a former rector of the parish 

was convicted of child abuse. A number of former alleged victims, some of whom were from St. 

Leonard’s, came forward. A lawsuit was launched which included a statement of claim against 

St. Leonard’s for breach of fiduciary duty. Former vestry members were certain that there had 

been liability coverage in effect for the period in which the abuse was alleged. However, 

because the records had been destroyed they were unable to establish proof of coverage or 

even to identify the insurer for the period. Because of the historic nature of the allegations, the 

parish’s current insurer was under no obligation to provide any coverage. The total cost to St. 

Leonard’s was $275,000 which meant it had to liquidate its clergy housing fund (realized from 

the sale of the rectory), the memorial fund, and two-thirds of the building fund.  

With proper insurance records, this could have been prevented. 
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Taking Protective Action  
It is important that all insurance policies and other records from previous years be stored in one 

safe location. It is wise to have two copies of policy summaries with each stored in separate 

locations. If a parish does not have a comprehensive record of previous years’ insurance 

policies, it would be prudent to immediately attempt to locate all records that may be stored in 

various places, including individuals’ homes and place them in one central location.  If a lawsuit 

is filed against the parish, it is best to have immediate access to previous policies rather than 

having to try to locate them in the tight time frame that legal action imposes upon a parish. The 

local insurance broker who dealt with the parish at the time may be able to locate the missing 

policies or may be able to assist in working with the underwriter to try to locate the documents.   

There are many different types of insurance available and costs usually vary according to the 
level of protection provided. This is particularly true of liability insurance where there are 
basically two types of coverage. One is ‘occurrence coverage’ which protects against covered 
lawsuits if the policy was in effect when the injury or damage occurred. As long as this condition 
is met, coverage is not jeopardized and remains in effect even if the policy is cancelled or not 
renewed when the claim or lawsuit are filed. The second is ‘claims made’ and provides 
coverage only if two conditions are met. First the policy must have been in effect when the 
injury or damage occurred and secondly, the policy must still be in effect or have been renewed 
when the claim or lawsuit is filed often much later than when the damage occurred. Insurance 
can be a complex issue and therefore, it is very important that the parish leadership thoroughly 
discuss their coverage with the parish’s insurance broker to determine that their insurance is 
the most appropriate for the needs of their parish.   

Of course, it is critical that comprehensive and adequate insurance continues to be maintained 

currently. In the case where the diocese maintains a group policy, this can be done through the 

diocese and is probably the most comprehensive and cost-effective. In the event that either 

there is no group coverage, or the parish has determined, for whatever reason, to maintain its 

own coverage, it is very important to maintain a good working relationship with the broker and 

the insurer. 

Every parish should have an insurance committee consisting of two or three knowledgeable 

persons who can annually review the parish insurance policy as well as undertake the following: 

 Do an annual risk review to determine what parts of the Church’s life present the greatest 

risks (factoring in likelihood of occurrence and seriousness of consequences) and proposing 

ways of reducing those risks  

 Do an annual update of the parish inventory 

 Do an annual estimate of the cost of replacing current buildings and contents and ensure 

that coverage is adequate to meet those costs in the event of loss 

 Develop and maintain rosters for such things as snow removal, facility inspections plus 

furnace and other equipment maintenance 

 Review parish protocols for working with children and vulnerable adults, financial 

management, parish groups and facility use and determine how well these protocols are 

being followed.  
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Secondary Evidence of Coverage 

Ideally, your parish has copies of the insurance policies you held each year. Those documents 

are absolutely the best way to prove coverage. Sometimes, unfortunately, those documents are 

lost. In such a case, you may well need to turn to secondary evidence to prove coverage. 

Important documents in this endeavour include: 

 Minutes from the AGM, vestry, parish council, or administration/finance committees which 

reference insurance 

 Invoices related to the purchase of insurance 

 Correspondence with either the broker or the underwriter 

 Articles in diocesan newspaper from the period in question 

 Formal affidavits from individuals directly involved with insurance during the period in 

question 

 Annual statistical reports and similar documents 

It can take a considerable amount of time and energy to collect secondary evidence. Therefore, 

as with insurance policies, it is prudent to begin that process now rather than waiting until 

being under time constraints and pressures of a lawsuit  

Of course, we all hope that even though we have insurance, we will never need to use it.  One 

of the best ways to avoid having to call on our insurance is to make full use of the risk 

management resources that are available to us. In addition to this resource package, your 

underwriter will be happy to provide many other risk management resources. Speak to your 

broker and start to assemble a library of these resources. 

 

Useful Info 
The liability coverage afforded to the Diocese of Qu’Appelle, administered by Ecclesiastical Insurance 

Office PLC, provides coverage on a legal liability basis  as  a result of actions by volunteers and 

employees while acting on behalf of the diocese and its parishes.  The policy covers liability imposed by 

law for  bodily injury, property damage or personal injury to a third party arising from our premises, 

products, and operations.   Physical and sexual abuse is covered under this policy.  For further 

information please contact the Synod Office.   
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MODULE #4:  Properly Managing Facilities 
 

Much of the Church’s life is centred in its facilities. Sunday worship, weekday events, 
programming, counselling, administration usually happen within the facility. Consequently, the 
risk levels in our facilities are often high.   

Case Study 

St. Mary’s vestry made its facility available to a local youth group. The leader Tom K attended a 

monthly vestry meeting at the invitation of one of the wardens who worked with his father and 

made a presentation. There was no formal agreement about what the expectations were. The 

youth leader operated on his own without any assistance from the church members for ten 

years.  

 

At several AGMs the priest in charge in his report commented favourably on the benefits of the 

youth group. The parish newsletter regularly included information about the youth group.  

In the eleventh year the youth leader was charged with abuse of a minor. The vestry 

immediately demanded Mr. K return his church key and posted a notice on the church hall door 

that the youth group was no longer meeting there. The youth leader was convicted.  

 

Two years later, a lawyer filed a lawsuit on behalf of ten young men who claimed they had been 

abused by Mr. K. while involved in youth group. St. Mary’s was also named citing that the 

parish had provided the facility, reported favourably on the youth group and encouraged 

membership.  It took three years before the suit was settled.  Insurance covered part of the 

parish’s costs, but not all. The total cost to the parish was $90,000. The case caused a lot of 

dissension in the parish. Several families left. No one wanted to take on any leadership roles. 

Finally, the congregation disbanded.  
 

With proper facility use protocols in place, this could have been avoided. 

 

Taking Protective Actions 

There are a number of risks in owning and operating a facility. Many of those risks are directly 

related to the building itself. A Facility Check List (Useful Tool #4-1) provides a comprehensive 

checklist and parishes are encouraged to use it as part of an annual review.  

 

Importance of Facility Use Agreement 

A Church often makes its facilities available to community groups, daycares, or other churches 

which do not have their own space. We do this for several reasons including helping the wider 

community, providing Christian hospitality and generating revenue. Often, we don’t think about 

the potential liability this can involve. If someone gets injured or there is an incident of abuse, 

the parish as owner of the facility could be open to being included as a defendant in any 

subsequent legal action. 
 

A facility use agreement can help shield the parish from liability while still making the facility 

available for wider use. A basic facility use agreement is provided in Facilities Use Agreement 

(Useful Tool #4-2) 
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Parishes that permit other groups to use their facilities should consider asking those groups 

about their own insurance coverage (and obtain confirmation of that for the parish’s file) and 

ascertaining whether the parish’s own insurance policy could be extended to cover these 

groups. In some cases, neither of these options will be practical. 

 

Access Restrictions 

Only individuals who have a legitimate reason to be on the premises should be provided with 

independent means of access. Before keys are provided, the individual should be required to 

complete a key use agreement form (Useful Tool #4-3). At minimum, an individual should be 

presented with the Prevention of Sexual Abuse and Harassment Policy and a list of important 

parish contacts. Other documents should be added dependant on why the individual has been 

issued a key. 

 

There should be a key register which records the name, date, and purpose for which a key has 

been issued. This register should be reviewed every six months and any outstanding keys 

retrieved. 

 

Alcohol Use Policy 

It is important to have a policy which governs the use of alcohol at church functions or on 

church property. This policy should require that the use of alcohol at parish events in parish 

buildings or on parish grounds must have the prior written permission of the wardens. The 

wardens need to ensure that there are responsible adults to oversee the serving of alcoholic 

beverages to ensure compliance with both parish policy and the law and that moderation is 

practised in both the service and consumption. Alcohol should never be allowed at any meeting 

or event which involves church business or when church work is taking place. When any 

beverage containing alcohol is served, there must be a non-alcoholic alternative served in an 

equally attractive manner. Useful Tool #4-4 provides a sample parish alcohol use policy 
 

Local Health Regulations 

Problems such as food poisoning not only severely damage the reputation of the Church but 

also can be the source of significant legal action.  

 

Adherence to local health regulations is critical. Because public health is a provincial 

jurisdiction, regulations vary considerably from province to province. Therefore, it is very 

difficult to provide a universal template. 

 

Generally speaking, a license is not required for serving food to family and friends, private 

potlucks for church members, weddings, anniversaries, birthdays, or coffee after church. On the 

other hand, normally any event which serves or sells food to the public, such as a fowl supper, 

requires a license. 
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It is important to consult with the local public health inspector to determine local requirements 

and then develop a food handling policy which meets those regulations. Such a policy should, at 

minimum, include   

 Cooking (especially meat) 

 Cooling/storage 

 Hot holding/reheating 

 Transportation 

 Serving 

 Leftovers 

 Hand-washing 

 Dish-washing 

 Garbage disposal 

 Kitchen cleanliness 

 Washroom facilities 

 Supervision 

 Volunteers 
 

Regular Ongoing Facility Checks 

It is critical that facilities be checked two or three times a week. This check should include 

checking locks, heating/cooling systems, and water and sewer systems. There should be a 

roster readily available in which to record the date, who did the inspection, and the results. 

 

Contractors 

When doing new building or renovating existing buildings, it is important that all work adhere 

to current building codes and any applicable local bylaws. This includes having all work done by 

(or at the very least, approved by) licensed professionals and tradespersons. Before engaging a 

contractor, the parish should do careful and thorough reference checks. 
 

A written contract needs to be drawn up and signed before any work begins. This contract must 

include a specific detailed description of the work to be done, a schedule for completion of 

different phases, a schedule for payments, a hold-back payment until after the final inspection 

is complete, a commitment by the contractor to adhere to all applicable federal, provincial, and 

municipal laws and regulations, and an indemnification by the contractor.   
 

Any potentially hazardous work or any projects requiring the application of heat should be 

identified and controlled. A completed hot work certificate should be required for all work that 

could produce a source of ignition such as welding, cutting and grinding. Normally, a hot work 

permit is issued by the manager of the facility who would have some training or experience in 

issues related to hot work. In many church situations this is not practical. If a warden or a 

similar officer is issuing the permit, then that person should seek out someone familiar with hot 

work for consultation and advice. Hot work permits should be issued only for specific tasks in a 

specific area for a specific time period. When issuing a hot work permit it is important to 
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consider other work taking place in the area which may involve flammable liquids, gases or 

dust. Useful Tool #4-5 provides a sample hot work permit. 

 

The contractor should be required to provide proof of appropriate insurance and the church 

should be added to the contractor’s liability insurance policy. The contractor should also be 

required to provide proof of participation in Workmen’s’ Compensation Board (including proof 

that all premiums are paid up to date). 

 

Some jurisdictions require that there be a primary contractor on projects that may involve one 

or more employers or self-employed individuals. The primary contractor is responsible for 

ensuring policies, procedures, and safe work practices are in effect on the site as well as 

eliminating or controlling hazards on the site. If a primary contractor is not named, the owner is 

considered to be the primary contractor and assumes all the associated responsibilities. Before 

beginning a project, it is advisable to check to see if your jurisdiction requires that a primary 

contractor be named and if so ensure that one is named in writing. Usually the main contractor 

should also be the primary contractor. 
 

Rectories 

While the general tendency is toward the clergy owning their own homes, there are still 

situations where it is more desirable and/or practical for clergy to live in church-provided 

accommodation. It is normally understood in such situations that the provision of housing is 

one part of the overall remuneration package. In many cases, diocesan canons or regulations 

will provide a limited framework dealing with responsibilities and expectations. However, it is 

important to remember that rectories are subject to the landlord/tenant legislation of the 

relevant province which must be adhered to. Furthermore, expectations around housing are 

often less than clear to all parties concerned and as a result can become the source of 

significant conflict. Rectories need to be maintained in good condition. Both clergy and parish 

need to understand their own and each other’s responsibilities.  

 

Useful Tool 4-6 provides a provides a comprehensive checklist designed to ensure a properly 

maintained rectory and parishes are encouraged to use it as part of an annual review. Useful 

Tool 4-7 provides the basis of an agreement between parish and clergy. It is recommended that 

this agreement or another like it be entered into at the time of the appointment of a clergy 

person.   

 

During a vacancy, parishes often rent out the rectory until an appointment is made. In such 

cases it is important to have a formal rental agreement in place. Useful Tool 4-8 provides a 

template for such an agreement.   
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Useful Tool #4-1:  Facility Check List  

 

Facility Check List 

Electrical 

1. Has the facility been inspected by a licensed electrician in the last 5 years? Yes □ No □ 

2. Has any defective wiring or equipment been brought up to code? Yes □ No □ 

3. Are electrical panels clear (at least one metre) of any obstructions? Yes □ No □ 

 

Heating 

1. Has the heating system been inspected by a licensed contractor in the last year? Yes □ No □ 

2. Is the furnace/water heater clear of all combustible materials/ flammable liquids? Yes □ No □ 

3. Are there up-to-date fire extinguishers near all sources of flame? Yes □ No □ 

4. If there are sprinklers have they been inspected and tested in the last year? Yes □ No □ 

5. Are there smoke/carbon monoxide detectors on all levels? Yes □ No □ 

6. Are detectors tested at least every 3 months? Yes □ No □ 

7. If using an oil tank for fuel has it been checked in the last 6 months? Yes □ No □ 

8. Are all signs of leakage or spills reported to fuel supplier immediately?  Yes □ No □ 

 

Entry/Exit 

1. Are all exits clearly marked with permanent fixtures? Yes □ No □ 

2. Are all exits clear of materials or goods blocking stairs or door access? Yes □ No □ 

 

Outdoor 

1. Are sidewalks clear of snow, ice, or debris?  Yes □ No □ 

2. Are access and exit doors clear of debris outside of each door? Yes □ No □ 

3. Is grass mowed and trees and shrubs trimmed? Yes □ No □ 

4. Is there exterior lighting? Yes □ No □ 

5. Are steps/ramps in good repair? Yes □ No □ 
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Kitchen/Hall  

1. Does the food preparation area conform to health regulations?  Yes □ No □ 

2. Are tables and chairs reliable? Yes □ No □ 

3. Are floors free of loose carpet or tiles?  Yes □ No □ 

4. Are stoves and other appliances properly installed? Yes □ No □ 

 

Access 

1. Are all key holders authorized to use facilities?  Yes □ No □ 

2. Is there a register of key holders and is it current?  Yes □ No □ 

3. Is there a process for retrieving keys when they are no longer needed? Yes □ No □ 

4. Is that process adhered to? Yes □ No □ 

5. Are key holders required to sign a Key Use agreement? Yes □ No □ 

 

Miscellaneous  

1. Is there provision to ensure that all activities in the facility (church sponsored Yes □ No □ 

or otherwise) involving children under the age of 18 years must have two adults  

(at arm’s length to each other) present at all times? 

2 Is there a facility agreement in place for all non-church users? Yes □ No □ 
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Useful Tool #4-2:  Facility Use Agreement 
 

(Church) Facilities Use Agreement 
 

This agreement is between _______________________________________________________ 

 (Name of church) 

And 

______________________________________________________________________________ 

 (Name of responsible rental user (Renter) 
 

The Renter wishes to engage the premises of _________________________________ (Church) 

as noted below for the purpose of: 

______________________________________________________________________________ 

 

______________________________________________________________________________ 
 

Event date(s) and time(s): ________________________________________________________ 

 

# of events per week/month_________ #of wks. /mos. _________ Total # of events__________ 

 

Room or space to be used: ________________________________________________________ 

 

Rental Rate:   $________ per hour      $________ per event      $________per week   

Other:  ________________________________________________________________________ 

 

1. In signing this agreement, the Renter agrees to indemnify ____________________ (Church) 
and the Diocese of _______________________________ against any loss, liability or claim 
resulting from the use of the facility by those engaged in the activity of the Renter. Further, 
the Renter agrees to pay, within ten (10) days of the event, for repair of all damages 
(beyond normal wear and tear) caused to _________________________(Church) property 
by those engaged in the Renters’ event activities. 

 

2. It is agreed by the Renter that only the areas of the church specified in this agreement will 
be used.  It is further agreed that all areas rented will be used only for the time specified in 
this agreement. 
 

3. The Renter will not use (or allow to be used) the facilities for any illegal purpose. 
 

4. It is agreed by the Renter that all children and youth will be supervised, at all times, by two 
responsible adults who are at an ‘arm’s length’ relationship with each other. 
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5. All areas used by the Renter must be cleaned up immediately after use and left in good 
condition. 
 

6. The Renter must not sub-let to any other person or entity 
 

7. It is agreed by the Renter that no pets will be allowed in the premises. 
 

8. No Alcohol or alcoholic beverages shall be brought into the premises or sold or served on 
the premises without the express written permission of the Church authorities  
 

9. The Renter agrees to lock the building when they leave. If the Renter is the last party 
scheduled for building use that day, they agree to secure the building when leaving. 
 

10. All keys remain the property of the __________________________ (Church) and must be 
returned upon the expiration of this contract. The Renter may only lend any key or cause 
another to be cut with the prior written permission of ______________________ (Church).   

 

Church Contact Information: 

Primary                                                                          Secondary                                                                     
 

Name: _________________________________   Name: ________________________________ 
 

Phone: ________________________________   Phone_________________________________ 

Mailing Address: ________________________  Mailing Address: _________________________ 

______________________________________    ______________________________________ 

Email:________________________________Email:____________________________________ 

 

Renter Contact Information: 

 

Primary                                                                            Secondary 
 

Name: _______________________________  Name: ____________________________________ 

Phone: _______________________________ Phone: ____________________________________ 

Mailing Address: _______________________ Mailing Address: ____________________________ 

Email: ________________________________ Email: _____________________________________ 

 

Agreed to by Renter: 

(Signature)____________________________    Date: __________________ 
 

Agreed to by _____________________________________Church 
 

(Signature)______________________________  Date: __________________ 
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Useful Tool #4-3:  Key Use Agreement  

 

Key Use Agreement 

I, ______________________________________________, having received a key or keys to the 

________________________________________________ {name of facility] for the purpose of 

__________________________________________do hereby agree to the following conditions:  

 

1. I will only use the key(s) for the purpose for which given. 

2. I will not lend the key(s) to any unauthorized individual 

3. I will not make, or allow to be made, any duplicate of any of the keys given to me 

4. When the purpose for which the key(s) were given is no longer relevant, I will immediately 

return same. 

5. I am aware of the policies and protocols of this institution and agree to adhere to them in all 

ways applicable to my activities.  

 

__________________________________________________       _____________________ 

 (Signature)  (Date) 

 

______________________________________________________ 

(Authorized Church Official) 
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Useful Tool #4-4:  Alcohol Use Policy  

 

Parish of ____________________________________________Alcohol Use Policy 

 

The Parish of ________________________________________ seeks to welcome and minister 

to all God‘s people. Therefore, we purposefully regulate alcohol use. Church volunteers must 

never be alcohol impaired and the use of alcohol is not permitted when engaged in church 

work. No alcohol may be served when church business is being conducted, including vestry, 

church committees, and diocesan affairs 

Responsible alcohol use or abstinence is required at all church functions. If alcohol is being 

served in any parish building, on parish grounds, or at a parish function held at a non-church 

facility, Organizers are required to ensure that responsible adults oversee the service of alcohol 

beverages to ensure compliance with this policy. The following conditions must ALL be met: 

1. Written permission of the wardens must be obtained prior to the event 

2.  Moderation must be practised in both serving and consumption 

3.   All civil laws regarding alcohol must be adhered to including serving minors 

4.  A non-alcoholic alternative must be as readily available and served in as an attractive a 
manner as the alcoholic option 

5. All food or drink containing alcohol must be clearly labelled as such 

6.  The offering of alcohol at an event may not be advertised or promoted. 

When any non-church group using church facilities wishes to serve alcohol at a function, the 

group’s organizers must commit in writing to adhere to #1 to #5 above inclusive as well as 

providing proof of applicable insurance as well as signing the following statement:   

 

Alcohol Use Policy Adherence Statement 

I/We, __________________________________________ hereby commit to adhere to the 

Alcohol Use Policy of the Parish of _____________________________ while using the facilities 

of the Parish of _______________ and agree to fulfill the following conditions: 

1. Written permission of the wardens must be obtained prior to the event 

2.  Moderation must be practised in both serving and consumption 

3.  All civil laws regarding alcohol must be adhered to including serving minors 

4.  A non-alcoholic alternative must be as readily available and served in as an attractive as 
manner as the alcoholic option 
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5. All food or drink containing alcohol must be clearly labelled as such and furthermore, agree 

to indemnify the Parish of _______________________________ and the Diocese of 

________________________________________against any loss, liability, or claim resulting 

from the service of alcohol by myself/ourselves on the premises of the parish 

of___________________________________________________ . 

 

__________________________________          _________________________________  

 Signature Witness 

 

_________________ 

Date 

 

Copy of applicable insurance must be attached 
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Useful Tool #4-5:  Hot Work Permit 

 

CHECK LIST

 

Fire Protection 

□ Where sprinklers are installed they are operative? 

□ A trained person not directly involved in the work will keep continuous fire watch until 1 

 hour after completion of work 

□ Two fire extinguishers or a fire hose is readily available with personnel trained in their use present  

□ Personnel are aware of escape routes and how to raise alarm  

Safe Space (within 10 meters of work) 

□ Combustible materials cleared from space or where necessary covered with non-

 combustible material 

□ Flammable liquids removed from area 

□ Floors swept clean 

□ Combustible floors covered with non-combustible protection 

□ Non-combustible protection provided for walls, partitions, ceilings and openings through 

 which sparks can pass  

□ Combustible material removed from other side of walls if heat could be conducted 

 through wall 

□ Enclosed containers such as tanks or dust collectors emptied and checked for flammable 

 vapours or dust 
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Equipment 

□ Equipment to be used checked and found in good repair 

□ Gas cylinders properly secured 

 

PROPOSAL 

(To be completed by contractor or person in charge of carrying out the work) 

Site  _______________________________________________________________________________  

Exact Location of work  ______________________________________________________________  

Description of Work  ________________________________________________________________  

The Check List for this Work has been complied with as indicated 

Signed_____________________________ by Name (Printed)  ______________________________  

Date___________________________________ Position  ____________________________________  

Business Name of Contractor (if applicable)  _______________________________________________  

 

AGREEMENT 

(To be completed by person acting on behalf of congregation) 

This Hot Work Permit is issued subject to the following conditions: 

Time of Issue_____   ______   _______   _______Time of Issue______   _______   _______   _______ 
   Hour Day Month Year Hour   Day           Month          Year 

 

A final fire check shall be made but not before __________am/pm 

Additional conditions required ___________________________________________________  

 

Signed________________________________ by Name (Printed _____________________________  

  

Date________________________________Position  ______________________________________________  

 

Official Name of Congregation (if applicable) 

 __________________________________________________________________________________  
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COMPLETION OF WORK 

(To be completed by contractor or person in charge of carrying out the work before returning 

permit to issuer) 

The work area and all adjacent areas to which sparks and heat may have spread have been 

inspected and found to be free of fire following completion Contractor of work 

Time of Inspection ______    ________     ________    _______ 
                                   Hour             Day               Month           Year                            

 

Signed______________________________ by Name (Printed) _______________________________ 

 

Date________________________________Position ________________________________________ 

 

Business Name of (if applicable) _______________________________________________________ 
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Useful Tool #4-6:  Rectory Check List 

To be conducted before the new clergy person takes up residence and then annually on the 

anniversary of that. 

 

Electrical 

1.  Has the house been inspected by a licensed electrician within the last 5 years?         Yes □ No □ 

2.  Has any defective wiring or equipment been brought up to code? Yes □ No □ 

3.  Are electrical panels clear (at least one metre) of any obstructions? Yes □ No □ 

4.  Are there adequate working electrical outlets both interior and exterior?                    Yes □ No □ 

Heating 

5.  Has the heating system been inspected by a licensed contractor within last year?     Yes □ No □ 

6.  Is the furnace/water heater clear of all combustible materials/ flammable liquids? Yes □ No □ 

7.  Are there up-to-date fire extinguishers near all sources of flame? Yes □ No □ 

8.  If there are sprinklers have they been inspected and tested in the last year? Yes □ No □ 

9. Are there smoke/carbon monoxide detectors on all levels? Yes □ No □ 

10. If using an oil tank for fuel has it been checked in the last 6 months? Yes □ No □ 

11. Are all signs of leakage or spills reported to fuel supplier immediately?  Yes □ No □ 

12. Are all chimneys clear and in good condition? Yes □ No □ 

Entry/Exit 

13. Can all doors and windows be securely locked.? Yes □ No □ 

14. Do all doors and windows provide adequate security? Yes □ No □ 

15. Are all doors and windows weatherproof and draught-resistant? Yes □ No □ 

16. (Initial inspection only) Are all locks changed and 3 sets of new keys given to the 

new clergy resident with one set remaining with a warden or other responsible 

parish leader?  Yes □ No □ 

Outdoors 

17. Are sidewalks level and in good condition?  Yes □ No □ 

18. Are roofs of all buildings in good repair? Yes □ No □ 

19. Is the grass mowed and trees and shrubs trimmed? Yes □ No □ 
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20. Is there adequate exterior lighting? Yes □ No □ 

21. Are the steps in good repair? Yes □ No □ 

22. Are basement windows secure and burglar proof?                                                          Yes □ No □ 

23. If there are children, does the yard provide a safe play space?              Yes □ No □ 

Indoors 

24. Are the stove, fridge and dishwasher (if provided) reasonably modern, in good condition  

and of adequate size?  Yes □ No □ 

25. Is the water heater an adequate size for the number of inhabitants? Yes □ No □ 

26. Is there a properly installed hot water drain pan?  Yes □ No □ 

27. Is the water heater 10 years old or more? (water heaters over 10 years old Yes □ No □ 

need to be replaced) 

28. Are stoves and other appliances properly installed? Yes □ No □ 

29. Are the kitchen cupboards clean and in good condition?  Yes □ No □ 

30. Are window coverings clean and in good condition?  Yes □ No □ 

31. Are all floors (lino, laminate, carpet, tile, baseboards) clean and in good 

condition? Yes □  No □ 

32. Are bathroom fixtures in good condition without cracks or dents?   Yes □ No □ 

33. Are all toilets properly installed and without leaks?  Yes □ No □ 

34. Are tub surrounds in good condition and leak-free? Yes □ No □ 

35. Are shower rods secure?  Yes □ No □ 

36. Is the house free of mould?  Yes □ No □ 

37. Are stair railings secure and in good condition?                                                          Yes □ No □ 

38. Is the basement dry?                                                                                                               Yes □ No □ 

39.  Are there any signs of water leaks or water damage?                                               Yes □ No □ 

Miscellaneous 

40. Is there a signed rectory agreement with the clergy person? Yes □ No □ 
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Remedial Action Required? 

1. 

 

 

 

2.  

 

 

 

3.  

 

 

 

4. 

 

 

 

5. 
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Useful Tool #4-7:  Sample Covenant Agreement for Rectory Use 
 

This Covenant Agreement is made on:   ______________________    ______   ______________ 

 (Month) (Day) (Year) 

 
BETWEEN Parish of __________________________________________ referred to as the “Parish,” 
 
whose address is _________________________________________________________________- 
 
AND       [Name of the Clergy] _____________________________________ referred to as the “Resident”  
 

whose address is ________________________________________________________________ 

 
1. Premises: The Parish hereby provides to the Resident and the Resident hereby accepts from 

the Parish as part of an overall compensation agreement, the following described premises:  

The property known as The Rectory of ______________________________________________  

 (Name of the Church) 

located at _____________________________________________________________________ 

 
2. Term: This agreement is in effect as long as the Resident is employed according to his or her 

appointment to the parish. In the event of the termination of the appointment, the 

Resident will be required to vacate the premises in accordance with diocesan canons and 

regulations.  

 

3. Use: The premises are to be used and occupied only for the sole purpose of being a single-

family residence. The Resident will not, and will not allow others, to occupy or use the 

premises or any part thereof for any purposes other than as specified. 

 

4. Repairs and Care: The Parish will ensure that the premises are in good condition and state 

of repair before the Resident takes up occupancy. The Resident shall maintain the premises 

in good condition and state of repair, wear and tear from a reasonable use thereof, and 

damage by the elements not resulting from the neglect or fault of the Resident, excepted.  

 
If, at the conclusion of the appointment, the Tenant leaves any personal possessions in the 

property, the Parish may deal with such possessions as the Parish sees fit. 

 

The Tenant shall: 

a) Be liable for the cost of repairing all damage caused by the Resident’s act or neglect. 

This includes damage caused by the Resident’s family.  

b) Promptly notify the parish of conditions that need repair. 

c) Take good care of the property and all equipment and fixtures in it. 

d) Obey any written instructions of the parish for the care and use of the appliances, 

equipment and other parish property in the property. 

e) Keep the property as clean and safe as possible. 
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f) Use all electric, plumbing and other facilities safely. 

g) Do nothing to cause a cancellation or an increase in the cost of the parish’s fire or 

liability insurance. 

 

5. Alterations and Improvements:  No alterations, additions or improvements shall be made 

without prior permission from the parish. 

 

6. Liability Insurance: The Resident, at the Resident’s own cost and expense, shall obtain or 

provide and keep in full force a tenant insurance policy including both property damage and 

general liability coverage limits of not less than $250,000 for property damage, $500,000 for 

injuries to one person and $1,000,000 for injuries to more than one person in any accident 

or occurrence of the term hereof or of the date when the Resident shall enter in possession, 

whichever occurs sooner. The Resident shall provide and continue to provide the parish 

with current written proof of such coverage. 

 

7. Inspection and Repair: The Resident agrees that the parish and the parish’s representatives, 

shall have the right to enter into and upon the said premises or any part thereof, upon 

reasonable notice, for the purpose of examining the same or making such repairs or 

alterations therein as may be necessary for the safety and preservation thereof. 

The Resident must notify the Parish if the property will be vacant for ten (10) days or more 

and will arrange for the property to be checked at least every 48 hours and in the event of 

cold weather every 24 hours. In case of an emergency or the Resident’s absence, the Parish 

may enter the premises without the Resident’s consent.   

8. Property Inspection: There shall be an annual inspection of the property by a representative 

or representatives of the parish in the presence of the Resident for the purpose of ensuring 

that the property is well maintained and identifying any areas requiring remedial action. 

9. Adherence to Canons and Regulations: The parish and the Resident agree to adhere to any 

and all diocesan canons and regulations regarding clergy housing that shall be in effect from 

time to time.  

Agreed to and signed by 

The Parish of ___________________________________________________________________ 

 

___________________________________________                  ___________________________ 

 Signature Date 

 

The Resident (Name)____________________________________________________________ 

 

___________________________________________                   __________________________ 

 Signature Date 
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Useful Tool #4-8 - Sample Agreement for Rectory Rental 
 

LEASE AGREEMENT FOR RECTORY 
 
This Lease Agreement is made on ______________________    ______   ______________ 

 (Month) (Day) (Year) 

 
BETWEEN 
 
Diocese of _____________________________________________________________________ 
 
whose address is 
 
_____________________________________________________________________________- 
 
referred to as the “Landlord,” 
 
AND 
 
Name of the Tenant: 
_____________________________________________________________ 
 
whose address is 
 
______________________________________________________________________________ 
 
referred to as the “Tenant.” 
 
1. Premises. The Landlord hereby leases to the Tenant and the Tenant hereby rents from the 

Landlord, the following described premises: 
 
The property known as The Rectory of:   _____________________________________________ 
 (The Name of the Church) 
 
located at _____________________________________________________________________  
 
2. Term. This Lease is for a term of one (1) year commencing on  

______________________    ______   ______________ 

 (Month) (Day) (Year) 

and ending on  

______________________    ______   ______________ 

 (Month) (Day) (Year) 
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If the Diocese requires the premises for the housing of clergy, the Landlord may terminate 
this Lease by providing a minimum of sixty (60) days notice. This lease may be renewed or 
extended by mutual consent. 

 
3. Use. The premises are to be used and occupied only for the sole purpose of being a single-

family residence. The Tenant will not, and will not allow others, to occupy or use the 
premises or any part thereof for any purposes other than as specified. 

 
4. Rent. The Tenant agrees to pay rent at the rate of $____________per month, due on the 

first day of each month. The first payment of rent and any security deposit is due upon the 
signing of the Lease by the Tenant. If the Tenant does not pay the rent within sixty (60) days 
after it is due, the Tenant will be considered to be in default of the Lease and may be 
evicted.  

 
5. Security Deposit. The Tenant has made a security deposit of $_____________ with the 

Landlord as security that the Tenant will comply with all the terms of this lease. If the 
Tenant complies with the terms of this lease, the Landlord will return this deposit within 
thirty (30) days after the end of the lease, including any extension. The Landlord may use as 
much of the deposit necessary to pay for damages resulting from the Tenant’s occupancy. If 
this occurs prior to the lease termination, the Landlord may demand that the Tenant 
replace the amount of the security deposit used by the Landlord.  Interest on the security 
belongs to the Tenant. All damages, cleaning services, late charges, utility fees and/or 
expenses not paid to date will be netted out against the security deposit. The Landlord will 
provide documented proof of the cost of any such work.  

 
6. Repairs and Care. The Tenant shall maintain the premises in good condition and state of 

repair, and at the end or other expiration of the term hereof, shall deliver up the rented 
premises in good order and condition, wear and tear from a reasonable use thereof, and 
damage by the elements not resulting from the neglect or fault of the Tenant, excepted.  

 
 The Tenant shall be responsible for all operating expenses for the subject property together 

with all utilities (including water and sewer) and operating costs, costs of snow removal, 
lawn care, cleaning and maintenance 

 
 If upon conclusion of the lease the Tenant leaves any personal possessions in the property, 

the Landlord may deal with such possessions as the Landlord sees fit. 
 

The Tenant shall: 
a. Be liable for the cost of repairing all damage caused by the Tenant’s act or neglect. This 

includes damage caused by the Tenant’s family.  
b. Promptly notify the Landlord of conditions that need repair. 
c. Take good care of the property and all equipment and fixtures in it. 
d. Obey any written instructions of the Landlord for the care and use of the appliances, 

equipment and other personal property in the property. 
e. Keep the property and any other part of the building used by the Tenant as clean and 

safe as possible. 
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f. Use all electric, plumbing and other facilities safely. 
g. Do nothing to cause a cancellation or an increase in the cost of Landlord’s fire or liability 

insurance. 
 

7. Alterations and Improvements. No alterations, additions or improvements shall be made 
without prior written permission from the Landlord. 

 
8. Signs. The Tenant shall not place nor allow to be placed any signs, upon, in or about the said 

premises, except as may be consented to by the Landlord in writing. 
 
9. Compliance with Laws etc. The Tenant shall promptly comply with all applicable federal, 

provincial and municipal laws, bylaws, regulations, requirements and directives. Tenant 
shall be responsible for the installation and maintenance of all smoke alarms, fire alarms, 
extinguishers as required by governmental and/or insurance regulations. 

 
10. Assignment and Subleasing. The Tenant may not, without the written consent of the 

Landlord, assign, mortgage or use as collateral this lease.  
 
11. Liability Insurance. The Tenant, at Tenant’s own cost and expense, shall obtain or provide 

and keep in full force a tenant insurance policy including both property damage and general 
liability coverage limits of not less than $250,000 for property damage, $500,000 for injuries 
to one person and $1,000,000 for injuries to more than one person in any accident or 
occurrence of the term hereof or of the date when the Tenant shall enter in possession, 
whichever occurs sooner.  The Tenant shall provide and continue to provide the Landlord 
with current written proof of such coverage. 

 
12. Indemnification. The Tenant also agrees to and shall hold harmless and indemnify the 

Landlord from and for any and all payments, expenses, and costs, and from and for any and 
all claims and liability for losses or damage to property or injuries to persons occasioned 
wholly or in part by or resulting from any acts or omissions by the Tenant or the Tenant’s 
agents, employees, guests. 

 
13. Fire and Other Casualty. In case of fire or other casualty, the Tenant shall give immediate 

notice to the Landlord.  If the premises shall be partially damaged by fire, the elements or 

other casualty, the Landlord shall repair the same as speedily as practicable, but the 

Tenant’s obligation to pay the rent hereunder shall not cease. If, in the opinion of the 

Landlord, the premises are so substantially damaged as to render them untenantable, then 

the rent shall cease until such time as the premises shall be made tenantable by the 

Landlord. However, if, in the opinion of the Landlord, the premises are so substantially 

damaged that the Landlord decides not to rebuild, then the rent shall be paid up to the time 

of such destruction and thenceforth this Lease shall come to an end. However, the 

provisions of this clause shall not become effective or be applicable, if the fire or other 

casualty and damage shall be the result of the carelessness, negligence or improper conduct 

of the Tenant or the Tenant’s family guests or agents. In such case, the Tenant’s liability for 

the payment of the rent and the performance of all the covenants, conditions and terms 

hereof on the Tenant’s part to be performed shall continue and the Tenant shall be liable to 
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the Landlord for the damage and loss suffered by the Landlord. If the Tenant shall have 

been insured against any of the risks herein covered, then the proceeds of such insurance 

shall be paid over to the Landlord to the extent of the Landlord’s costs and expenses to 

make the repairs hereunder, and such insurance carriers shall have no recourse against the 

Landlord for reimbursement. 

 

14. Inspection and Repair. The Tenant agrees that the Landlord and the Landlord’s 

representatives, shall have the right to enter into and upon the said premises or any part 

thereof, upon reasonable notice, for the purpose of examining the same or making such 

repairs or alterations therein as may be necessary for the safety and preservation thereof. 

 

The Tenant must notify the Landlord if the Tenant will be away for ten (10) days or more.  In 

case of an emergency or the Tenant’s absence, the Landlord may enter the premises 

without the Tenant’s consent.  

 

15. Dogs and/or Other Pets. The Tenant shall not keep any dogs, cats, or other livestock on the 

premises without the written consent of the Landlord 

 

Agreed to and signed by 

 

The Diocese of _________________________________________________________________ 

 

______________________________________________                           ____________________ 

 Signature Date 

 

The Tenant  (Name)______________________________________________________________ 

 

______________________________________________                           ____________________ 

 Signature Date 

 

By:  __________________________________________________________________________ 

 (NNN, Warden) 

By:  __________________________________________________________________________ 

     (NNN, Tenant) 
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MODULE #5 Keeping Up on Employment Issues  
 

It is important to remember that the government and the courts treat the Church in the same 

way it treats any other organization or institution when it comes to the application of 

employment law. Parish leadership need to be familiar with and adhere to the current 

employment laws and policies of the province in which the parish is located along with any 

applicable federal legislation.  

 

Case Study 

The rector, wardens, and vestry of the parish of St. Timothy by the Meadow decided that they 

needed to hire an assistant minister. Because of a smoldering ideological dispute with the 

previous bishop, the parish leadership opted not to follow the hiring process mandated by the 

diocese. They located what they considered to be an ideal candidate in Rev. Swendley who was 

an ordained minister in a denomination not in communion with the Anglican Church. The parish 

leadership met with Rev. Swendley, gave him a vague description of what his responsibilities 

would be, agreed upon a salary and a start date. Rev. Swendley resigned from his current 

position, put his house on the market and engaged a mover, At this point the parish informed 

the bishop who refused to license or appoint Rev. Swendley. The parish decided to circumvent 

the situation by naming him as program director for the parish while actually working as 

assistant minister. However, a number of senior parishioners objected because he wasn’t 

authorized by the bishop. This led to a confrontation at the AGM. The peoples’ warden and 

most of the vestry were not re-elected. The new leadership decided to terminate Rev, 

Swendley’s position and gave him a month’s notice. He sued for wrongful dismissal and breach 

of contract. Because the parish had not gone through the required diocesan hiring procedure 

the insurer denied coverage. The dispute dragged on for two years, badly tarnishing the parish’s 

reputation. An out of court settlement was finally reached which cost the parish $200,000.00 in 

settlement, $60,000.00 in legal fees, and its reputation was left in tatters.  
 

With careful attention to labour law and diocesan policies this could have been avoided 

 

Taking Protective Action 
 

Importance of Clear Employment Contracts 

Advertising - when advertising a position, it is important that: 

 the position be clearly identified 

 the time requirement e.g., full-time, part-time, casual, permanent be stated 

 the qualifications required be stated 

Screening - before hiring there should be: 

 criminal and vulnerable sector records check 

 reference checks 

 interview with candidate clarifying the applicant’s expectations as well as those of the 

employer 

Appointment - when making an appointment it is important that: 
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 there be a detailed letter of appointment or formalized contract indicating what the 

individual is expected to do and equally important what is he or she is expected not to do, 

who the individual is responsible to, how he or she reports, what the remuneration 

(including benefits) is and how it is paid, what the confidentiality requirements are as well 

as constitutional, canonical or other expectations, how long the appointment lasts and can 

it be renewed as well as conditions for termination 

 there be a probation period during which employment can be terminated in accordance 

with applicable provincial labour law.  

Useful Tool #5-1 provides an example of a letter of appointment 

 

Annual Reviews 

Every year the parish leadership should meet with each employee to review the expectations 

outlined in the letter of employment, list identifiable successes and challenges, identify possible 

problem areas, and set goals and strategies for the coming year. The annual review may 

indicate expectations outlined in the letter or contract of employment are no longer applicable. 

In such case, it may be desirable to add an addendum to the original indicating what changes 

have been agreed to. It is critical that any changes be mutually agreeable, and both indicate in 

writing that they are in agreement. If the changes are substantial, the employer and the 

employee may agree to a complete re-write of the contract. The employee must not in any way 

be coerced to agree to any changes. It is helpful to have a third party who has no vested 

interest take part in the renegotiation and sign off on the final agreement. This can help 

enhance the transparency and integrity of the process.  

 

Pastor vs Employer 

The clergy often find themselves wearing a variety of hats as they perform their duties in the 

parish. One of the most complicated is the relationship between being a pastor and being an 

employer.  

If the parish has employees such as a secretary, janitor, organist, etc., the parish priest is often 

placed in the position of being that person’s supervisor. As such there are certain legal 

responsibilities. The employer needs to follow provincial labour laws and treat the employee 

accordingly. Clergy often find themselves called upon to act in accordance with a different set 

of expectations which are usually pastoral in nature. The two can on occasion conflict with each 

other, or at the very least, be focussed in different areas. This can create significant problems in 

the event of an employment dispute or legal action. 

When dealing with employees, including assistant clergy, the rector needs to make a clear 

decision about whether his or her role will be as employer or as pastor. If it is as employer, then 

it is important to find some other competent person to fulfill the pastoral role. If it is as pastor, 

then it is important to find some other competent person who will fulfill the employer role. All 

parties concerned then must be informed about which role the clergy are playing in this 

situation. 
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Useful Tool #5-1:  Sample Letter of Appointment 
 

I am pleased to offer you the position of Administrative Assistant for the Parish of 

____________________________________________________ effective ________________________ 
 

This position requires you to provide administrative assistance to the rector, wardens, and vestry by 

fulfilling the following duties 

 Maintain up-to-date minutes of vestry, annual general meeting, other congregational meetings, and 

the resolutions register 

 Maintain up-to-date parish list 

 Pick up mail on regular basis and maintain mail register 

 Prepare weekly bulletin at direction of rector. 

 Order supplies as directed by treasurer 

 Prepare any reports required by vestry 

 Maintain link with synod office  
 

You will not deal with any financial matters other than to deliver to the treasurer any money received 
through the mail. 

 

You will not offer pastoral counselling or advice to parishioners or others 
 

You will maintain a neutral position on parish issues, unless the matter has resolved through action of 
vestry 
 

You will be accountable to rector’s warden, reporting to vestry. 
 

Compensation will be $15.00 per hour up to a maximum of 10 hours per week based on daily time use 

sheets presented to the rector’s warden on the 25th of each month. Only statutory benefits will be 

provided. Holiday pay will be added to each pay period at the rate of 1/26 of gross pay for that period.  

Adherence to the parish confidentiality agreement is required 

This appointment shall be in effect for one year and may be renewable. It may be terminated by either 
party with one (1) months’ notice.  

There will be a two-month probation period beginning _______________ during which time this 
appointment may be terminated with one (1) weeks’ notice.  

Sincerely,  

Acceptance of Appointment 

I hereby accept the terms of this appointment as Administrative Assistant for the Parish _____________ 

for the period _________________________ to___________________ inclusive, and I agree to abide by 

the constitution, canons, and policies of the Diocese of_____________________ and the bylaws of the 

Parish of __________________________ which shall be in effect from time to time 

___________________________________________ ___________________________ 

 Signature Date 
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MODULE #6:  The Wise Care of Volunteers  
 

Every Christian, by virtue of his or her baptism, has a vocation to serve others. This can include 

visiting the sick, elderly, and shut-ins. It can include caring for the young, the disabled and the 

lonely. It can mean acting as an advocate for those who cannot speak for themselves. All these 

things, mandated by our Lord Jesus Christ Himself, form an integral part of our individual faith 

journeys and require no special licensing or authorization from the Church as an institution.   

The Church itself relies very heavily on volunteers without whom many programs would falter 

or fail, opportunities would be missed, initiatives would never get off the ground, and the daily 

life of worship, fellowship, and service would grind to a halt.  

However, when an individual speaks or acts on behalf of the local church, the church as 

institution can become liable for that person’s actions. 

Case Study  

Sam, a cradle Lutheran, had always wanted to be a pastor. At one point he tried to seek 

ordination but based on the references from the pastor and board, the seminary denied him 

entry. After a few years he left his home congregation and began attending St Monica’s 

Anglican parish. He became an enthusiastic member and was always the first to offer when 

help was needed. If he heard anyone was in the hospital he would visit. Out of his own funds he 

bought little gifts for the patients and even had a card made up. He wanted St. Monica to get 

the credit for his good works, so he had the card say: ‘A gift and a visit from St. Monica’s 

Anglican Church.’ One of the patients he visited confided to him that she and her husband were 

having a very difficult time. He was unfaithful and had a violent temper. Sam continued to meet 

with her after her discharge from the hospital and convinced her that leaving her husband was 

the best course of action. When she told her husband, he reacted badly, struck her breaking her 

arm. After several months the couple reconciled and began to blame Sam for their troubles. 

They decided to sue him, accusing him of providing counselling without qualification, and also 

named St. Monica’s based on the fact that he portrayed himself as a visitor from the parish and 

even had a card that stated as much. The parish argued that he was not authorized to represent 

the parish.  However, St. Monica did not have any policy or procedures to manage volunteers or 

to determine who could or could not act on behalf of the parish. The parish was found 

vicariously liable and was ordered to pay damages of $120,000.  
 

With proper volunteer recruitment, training, and supervision, this could have been avoided. 

 

Taking Protective Action  
The Church, if it has potential responsibility, must also have authority to regulate or control.  

There must be a way in which the public and other authorities are able to determine if an 

individual is acting on his or her volition or that of the Church. The easiest and most explicit way 

to do this is to have a system of licensing or authorization. An effective way of doing this is by 

providing a Certificate of Ministry (see Useful Tool #6-1). 
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Job Description/Terms of Reference 

It is important that before any certificate of ministry is issued there be a clear job description 

for that ministry, that the individual understands the expectations, receives training, and is 

committed to upholding church policy and procedures. 

Every job description must include as a bare minimum the following items  

 Mandate:  What is the purpose of the proposed ministry? 

 Duties:  What is the individual expected to do and equally important what is he or she 

expected not to do? 

 Accountability:  Who is the individual responsible to for this ministry and who does he or 

she report to? 

 Remuneration:  Does the individual receive any compensations including payment of 

expenses? 

 Confidentiality:  Is there any requirement for confidentiality and if so what? 

 Adherence:  What are the constitutional, canonical or other expectations? 

 Appointment Period:  How long does this appointment last and can it be renewed? 

Useful Tool #6-2 provides an example of a job description  

Role Differentiation 

One of the features of working for the Church, either as employee or volunteer is that we get 

intimately involved in the lives of the people we are ministering to. This can mean that we are 

often asked to undertake significant and often sensitive tasks for people. This has the potential 

to create significant conflict of interest situations as well as creating awkward social situations. 

The following are areas of concern: 

1. Being asked to become executor of a will for an individual. Unless there is a direct 

connection such as being a family member, it is best to decline such a request. It would be 

better to refer the individual to a trusted professional and assist them in making that 

contact if necessary. 

2. Being asked to assist in making a major donation or bequest. This can lead to accusations of 

exerting undue influence on an individual especially if the person is elderly or vulnerable.  It 

would be much better in such a situation to express appreciation to the individual and help 

them contact an independent professional who could help them carry out their wishes. 

3. Being expected to provide counselling that is beyond one’s scope. For example, certified 

clergy can provide pastoral counselling but not legal or financial. Lay volunteers unless 

certified should not provide any counselling. Clergy who are not formally certified should 

not advertise that they provide pastoral counselling but rather pastoral care. 

4. Being drawn into family disputes. When we are providing a sympathetic ear, there is often 

the temptation to allow ourselves to be recruited as an ally with the person we are listening 

to, against their adversary. 

Every parish should provide regular training for volunteers in this area. Such training should 

include: 

 Definition of pastoral counselling vs other types 
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 Role of the pastoral visitor 

 The art of referral 

 Avoiding triangulation 

 Who to turn to for advice and counsel when situations arise. 

 

Volunteer Management  

Church organizations from the national to the local level could not function without the hard 

work and skills of dedicated volunteers. At the same time, inappropriate behaviour by a few of 

those volunteers can cause significant disruption within the church as well as have the potential 

for expensive time-consuming lawsuits which may involve personal liability to the officers 

(clergy, wardens) and directors (vestry or parish council) of the church. To minimize risk and 

ensure that volunteering is a positive experience both for the volunteer and the parish, a 

volunteer management program is essential.   

Many parishes find it difficult to find enough volunteers to cover all the tasks that they consider 

necessary. This gives rise to an attitude that says the only qualification is a willingness to 

undertake the task. Unfortunately, pedophiles and others with less than admirable motives are 

aware of this and often take advantage of the situation. Therefore, it is critical that every parish 

have defined protocols for the recruitment, selection, training, and supervision of all 

volunteers. Larger parishes with more resources can naturally engage in more elaborate 

systems. This resource provides only the minimal requirements. 

Starting the Process 

A.  Determine the Task  

Define exactly what it is that needs doing. Put it in writing. Useful Tool #6-2 provides two 

sample volunteer job descriptions  

B.  Determine the Qualifications needed to do the work 

Make a list of what it would take to successfully fulfill the task including training such as 

computer knowledge, and administrative skills as well as personal traits such as ability to 

work in a team, outgoing and friendly, and attitude toward authority.  

C.  Determine the Time Line 

Decide when the task is to begin, the number of hours expected, deadlines, and when the 

task will be completed. This is a critical area. Far too often when people volunteer for a 

position without an end date, they either end up feeling trapped or develop an unhealthy 

sense of exclusive ownership. 

D.  Advertise the Task  

Based on A-C above write up a job description for the task. Then advertise it in the way(s) 

most likely to attract volunteers. This could include announcements in church, an ad in the 

parish newsletter or on the parish website, or direct invitation. In all cases, it must be made 

clear that volunteering does not necessarily mean an appointment and that ALL volunteers 

are required to go through a standard screening process.  

Screening  

Screening of volunteers should reflect the level of trust expected of the volunteer as well as the 
degree of risk involved.   
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a. Basic Volunteering (no formal background check required) 
This level includes those tasks which do not require that the volunteer be engaged directly 
with children or vulnerable adults. Nor is there any access to church funds or confidential or 
sensitive information. This type of volunteering includes such things as belonging to the 
choir, altar guild or a bible study group. It also includes church cleaning, yard maintenance, 
reading in church, and preparing and serving food.  

 
b.  Administrative Volunteering (Criminal Record Check) 

This level involves tasks dealing with the finances or administration and includes positions 
such as treasurer, secretary, or receptionist.  

 
c.  Direct Ministry Volunteering (criminal record and vulnerable sector check) 

This level applies to all volunteers who while in a position of trust may be in direct contact 
with persons under 18 years of age or vulnerable adults (including those who may be 
temporarily vulnerable). 
 

Useful Info 
Reasons for rejecting volunteer applicants include:  

 They pose a danger to others or the community 

 They are unable to commit to the time required 

 They do not have the required skills for the position 

The Volunteer Information Sheet 

When an individual is volunteering for the first time, it is important that that person provide 
some basic information such as contact information, interests, reasons for volunteering, and 
what his or her faith journey is like. Useful Tool #6-3 provides a sample volunteer information 
sheet. A volunteer information sheet is more useful than requesting such information during 
the interview in that it should be more accurate and can be kept as part of the parish records. 
When requesting personal information, please always ensure that you are adhering to the 
current privacy laws of the jurisdiction in which you are operating. 
 

The Interview 

When a person is potentially taking on a new volunteer position, a personal interview is an 
important part of the screening process. Such an interview may be as formal as a structured 
session in the office or before a committee or the vestry. On the other hand, it may be as 
informal as a chat over coffee with the prospective volunteer and a couple of members of 
vestry. In any case the interview must provide the following opportunities: 
1.  Sharing your organization’s vision, goals, and structures. 
2. Learning more about what motivates the individual, what his or her attitude, experience, 

values and expectations are. 
3.  Providing clarification on both sides which can prevent misunderstandings and hurt feelings 

later. 
 
As soon as possible after the interview, the interviewers should record the main points of the 
interview along with their impressions.  
 



Ensuring Sustainability v-2  January 2018 Page | 71  

Background Checks  

Criminal record checks are essential when doing background checks. 

A Criminal Record Check verifies whether an individual has a criminal record and provides the 

detailed information that can legally be disclosed. This check is required for any individual who 

is working with the finances of the parish. Such positions should require that a volunteer be an 

active member of the parish for at least three (3) months before being considered for 

appointment. 

A Vulnerable Sector Check in addition to the information provided by the regular Criminal 

Record Check, provides information concerning any pardoned sex offences. This check is 

required for any volunteer who will be in direct contact with persons under 18 years of age or 

vulnerable adults or temporarily vulnerable individuals. Such positions should require that a 

volunteer be an active member of the parish for at least six (6) months before being considered 

for appointment. 

If the potential volunteer refuses or is reluctant to apply for a criminal record or vulnerable 

sector check that should be taken as a red flag. 

 

Useful Info 

In the Diocese of Qu’Appelle, with the exception of the cities of Moose Jaw and Regina, the 

normal agency which provides criminal and vulnerable sector record checks is the local R.C.M.P. 

 

Appointment 

Letter of Appointment  

When the screening process has been completed and the decision has been made to engage 

the volunteer, a letter of appointment is required. 

This letter needs to include the following: 

 Duties (both what the person is expected to do and not to do) 

 Accountability 

 Remuneration (if any and what form) 

 Confidentiality requirements  

 Term of Appointment (start date, end date) 

 Agreement to adhere to policies  

 Adherence to a Code of Conduct (See Useful Tool #6-4 for sample). 

 

Supervision  

Every volunteer MUST come under supervision. Often in a small congregation this will be the 

clergy and/or wardens. In a larger congregation, there may be another layer such as a Sunday 

School Superintendent that the teachers report to and who in turn report to the wardens. 

There must also be regular reports to the vestry, parish council or some other similar body. 
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Orientation and Re-orientation 

It is critical that all volunteers understand the environment in which they will be working. They 

need an understanding of and an appreciation for: 

 the basic structures of the organization 

 how to make and maintain links with the wider Church 

With the passage of time volunteers can often forget some of these basics therefore it is 

advisable that they be asked to sit in on the orientation from time to time. 

Training 

All volunteers should undergo a period of training. The training should be geared to the role the 

volunteer will be fulfilling. In addition, each volunteer should be familiar with parish protocols, 

especially those dealing with bullying, sexual abuse and harassment, and how and where to 

report suspected abuse. Volunteers, as individuals, have the right to speak out on matters of 

public concern. However, they must not claim or imply that they are speaking on behalf of the 

Church unless properly authorized to do so. 

 

Evaluation  

On at least an annual basis the volunteer should be asked to sit down with the individual or 

body responsible for supervision to examine if the need for the position still exists and if so, are 

there any revisions that should be recommended. The letter of appointment should be 

reviewed, noting any areas requiring revision and paying attention to the following:  

 Duties (both what the person is expected to do and not to do). 

 Accountability 

 Remuneration (if any and what form) 

 Confidentiality requirements  

 Term of Appointment (start date, end date). 
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Useful Tool #6-1:  Certificate of Ministry 

 

Certificate of Ministry 

This is to certify that ______________________________ is hereby authorized to provide the 

ministry of _______________________________________ on behalf of  

________________________________________________________________________ Parish. 

 

This certificate is effective from this date until __________________________________ 

 

Signed__________________________________    Date______________________ 

 

Renewed: 

 

From_________________ to _________________      Signed_____________________ 
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Useful Tool #6-2:  Sample Job Descriptions  
 

CHILDREN’S CHRISTIAN EDUCATION CO-ORDINATOR 
 

Mandate:  To organize and co-ordinate the weekly Sunday School program for children ages 4-

10 
 

Duties 

1. Provide a weekly event for the months of February to November inclusive focusing on three 

areas Scripture, daily life, and relationships 

2. Maintain contact with all families with children on parish list 

3. Recommend a Christian education curriculum to vestry for purchase 

4. Co-ordinate volunteer teachers and helpers 

5. Organize annual Christmas pageant 

6. Prepare any reports required by vestry 

7. Maintain link with diocesan Christian education person  

8. Will not directly handle any parish finances 

9. Will not offer pastoral or other counselling to any member of the parish 

10. Will advise clergy of any potential pastoral issues encountered. 

Accountability:  Accountable to rector, reporting to vestry. 

Remuneration:  This is a volunteer position. 

Confidentiality:  Adherence to the parish confidentiality agreement is required. 

Appointment:  This appointment shall be in effect for one year and may be renewable. It may 

be terminated by either party with one (1) months’ notice. 
 

YOUTH LEADER 
 

Mandate:  To provide a program for the youth of the parish ages 12-16 years. 
 

Duties 

1. Provide a weekly event for the months of February to November inclusive focusing on three 

areas: Scripture, daily life, and relationships 

2. Maintain contact with all youth on parish list 

3. Promote diocesan camping program in parish 

4. Provide ‘youth moment’ in Sunday worship 

5. Prepare any reports required by vestry 

6. Maintain link with diocesan youth co-ordinator 

7. Will not directly handle any parish finances 

8. Will not offer pastoral or other counselling to any member of the parish 

9. Will advise clergy of any potential pastoral issues encountered. 

Accountability:  Accountable to people’s warden, reporting to vestry 
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Remuneration:  Compensation is an honorarium of $100 per month February to November 

inclusive 

Confidentiality:  Adherence to the parish confidentiality agreement is required 

Appointment:  This appointment shall be in effect for one year and may be renewable. It may 

be terminated by either party with one (1) months’ notice. 
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Useful Tool #6-3:  Sample Volunteer Information Sheet  

 
VOLUNTEER INFORMATION FORM  
 

Name:  _________________________________________________________________________   

 

Address:  _______________________________________________________________________   

 

City/Town: _________________________________ Province:  ____________________________   

 

Postal Code: ___________ Home Phone: ________________ Cell Phone:  ___________________   

 

E-mail Address:  _________________________________________________________________  

  

Date of Birth (optional):  ___________________________________________________________   

 

EMERGENCY CONTACT  

Please provide a contact in case of an emergency:  

Name:  _________________________________________________________________________   

Phone (Home) _________________________ Other:  ____________________________________   

Relationship to Applicant:  _________________________________________________________  

 

How long have you been a member of this parish community?  _____________________________  

 

Have you held a volunteer position with this parish before? �   Yes �   No 

If Yes, please indicate what position(s)  _______________________________________________  

  

________________________________________________________________________________ 

  

Have you held a volunteer position with another organization/parish?   Yes   No  

If Yes, please describe (including dates):  

 

 _______________________________________________________________________________   

 

 _______________________________________________________________________________   

 

 _______________________________________________________________________________   

 

Please provide contact information for your supervisor in that position   

 

 

 

 

Using the back of this sheet please briefly describe your faith journey 
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Useful Tool #6-4:  Sample Code of Ethics and Declaration 
 

PURPOSE OF THE CODE 

This code has been written to give guidance and direction to those who are involved in and 

those who are supporting lay ministries within parishes and the wider church; as we have been 

called by Holy Scripture (Ephesians 4:11-16). Lay ministries may include church school teachers, 

youth ministers, lay readers, catechists and others identified by the parish, deanery or diocese. 

The main purpose of this code is to make clear the expectations of those engaged in lay 

ministry and for those supporting it. It also outlines the expectations of behaviour for those 

engaged in ministry regarding interactions with parishioners and others. It also outlines the 

expectations around training and ongoing support. 

The code is to be used by parishes when asking volunteers to take on any ministry. It is also to 

be used to encourage ongoing training and support for ministries. In addition, it gives guidelines 

as to what to do when unhealthy conflict occurs as a result of action or inaction regarding 

ministries.  

STATEMENTS OF THOSE ENGAGED IN LAY MINISTRY 

Faith 
I believe that I am called by God, as a result of my baptism into the Christian faith, to be a 
disciple of Jesus. This discipleship is made known by taking up of the ministry which I have been 
given as a gift of the Holy Spirit and commended by the Church.  
 
I believe that God uses ministries for the building up of the Church and that God calls forth the 

people who are needed, both lay and ordained, to continue the work of Jesus in bringing forth 

God’s kingdom of justice and peace. 

I believe that the Church nurtures and guides those of us who are engaged in ministry on its 

behalf. 

Working in Partnership 

I will freely share my ministry and be able, with transparency, to explain my gift and how it 

serves the parish and/or diocese.  

I will help others to see the gifts of ministry that they too have been given by the Holy Spirit so 

that they more fully live out their callings as disciples of Jesus. 

I will support those who are also working in ministry, both lay and ordained, by praying for 

them, explaining their ministries to others, and sharing in the work of bringing about God’s 

kingdom with them. 

I will respect and be guided by the pastoral direction and leadership of the Bishop. 

Should I run into conflict with any to whom I minister, I will seek out those in leadership for 

direction and help in discerning appropriate resolution. If this does not bring resolution, I will 

consult the Archdeacon. 
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Practices 

I will treat all people as if they were Christ to me. If anyone shares a confidence with me I will 
not disclose it unless required to do so by Civil or Canon Law. 

I will share with church and legal authorities, as appropriate, any knowledge of abuse that 

comes to my attention; be it verbal, physical, sexual, or by neglect.  

I will follow the civil guidelines of the province in which my ministry resides. 

I will follow the guidelines of the Diocese regarding how I and others are to interact with 

children, youth and vulnerable persons. 

I will not misuse church funds that are given to me to support the ministry to which I have been 

commissioned and/or licensed. 

I will keep clear records and report transactions to the appropriate church authorities. 

I will not intrude upon the ministries of others. 

I will not gossip about others who are doing God’s work in the world. 

I will be clear with others about the boundaries of my ministry.  

I will appreciate the memory and work of previous people doing the ministry that I have 

undertaken and will respect those who follow me in this ministry upon leaving it. 

To the best of my ability, I will act as Christ would in the world; remembering Jesus’ 

commandment to love others as he has loved us. 

Training 

I will take the opportunities for training and continuing education that are offered to me.  

I will actively seek out times for renewal. 

I will actively seek to up-date resource materials to help me in my ministry. 

I will expect the parish to give me the necessary support, be it prayer, financial, or material 

resources, needed to carry out the ministry that I have been called to fulfill. 

I will expect the parish to give me the time I need to take up the opportunities for training. 
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DECLARATION AND OATH OF CONFIDENTIALITY FOR LAY MINISTRY 

 

THE PARISH OF ________________________________________________________________ 

 

I have been called to be a disciple of Jesus and will now take up the ministry to which I have 

been called. The Church has named my gift of ___________________________ and has given 

 me the skills and support I need to take on this ministry. 

 

I have read and understand the Code of Ethics and all that is required of me. I also understand 

that in the course of carrying out the duties of my ministry, I may be dealing with confidential 

information; except as may be canonically or legally required, I will not disclose or release such 

information to any person at any time. 

 

I will look to God, my creator, for guidance and will show Jesus to others by doing my ministry 

to the best of my ability and with faithfulness. I look to the Holy Spirit for continued guidance, 

strength and support. 

 

Person Called to Ministry  _______________________________________________________   

Clergy ____________________________________________Date ______________________  

Rector’s Warden ___________________________________Date  ______________________  

People’s Warden ___________________________________Date___________________ ____  

 

 

  



Ensuring Sustainability v-2  January 2018 Page | 80  

Useful Tool #6-5:  Activities Report 
 

Monthly Time Use Report     Parish of  ________________________________________ 

 

Name:  _______________________________________________    Month of  ___________________   

Week One                                       HOURS:      ____________ 

Activity Summary:  

 

 

Week Two                                                               _____________ 

Activity Summary:  

 

 
 

Week Three                                                        _____________ 

Activity Summary:  

 

 

Week Four                                                            _____________ 

Activity Summary:                

 

 

 

Week Five                                                      _____________ 

Activity Summary:  

 

 

_________________________________________              ______________ 

 Signature Date  

[Note:  This form can be used either for paid employees or volunteers] 
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MODULE #7:  Maintaining a Healthy Parish Lifestyle 
 

Every congregation is a community whose members are drawn together by a common 

commitment to God and to each other. They worship together. They share with each other in 

times of joy and sorrow. The faith community touches individuals at the very core of their 

being. As a result, it can be an incredibly powerful support network. Conversely if it becomes 

dysfunctional it can become the source of serious conflict. 

  

Case Study 

St. Margaret’s was a small but growing congregation. When the parish priest left for another 

appointment vestry decided to hire a parish administrator during the vacancy. Mary Sue was 

hired for the position with the understanding that her appointment might be extended when 

a new priest was appointed. It was agreed that Robert the Rector’s Warden would act as her 

supervisor. Initially all went well. Then Robert started asking Mary Sue to do small personal 

secretarial tasks for him. At first, she did not object. However, as the tasks started becoming 

more frequent and time-consuming she began to refuse.  

Robert’s attitude toward Mary Sue began to change. He began criticizing her work, seizing on 

the slightest mistake. When she was taking minutes at meetings that he chaired, he would 

treat her condescendingly, taking long pauses and asking her if she needed more time 

because she ‘wrote so very slowly’. He began telling her that she needed to dress 

conservatively and that he was sure many of the older members of the congregation were 

becoming disappointed with her deportment.  

Mary Sue complained to the People’s Warden who said she would deal with the matter but 

did nothing. Next, she wrote a letter to the vestry outlining her complaints. Again, nothing 

happened though some vestry members expressed their personal concern and support to her.  

Matters came to a head one day when Robert, looking through the bulletin for the following 

Sunday found the word Pentecost spelled Pentcost. He began to berate her, saying, “You 

stupid cow, why don’t you go back to primary school and learn to spell.” Mary Sue left the 

office in tears and the next day handed in her letter of resignation effective immediately. 

Her nephew who was a junior partner in a local law firm offered to provide her with legal 

counsel and they launched a personal harassment suit against Robert, the Peoples’ Warden, 

the Vestry, and St. Margaret’s. The parish split into a number of factions. One group stood 

solidly behind Mary Sue, another behind Robert. Another blamed the bishop for the whole 

mess because of the delay in appointing a new incumbent. Several individuals, upset with all 

the fuss, left and joined another parish. 

After eight months the suit was settled out of court. By this time the damage was done, the 

congregation was reduced to about half and St. Margaret’s had to engage a part-time semi-

retired priest. 

With anti-harassment/bullying protocols in place, this could have been avoided. 
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Taking Protective Action 

Eliminating Bullying and Harassment 

(Please note that diocesan policies take precedence over parish policies. Parish policies must not 

be in direct contradiction to any similar diocesan policy. At all times, the option to use a 

diocesan policy rather than a parish one is available) 

Bullying is a growing issue in our culture and therefore impacts the church as well. Frequently, 

people who feel powerless in other spheres in their life try to compensate by taking power in 

the church. As the Church’s influence in the wider community diminishes, bullies find fertile 

ground in the religious community, blaming the leadership for falling numbers and finances, 

attacking newcomers, and engaging in ’clergy-bashing’. 

In some cases, the clergy are the bullies seeking to meet their own needs at the expense of the 

community or trying to force the community into a mold that reflects their own personality, 

desires, and priorities. When faced with clergy bullies, the lay leadership is best advised to seek 

assistance from the church hierarchy.  

From a risk management point of view bullying is very serious. In short order, bullying can 

become harassment and open the Church to possible legal action.  

Bullying can include the following: 

 Publicly displaying offensive material 

 Verbal abuse and belittling comments 

 Unwelcome, hurtful jokes 

 Subtle or direct threats 

 Offensive gestures 

 Causing another to be isolated or ignored 

 Unwanted physical contact 

 Aggressive physical behaviour 

 Repeated behaviour which has previously been objected to. 

Anti-Bullying Policy (Useful Tool #7-1) provides an example of what an anti-bullying policy for a 

small parish might look like. This example is a much scaled down version and is intended for 

small parishes which have few resources especially in terms of personnel. Please note that 

diocesan policies take precedence over parish policies and parish policies must not be in direct 

contradiction to any similar diocesan policy. At all times, the option to use a diocesan policy 

rather than a parish is available. As well, anytime bullying is becoming an issue, parish 

leadership are encouraged to be in contact with diocesan resources for assistance.  

Sexual Misconduct Policy 

Every parish in the Anglican Church of Canada is covered by its diocesan policy. Several things, 

are important to note: 

 All employees and volunteers must sign that they have read the policy and will abide by it 

 Any suspected sexual abuse of minors or vulnerable adults must be reported to civil 

authorities immediately 
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 Every congregation has a responsibility to ensure that members are aware of the process by 

which alleged sexual misconduct can be reported appropriately 

 It is the responsibility of the parish leadership to ensure that the diocesan policy is 

operational in the parish 

 All church-related activities, including those taking place on church property by non-church 
groups, which involve children under the age of 18 years are supervised by at least two 
responsible adults who are at arm’s length to each other.  
 

Every parish should have one person designated as THE PARISH SAFETY CONTACT who would 

keep in touch with the synod office on this matter, keeping up-to-date on recent changes and 

amendments, ensuring that the policy is in force in the parish and who can act as the ‘go to’ 

person for information. 

 

Every parish should have a notice posted publicly which states something similar to the 

following: 

“In the Parish of _____________, all persons are recognized as being made in the image of 

God, redeemed by Jesus Christ, and empowered by the Holy Spirit and are to be treated with 

the respect and love that requires. 

We have a zero tolerance for sexual abuse, harassment or bullying. Anyone who is 

experiencing or knows of someone who is experiencing any of these offences, is asked to 

contact, in confidence, the parish safety contact: 

 

NAME __________________________+ CONTACT INFORMATION ______________________ 

 

Being Aware of Signs of Abuse in Children and Adolescents 

It is important that church people working with children and adolescents are sensitive to signs 

of possible abuse taking place outside the church setting. Every community has access to child 

protection professionals including social workers, police, and education specialists. Every 

congregation should arrange to have local resources conduct a training session focussing on 

recognizing signs of abuse, responding to revelations of abuse, proper responses and reporting 

procedures. 
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Useful Tool #7-1:  Anti-Bullying Policy 

 

(Please note that diocesan policies take precedence over parish policies. Parish policies must not 

be in direct contradiction to any similar diocesan policy. At all times, the option to use a 

diocesan policy rather than a parish one is available.  

The intention of this template is to provide a policy which can be easily implemented by a small 

parish with few resources in terms of personnel but still provides a way of dealing with a serious 

issue) 

Parish of ________________________________________ 

Policy Against Bullying and Harassment  

Bullying, harassment, and abuse of power are prevalent in a fallen world. However, Scripture 

admonishes us, “It shall not be so among you”. (Matthew 20:26), and that we must treat each 

other accordingly. 

The Church is called to model God’s Kingdom in the world by being a community in which all 

persons feel safe, protected and cared for. All members, by virtue of baptism, and especially 

those in leadership roles, are responsible for ensuring that our parish is that type of 

community.   

Therefore, bullying and harassment will not be tolerated. And anyone engaging in such 

behaviour will be subject to discipline, ranging from a warning, to termination of position or 

office, to being asked to leave the community. 

Church leaders, especially wardens, are encouraged to be sensitive to any potential cases of 

bullying or harassment and, if appropriate, to intervene early before serious harm is done. 

Anyone who feels that they are being subjected to bullying or harassment are encouraged to 

first speak to the individual, explain how they are feeling, and ask that the behaviour stop.  If 

that does not work, or the individual does not feel they can approach the other person, then 

they can make a complaint to the clergy, wardens, or a member of vestry, depending on who 

they are most comfortable talking to. 

When a complaint is received, there are three stages of approach. 

Informal 

1. Two members of the leadership approach the alleged offender and try to resolve the issue 

including trying to ascertain what that person’s issues or concerns may be as well. 

2. If appropriate someone trusted by the alleged offender may be engaged in this process as 

long as triangulation can be avoided. 
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Mediation 

If the informal process is not successful, the leadership brings in an outside neutral individual 

with interpersonal skills who attempts to mediate a solution with the parties involved. 

(At this point, the parish leadership should be in consultation with the diocesan bishop or his or 

her delegate). 

Formal Process 

If mediation fails, the complainant can make a written complaint with names of those involved, 

the nature of the complaint, and the timing. This complaint is to be presented to the People’s 

Warden who presents the written report to the respondent who has two business weeks to 

make a written response. 

Within one business week the Wardens will appoint a panel consisting of  

 One person chosen by the complainant 

 One person chosen by the respondent 

 One person chosen by the wardens 

 In the event that either the complainant or the respondent or both fail to appoint a 

member, the wardens shall make the appointment.  

 

Within three business weeks of being appointed, the panel meets, interviews all parties 

concerned, and makes a report including, if appropriate, recommended disciplinary action and 

presents the report to a special in-camera session of vestry for action. 

If either the complainant or the respondent is not satisfied with the results, he or she are 

encouraged to appeal to the diocesan bishop. 
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MODULE #8:  Problems of Aging 
 

Dealing with Dementia  
Dementia is broad term encompassing several disorders affecting the brain, the most common 

of which is Alzheimer’s. 

 

According to the 2011 census, almost 750,000 Canadians are suffering from some form of 

dementia. Estimates are that by 2031 this figure will rise to 1.4 million. Almost 15% of 

Canadians over 65 are affected to some degree by this condition. Since church members are 

proportionately older than the general population, the percentage of parishioners affected is 

probably much higher. 
 

Case Study 

Thomas T. was a long standing faithful member of St. David’s. He had been a warden, a lay 

delegate to diocesan, provincial and general synod. For the last twenty-five years he served as 

parish treasurer. Shortly after his 68th birthday he began to become a bit moody. He began to 

become angry over inconsequential matters. Always a person of strong opinions he became 

much more judgemental and less tactful. Newer members of the congregation began 

complaining to the wardens. Vestry tried to overlook these problems because Thomas had 

been such a faithful committed servant of the church for so many years. Even though everyone 

tried to ignore Thomas’ increasing dementia, the situation continued to deteriorate. On one 

occasion Thomas called a local contractor and asked her to replace the electric stove and water 

heater in the parish kitchen with gas ones at a cost of several thousand dollars. When 

challenged by the wardens he denied having done so, going so far as to post on the parish 

website a message naming the contractor and claiming that she was a charlatan who had taken 

advantage of the church and warning others against hiring her. The message spread rapidly. A 

number of people cancelled their contracts with the contractor who took legal action against 

the parish which cost over $75,000 to resolve.  
 

With clear accountability policies in place, this could have been avoided. 

 

Taking Protective Action  
Dealing with dementia is an extremely sensitive area which is fraught with many dangers for 

the average parish. Dementia tends to develop slowly and therefore symptoms are often not 

recognized. Some of these symptoms are mood swings, changes in personality, impaired 

judgement, and difficulty with abstract concepts such as numbers.  

 

This has serious implications for a parish, particularly a smaller one. Often people have 

occupied the same position or role for many years. They came to their position as a result of 

commitment, competence, and the ability to earn and hold the trust of others. As dementia 

begins to develop, a formerly extremely competent individual may begin to lose that 

competence. For example, a treasurer may begin to have difficulty remembering obligations 

and which ones have been met. Donations may be misplaced. Bills may be paid more than 

once. Expenditures may be made unwisely and without appropriate authority. This can result in 
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additional problems such as failure to file an accurate T3010 Registered Charity Information 

Return with Canada Revenue Agency resulting in the loss of the parish’s charitable status which 

has serious consequences not only for the parish but also for the donors involved. 

 

A warden, ACW president, Synod delegate or other persons in a similar position may respond to 

individuals in an inappropriate way, causing offense, providing inaccurate information, and 

causing members or potential members to withdraw. 

 

Individuals suffering from dementia can also begin to behave inappropriately by cursing or 

using foul language, telling inappropriate jokes, making sexually suggestive comments or 

advances, and standing too close to others or touching inappropriately.  

 

When questions are raised, the individual may become defensive and respond with anger.   Out 

of respect for the person, others may back off. As the dementia progresses, the individual may 

take more and more intensive steps to mask the symptoms and respond more and more angrily 

to any perceived challenges and resent any questions.  

 

In the past, people who were on the receiving end of this inappropriate behaviour did not take 

any action. Many today are much less tolerant and expect the parish leadership to address the 

situation and when that doesn’t happen may be prepared to turn to the courts for a resolution. 

 

By the time the parish is forced to act, serious legal and financial damage may have occurred, 

and the welfare of the parish put in jeopardy. 

 

The best way to avoid serious problems is to have the appropriate protocols in place and to 

adhere to those protocols.   

 

First, all appointments should be term appointments. This allows for a turnover in a structured 

manner which does not create what can be an adversarial situation. Many organizations require 

that there be a change after so many years in one position. This means an individual can step 

down or be removed in a more graceful manner. Furthermore, term appointments also help 

more individuals to become familiar with the requirements of any specific position. For one 

individual to remain in the same position for a decade or more is often not healthy for either 

the individual or the organization. 

 

Secondly, the annual review required of volunteers is especially critical. This provides a 

structured context in which problems can be identified and conversation initiated with the 

individual 

 

Third, financial protocols like those provided in this resource package enable the leadership to 

identify anomalies early and identify suitable remedies before any serious damage occurs. 
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Finally, other protocols such as the anti-bullying and harassment protocol can help identify 

inappropriate behaviour and provide mechanisms for resolution. However, for these protocols 

to be effective, they must be implemented and adhered to. (See Useful Tool #11-1)  
 

Visiting and Working with Parishioners with Dementia 

Often the clergy or church visitors are part of the limited contact elderly parishioners may have 

with the outside world. Indeed, in some cases they may be the only contact. Because of this 

unique relationship, they may be the first or even the only people to be aware of a problem. 

 

Working with persons who have dementia requires a high degree of sensitivity. The fact that an 

individual is suffering some degree of dementia is not always immediately obvious. As a 

consequence, there may be a number of misunderstandings without any obvious explanation 

as to what is the cause of those misunderstandings. For example, a parishioner suffering from 

dementia may tell the pastor or other church people she wants to attend church events such as 

bible study, social events, or fund-raisers but her family does not want her to be involved. At 

the same time, she may be telling family members that the church is pressuring her to 

participate in events even when she does not wish to do so.   

 

It is important when interacting with elderly parishioners to: 

1.  listen carefully to what the individual is saying and ask for clarification when necessary 

2.  note discrepancies and where possible verify from an independent source 

3.  use caution when being asked to act as an agent on behalf of the individual  

4.  maintain a collaborative relationship with family members when possible but remember 

that family members may be in denial and therefore resent any suggestion that the 

individual may be suffering from dementia 

5.  make use of parish visit reports and keep notes on interactions with both the individual and 

family members  

6.  avoid making any comments that might be construed as offering advice about medications 

or other health related issue while still allowing the individual to share feelings about failing 

health 

7. be aware of signs of physical, emotional, or financial abuse and of how and when to report 

suspicions of such abuse 

8.   be prepared to consult with medical professionals for advice and recommendations. 

 

Staff or volunteers who are working with or visiting elderly parishioners should receive training 

directed specifically to elder issues 

 

Screening and supervision of volunteers is especially important when dealing with elderly 

people.   Every provincial jurisdiction has its own definition of elder abuse. Generally speaking, 

abuse is harm done to anyone by a person in a position of trust or authority. If the victim is over 

65 years of age the abuse may be called elder abuse. 
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Abuse can be broadly categorized as follows: 

 Physical-causing pain, injury, or harm to health and well-being 

 Sexual-non-consensual sexual activity or harassing sexual comments 

 Psychological (or emotional)-infliction of mental anguish or suffering 

 Neglect-refusal or failure to provide services or necessary care 

 Financial-illegal or improper use of funds/assets of theft/fraud. 

 

Some jurisdictions make reporting of suspected elder abuse mandatory. Others do not.  

 

Elder abuse is increasingly becoming a major issue in our society and for institutions that 

interact with elderly individuals on a regular basis. 

 

Because legal requirements vary so much from province to province the most prudent action is 

to consult with knowledgeable authorities in your jurisdiction with the intent to draw up a 

policy for your congregation. This policy should include: 

 definition of elder abuse 

 legal obligation (if any) to report suspected abuse 

 steps to take if suspected abuse is in an institution 

 steps to take if suspected abuse is in private residence. 
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MODULE #9:  Maintaining Proper Financial Management  
 

One of the most important administrative tasks of any parish leadership is maintaining accurate 

and transparent finances. Donors have the right to expect that their contributions will be 

carefully and properly stewarded. Having granted parishes charitable status, the Canadian 

Revenue Agency expects accurate reports to be filed on time. While maintaining a good set of 

books may not be the most glamorous ministry it is one of the most critical and if neglected can 

result in serious problems that can threaten the very life of the parish itself.   
 

Case Study 

St. Jude, located in a town of approximately 5000 people was a parish of about 110 parishioners 

with a Sunday average attendance of 35. The parish worked hard at fund-raising. This hard 

work plus the significant generosity of a few moderately well to do parishioners enabled the 

parish to meet its obligations and employ a priest on a three quarters time basis. The long-time 

treasurer moved away, and the parish struggled to find someone to look after the books. Most 

people had a much greater interest in raising the money rather than managing it. The priest 

wanted nothing to do with the finances, feeling that would detract from his focus on ‘spiritual’ 

matters. Dennis K. the Town Administrator started attending St. Jude’s at the prompting of his 

grandmother, a highly respected member of long standing. Vestry was delighted when he 

offered to take over the job of treasurer. Because he held a responsible position with the town 

and also was treasurer for a number of other organizations and because of the respect the 

parish had for his grandmother, no one looked too closely at the books. He arranged for a credit 

card for the parish because he was busy and liked to order on line. Each year a close friend of 

his looked over the books and signed off as the auditor. Every Sunday Dennis picked up the 

offering right after service so that no one had to be bothered with counting and entering the 

funds. Everything went fine for some time. An elderly parishioner who always used cash 

sometimes complained that he was getting credit for less than he had donated. However, 

vestry put that down to senility. Because the wardens trusted Dennis they usually signed 

cheques in advance and left it for him to fill in as needed. Expenses often exceeded the 

budgeted amount, but Dennis always had an explanation. Offerings went down, especially the 

open collection. This was put down as people cutting back a bit on their giving because of the 

uncertainty of the times. About three years after taking over as parish treasurer, Dennis was 

arrested on multiple fraud charges with relation to his work as town administrator. Examination 

of the parish books indicated that that there were inappropriate expenditures in excess of 

$18,000.00. Because all the expenditures had been made with cheques signed by the wardens, 

they were considered to be authorized and therefore there was no insurance. Dennis’ 

grandmother and several family members withdrew from the parish in embarrassment. Many 

parishioners blamed the vestry and the wardens in particular and redirected their 

contributions. Within a year the congregation disbanded. 
 

With proper financial management protocols in place, this could have been avoided. 
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Taking Protective Action  
Failure to meet legal obligations established by the government can result in the cancellation of 

a parish’s registered charity designation with very serious consequences. Cancellation can 

result in seizure of assets as well as rejection of tax deductions to the donor. Each parish that 

issues charitable tax receipts is required to file a T3010 Registered Charity Information Return 

by June 30 every year. 

 

How donations are handled is very important. Donations from individuals or businesses in the 

form of cash, cheques, credit card charge, or automatic bank withdrawal are eligible for 

charitable tax receipts. These receipts, which should be numbered sequentially, must show the 

parish’s registered charity number and be clearly recorded in the parish books. 

Donations 

Donations from organizations such as other charitable organizations do NOT qualify for 

charitable receipts and should be given regular receipts.  

Receipts may be given for ‘gifts in kind’. However, the gift must be material and accompanied 

by a receipt or credible evaluation of worth. Gifts in kind do not include services.  For example, 

if someone cuts the grass regularly at the church, they can invoice the parish, be paid, then 

donate that amount and receive an appropriate charitable receipt. However, it is expected that 

they will report the amount paid to them as part of their income.  

Every parish should also have a written policy to deal with unexpected income such as 

undesignated bequests. Having a policy such as this can help prevent confusion and conflict if 

the parish receives such an unexpected gift. It is dangerous to simply include such unexpected 

income in the regular operating budget because it can create an impression that the parish is 

much healthier financially than it actually is. When creating a policy for undesignated bequests 

and other unexpected income, parishes would be well-advised to consult with the appropriate 

diocesan authorities. 

Often donors or bequests specify how the contribution is to be spent. When a congregation 

accepts a designation donation it accepts the designation along with the donation. The amount 

of the donation along with the purpose needs to be recorded and reported, including any 

expenditures, annually. 

Bookkeeping  

It is critical that each parish maintain an accurate set of books which can be examined at any 

time.  The complexity of the book-keeping system will be determined by the size of the parish.  

A very small parish may be able to use a very simple set of books while a larger parish with 

several employees and numerous programs will obviously need a more complex set. At a very 

minimum, every system must be able to produce a balance sheet as well as an income and 

expenditure report.  Inclusion of bank statements and especially credit card statements can 

also be an important monitoring tool.  

Every parish should have a budget that has been approved by the congregation at the annual 

general meeting. All expenditures should be made in the context of that budget. Each parish 
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should also have an established expenditure policy to deal with items that are outside of or 

exceed the budget. For example, a policy might require that such expenditures under $50.00 be 

approved by the treasurer, between $50.00 and $250.00 by the wardens, $250.00 and $750.00 

by the vestry, and over $750.00 by a special congregational meeting. These amounts, of course, 

would be adjusted according to each parish’s circumstances. Useful Tool #9-1 provides a 

possible template for expenditure authorization. 

Whenever possible, bills should always be paid by cheque. This creates an appropriate paper 

trail. All cheques should be signed by two independent officers. It is desirable that one of these 

always is the financial officer. Provision should be made so that no one receiving a personal 

benefit from a specific cheque is one of the signers. The practice of one or more signing officers 

signing a number of blank cheques in advance should not allowed. If online banking is being 

used, it is critical that there be a clear protocol in place including monitoring by a warden or 

other responsible authority, and a paper trail should be created for each on-line transaction. 

Regular reporting to the congregational governing body is essential. This reporting should be 

set in the context of the annual budget. See Useful Tool #9-2 for sample report. 

There needs to be a timely annual audit or review by a firm or individual not connected to the 

institution. 

Use of Credit Cards 

Credit cards are very useful especially when ordering electronically, guaranteeing hotel rooms 

or other reservations, or making purchases without having to immediately lay out the cash. At 

the same time, they are one of the most common methods of fraud and financial misuse.   

Every parish needs to first determine if it actually needs to have one or more credit cards. For 

many very small parishes, individuals may be able to use their own credit cards and then 

receive reimbursement from the parish.   

If the parish feels that it needs a credit card, then it needs to have a very specific policy 

outlining exactly how the card will be used. Will it remain in the parish office and only be used 

for specified purposes by a specified individual or individuals? If an individual needs to carry a 

parish card, then there still needs to be clear restrictions on how it can be used and for what 

purposes.   

The credit card monthly statement needs to be part of the regular financial reporting.  It is also 

important that all credit card expenditures be approved by an authorized individual who 

receives no benefit from those expenditures. Because the approval will of necessity normally be 

after the expense has been incurred, receipts should be required before approval is granted.  If 

the expense is not within the approved protocol, the individual who incurred the expenditure 

should be held responsible for reimbursing the parish. Credit card statements should be 

reconciled every month. 
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Security 

It is generally known that congregations take up collections for special projects as well as day-

to-day ministry. It is also generally known that these collections often involve significant 

amounts of cash. This creates security issues not only for preservation of the funds but also for 

the safety of those people handling the cash. Parishes need to give specific attention to security 

at the church such as installing a safe or similar protection. The handling of cash, including 

counting the collection, should always involve two individuals and be done, if possible in a 

secure facility such as a locked office. Attention needs also to be given to how the funds are 

transported from the church to the bank and whether they need to be kept in an individual’s 

home overnight or longer. 
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Useful Tool #9-1 Expenditure Authorization  

 

Parish of  ___________________________________________________________________ 

Expenditure Authorization 

Payee:  _____________________________________________________________________ 

             _____________________________________________________________________ 

             _____________________________________________________________________ 

Amount: $__________________________ 

Purpose:  ___________________________________________________________________ 

                 ___________________________________________________________________ 

Distribution: 

Tax Code Account Code    Amount 

____________ _______________     ___________ 

____________         _______________     ___________ 

____________        _______________     ___________ 

____________        _______________     ___________ 

____________        _______________     ___________ 

 

Authority:    □ Budget                 □ Resolution 

□ Other (Specify)  _______________________________________ 

 

Payment Authorized by: 

____________________________________   _______________ 

 (Signature)  (Date) 

 

Cheque #___________ 
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Useful Tool #9-2:  Budget Report 
 

The following is simple format for reporting to vestry or parish council that allows a quick 

comparison with the budget to date. The numbers and categories are hypothetical and are 

given only as an example. Each parish will need to develop its own categories and use its own 

numbers.  
 

Budget Summary for the Month of June, 20_________ 

ITEM 
 

Budget 
 

Current 
Month 

 

Year to 
Date 

 

% of 
Budget 

INCOME 
        Envelopes 
 

$58,000 
 

$4,200 
 

$26,000 
 

36% 
Open Offering 

 
$1,200 

 
$100 

 
$600 

 
50% 

Donations 
 

$1,000 
 

$0 
 

$250 
 

25% 
Facilities Rent 

 
$800 

 
$50 

 
$600 

 
66% 

         TOTAL 
 

$61,000 
 

$4,350 
 

$27,450 
 

45% 

         EXPENSES 
        Beyond Parish 
        Diocesan 

Assessment 
 

$12,000 
 

$1,000 
 

$6,000 
 

50% 
PWRDF 

 
$600 

 
$100 

 
$400 

 
66% 

         Personnel 
        Clergy Stipend 
 

$36,000 
 

$3,000 
 

$18,000 
 

50% 
Benefits 

 
$6,000 

 
$500 

 
$3,000 

 
50% 

Travel 
 

$2,400 
 

$200 
 

$1,200 
 

50% 

         Facilities 
        Utilities 
 

$2,400 
 

$200 
 

$1,200 
 

50% 
Maintenance 

 
$1,200 

 
$100 

 
$600 

 
50% 

Office Supplies 
 

$600 
 

$50 
 

$200 
 

33% 
Phone/fax/internet 

 
$600 

 
$50 

 
$300 

 
50% 

         TOTAL 
 

$61,800 
 

$5,200 
 

$30,900 
 

50% 

         SURPLUS(DEFICIT) 
 

-$800 
 

-$850 
 

$3,450 
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MODULE #10:  Loosely Affiliated Parish Groups 
 

Any group that uses the parish name or is affiliated with the parish creates a liability for the 

parish.  

Case Study 

Several individuals decided to establish a soup kitchen. Because there was no space available at 

the church, they decided to rent an unused store downtown. Because most of them were 

parishioners at Good Shepherd Church, they opted to call their new venture “Good Shepherd 

Haven”. The project was very successful. A number of wealthy individuals, having made major 

contributions to GSH, expected receipts to use on their income tax. Since GSH was not a 

registered charity, the organizers (all of whom were parishioners at Good Shepherd) decided to 

use the Church’s registration number. The owner of the store property assumed, based on the 

name, that GSH was a project of the parish and on that basis, gave GSH a five-year lease at 

$500 per month. Two years into the project, a routine tax audit revealed the discrepancy 

regarding the tax receipts. The board resigned. The store owner sued Good Shepherd for the 

outstanding rent. 

 By mandating parish groups and requiring accountability, this could have been avoided. 

 

Taking Protective Action  
Therefore, it is critical that all groups that use the parish name or advertises that it is affiliated 

with the parish have a clear mandate and terms of reference from the parish vestry or 

equivalent authority. Each group should be set up in accordance with the following criteria: 
 

Mandate and Terms of Reference 
 

Mandate 

Clearly spells out the purpose of the group  

Terms of Reference 

Outlines the authority and responsibility of the group 

Budget and Financial Report 

Defines how the group receives, organizes, administers and accounts for funds under its 

jurisdiction 

Reporting Process 

Defines how the group keeps the wider church informed about its activities  

Membership 

Defines how the membership of group or organization is determined  

 

Any group that uses the parish name or is affiliated with the parish creates a liability for the 

parish. Therefore, it is critical that all such groups have a clear mandate and terms of reference 

from the parish vestry or equivalent authority. The example provided here is for an altar guild  

St. Thomas Altar Guild  
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Mandate:  To provide the necessary items and care for worship in the church 

 

Terms of Reference: 

1. Ensures that the communion vessels, linens, and altar items are kept in clean and in good 

repair 

2.  Sets up and cleans up for every communion service 

3. Prepares sanctuary for special services such as weddings and funerals 

4.  Receives permission from vestry before purchasing any major items for sanctuary 

5. Chooses its own chair 

6.  Maintains its own bank account and administers its own budget 

7.  Provides annual report including financial statement to annual meeting and reports to 

vestry as required by wardens  

8. Adheres to diocesan constitution and canons as well as parish bylaws and policies. 

 

Membership:  Five to ten members elected at the annual meeting 

 

Funding:  Receives annual grant from vestry and has authority to conduct its own fund-raising. 

  



Ensuring Sustainability v-2  January 2018 Page | 98  

MODULE #11:  Risk Management Policy  
 

Often, churches are reluctant to talk about risk management because they somehow feel that it 

will take away from their spiritual nature. However, the scriptures are full of examples of risk 

management. For example, David took steps to avoid being killed by Saul, Paul was lowered 

down the wall to avoid capture, the magi, having been warned in a dream took an alternate 

route home to avoid Herod, and the Holy Family became refugees in Egypt to avoid the 

possibility of the baby Jesus being executed.   

When developing a risk management plan, a parish needs to take the following steps: 

1.  Establish the context by identifying where there is a need by evaluating the present 

situation. For example, if a parish rents out or allows non-church to use its facility, it needs 

to have a facility use agreement. If it does not make its facility available to others, then 

there is no need for such an instrument. For most parishes, the following areas are probably 

the most relevant: 

a. guidelines for church use 

b. who and how to relate to and care for children and youth 

c. routine inspection and maintenance 

d. document everything in financial area 

e. oversight of parish groups 

f. interaction with vulnerable adults. 

2.  Evaluate effect if an incident occurs or even if there is an allegation.  For example, a charge 

of sexual interference with a minor will have a far more devastating result than a minor 

vehicle accident in the parking lot. 

3.  Manage the risk.  This usually involves developing a protocol that prevents the incident 

from happening. For example, a protocol requiring that there always be two responsible 

adults present when working with children or adolescents will greatly reduce the risk. A risk 

management plan is primarily a co-ordinated set of protocols. When developing such a plan 

it is important to determine which area to address by determining what the greatest risk for 

this particular parish is at this particular time. It is also prudent to seek out available 

resources including written, internet, and individuals with relevant expertise and 

experience. 

4.  Implement the plan. The only thing more dangerous than not having a plan is having a 

protocol and not adhering to it. Communication is critical. Leaders, volunteers, and 

members must be aware of the protocol and why it is important. Regular training is 

essential.   

5. Review (preferably annually) to ensure compliance and to update to reflect most recent 

developments.   

  



Ensuring Sustainability v-2  January 2018 Page | 99  

Useful Tool #11-1 Protocol Review Procedure 
 

Parish______________________________________  

 

Date _______________________________________  
 

PROTOCOL CHECK LIST  

V- Yes X- No I- Incomplete 

a.  Record-keeping 

Filing system 

1. Organization: □ Numerical □Alphabetical □Other □None  

Content:  □ Correspondence □Diocesan Directives □Bulletins  

 □ Parish Policies □Personnel □Programs  □Governance 

 □ Finance 

2. □ Mailing system-in/action/out file  

3. □ Official minutes record  

4. □ Notation of calls-conversations 

5. □ Written follow up to conversations  

6. □ Up-to-date list of members with contact information 

7. □ Copies of previous membership lists on file  

 

b. Archives 

1. □ Secure location 

2. □ Specific protocol for the preservation of records which should include what material is to be 

 saved, availability to others, legal disclaimers, copying policy 

3. □ Up-to-date catalogue 
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c. Pastoral Work 

1. □ Clergy diaries- work undertaken, impressions, etc.  

2. □ Home visitation reports-date/person/purpose/brief interaction description/referral if 

 any/follow up required  

3. □ Office visits/ counselling session reports-date/person/referral if any/follow up required  

4. □ Hospital visits reports –date/hospital/person/any important information 

(NOTE: these records would be considered highly confidential and would remain under the 

control of the pastor at all times, unless required by law or legal defense) 

d. Insurance 

1. □ All insurance records from the past in one safe place 

2. □ Current coverage information readily available  

3. □ Ensure current coverage is adequate and comprehensive 

4. □  Distinction between ‘per occurrence’ and ‘claims made’ understood 

5. □ Making use of available risk management resources 

6. □  Good working relationship established with broker and insurer 

e. Facilities 

1. □ Facilities are safe: windows in offices/clear doors/sight lines/open spaces/lighting/easy 

 access/security  

2. □  Food preparation is up to code 

3. □  Third party facility use agreements signed by ALL third-party users  

f. Personnel 

1. □ Licensing/authorization: clear distinctions between church members who are acting out of 

 Christian conviction and those who are acting on behalf of the Church is understood and 

 acted upon  

2. □ Clear job descriptions for both employees and volunteers updated as necessary.  

3. □ Individuals sign off on expectations which need to include duties, reporting, remuneration, 

 supervision, confidentiality, and adherence to canons and policies 

4. □ Clear personnel policy covering overtime, holidays, sick days, personal days, reporting  

  harassment, and other concerns, and accountability. 
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5. □ Policy includes what people cannot do as well as what they must do. 

6. □ All personnel-paid and volunteer- signed that they have read and will adhere to policy  

7. □ Regular Performance reviews for paid staff and volunteers 

8. □ Employer vs Pastor- differentiation between roles understood and acted upon  

9. □ Time use reports- reporting on use of time. 

 Record hours of work for non-clergy employees 

 Record activities for clergy  

10. □ Clergy letters of appointment spelling out responsibilities, accountability, terms of 

 appointment and review or equivalent  

11. □ Training provided on how to avoid compromising situations such as agreeing to be executor 

 or accepting power of attorney 

12. □ All employees and volunteers provided with clear reporting structure for concerns 

13. □ Conflict resolution process posted and updated as needed 

g. Abuse Prevention and Response 

1. □ Clear and workable policy for the prevention of abuse and harassment 

2. □ Clear and workable anti-bullying policy  

3. □ All clergy, employees, and volunteers have signed that they understand and will comply  

4. □ Provision for Timely Reporting of Incidents 

 when an incident is reported, even obliquely, immediate steps must be taken 

 if children are involved, civil authorities must be informed 

 if only adults are involved, follow diocesan policy 

 transparency, insofar as confidentiality allows, seen as a priority 

5. □ A safe place/process is provided for telling one’s story  

6. □ Training provided for volunteers in spotting concerns and providing appropriate responses 

   to disclosures  

7. □ All church-related activities, including those taking place on church property by non-church  

groups, which involve children under the age of 18 years are supervised by at least two 
responsible adults who are at arm’s length to each other 
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h. Working with the Elderly  

1. □ Basic education on dealing with dementia provided  

2. □ Clear understanding of particular boundary issues when dealing with the elderly  

3. □ Clergy or lay leaders maintain open, clear, and transparent communication with family 

 members 

4. □ Clergy/volunteers trained in the identification of elder abuse and appropriate responses 
 

i. Financial Management 

1. □ Parish works from an approved budget 

2. □ Regular financial reports including balance sheet, income and expenses, credit card 

 statements are provided to vestry, parish council, administration and finance committee or 

 other supervisory body 

3. □ Provision for two signers on all cheques with no one receiving a personal benefit from a 

 particular cheque being one of the signers 

4. □ A clear expenditure authorization procedure is provided and adhered to 

5. □ A timely audit or review by individual not connected to institution 
 

j. Parish Groups 

1. □ All groups that are associated with the parish and which expect to be insured under the parish 

 name are properly mandated by and accountable to vestry, parish council or similar body 
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Frequently Asked Questions  
 

1.  Why this sudden emphasis on risk management? It was never a problem in the past. 

People don’t sue the Church. 

Unfortunately, the world has changed a great deal in the last thirty years. It used to be that 

in Canada civil authorities, both political and legal, often worked together to protect the 

Church since they were probably members. In today’s secular world the Church has no 

special status and is judged on the same basis as comparable secular organizations are.  In 

any case, we probably would all agree that this is a good thing and that the Church must 

never be above or outside the law. Also, today it has become more common for individuals 

who feel they have been wronged in some way to resort to the law courts for redress which 

is almost always calculated in monetary terms. Churches are being sued today often very 

successfully. More importantly, in the past problems were often swept under the carpet 

and not dealt with.  Risk management is not just about protecting us. It is about protecting 

those whom we serve.  If we can prevent problems from arising by taking protective action 

we also prevent a great deal of pain and suffering for innocent individuals. 

2.  We have insurance. What more do we need? 

Insurance is a good thing and it is wise for every congregation to carry liability and directors 

and officers insurance along with property insurance. We hold all kinds of insurance such as 

vehicle, fire and life. However, we always hope we will never have to make a claim on any 

of those policies. That is because we buy insurance to provide assistance in dealing with 

worst case scenarios such as loss of property by fire, vehicle mishap, loss of life or legal 

liability. We take steps to avoid these ‘worst case scenarios’ in the first place. Failure to take 

this kind of protective action can result in serious financial loss, the waste of valuable time 

and energy as well as loss of reputation.  

3.  Isn’t this the responsibility of the Diocese? 

The Diocese will do everything it can to assist the local parish when it comes to insurance 

matters.  Most dioceses arrange group insurance thereby saving the local congregation 

money; develop policies and guidelines; and act as a representative when dealing with the 

broker or underwriter. However, only the local parish can actively take the steps necessary 

to reduce the risk in its own situation. This is because not every diocese has a group 

insurance. 

4.  We don’t have the resources to run a risk management program, what can we do? 

Most risk management is common sense exercised in an organized fashion.  It does not take 

an expensive program. Ensuring Sustainability provides simple advice and easily 

implemented templates to address most of the risk issues that the average parish 

(regardless of size) will face day-to-day.  It provides a tool to help determine what are the 

most critical areas and therefore highest priorities for each specific parish. For example, a 

congregation whose members are all over 60 years of age will want to be focussed on such 

things as dealing with dementia, avoiding “slip and fall” situations, and identifying and 
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responding to senior abuse. On the other hand, a parish with many children and youth will 

want to focus on volunteer screening and providing a safe environment.   

5.  We are just a small parish, and nothing ever happens here, so why do we have to worry 

about this sort of stuff? 

Many of the recent lawsuits against the Church have involved small parishes. Pedophiles 

and other persons of questionable intent are often drawn to small parishes because they 

believe that such parishes are more trusting and there will be less intense scrutiny of their 

motives and behaviours. In small communities, we think we know almost everything about 

each other. Unfortunately, that is not always the case.  

6.  We have a hard time getting volunteers now, if we start requiring police checks, job 

descriptions, terms of appointment, and accountability, it will become even harder. 

 

Volunteer management has become very important today for three reasons. First, it 

protects the organization. This is why organizations that work with children, youth, and 

vulnerable adults such as Scouts, Guides, Youth Centres, Meals on Wheels, Seniors’ Homes, 

and hospitals now have intensive volunteer management programs. Secondly, it protects 

the individuals being served. A child or adolescent who is sexually or physically abused 

bears scars that can remain painful throughout his or her entire life. Thirdly, it protects the 

volunteer. A good volunteer management program can prevent misinterpretations and in 

the worst case, respond to false accusations.  

  

Volunteer management does not have to been unduly onerous and needs to be tailored to 

the specific needs of the individual organization. Experience has shown that a well-run 

volunteer management program attracts rather than deters quality volunteers.  

7.  We don’t have much money, why do we have to make sure our facilities are all tickety-

boo when we are the only ones that use them. 

Churches, halls, etc. are public buildings. Anyone can attend worship. Members often invite 

guests to events such as suppers, bible studies, and displays. If the facility does not meet 

reasonable safety standards the congregation can be liable for any injury suffered by those 

individuals.   

8. We just let whoever needs to use our buildings to do so, why do we need things like a 

facility use agreement? 

When the Church owns a facility, it can be found to bear some responsibility for what 

happens in that building even when the group using that facility are not directly connected 

with the Church. A facility use agreement makes the areas of responsibility much clearer. In 

addition, such an agreement helps prevent misunderstandings between the congregation 

and the users. Control of keys is particularly important. Allowing someone to have a key 

implies permission to use the facility and as such may also on occasion be interpreted as 

implying some liability as well. 



Ensuring Sustainability v-2  January 2018 Page | 105  

9.  In the past we didn’t worry about stuff like licenses and so on. If there was a job that 

needed doing, we just did it and we got along just fine. Why is it such a big issue all of a 

sudden? 

Licensing has two purposes. First, it differentiates between the person who holds the 

license and therefore has been approved by the Church to do that job, and other individuals 

who are simply acting on their own accord. At the same time, it assures the individuals 

being ministered to that the licensed person has been properly screened and trained and is 

being held accountable by the Church. 

10. We don’t have the time to do this stuff. We are already stretched with all the things we 

already have to do. Why bother? 

There is nothing more time-consuming than a lawsuit not to mention the pain and hardship 

it can create. Far better to spend some time now taking the necessary steps to protect 

against demands for an incredible amount of time in the future. We recognize that in 

today’s world time is a commodity in short supply and so Ensuring Sustainability is 

designed to be as time efficient as possible. An ounce of prevention is worth a pound of 

cure. 

11. Our clergy and other staff are called by God. They have a vocation to serve God and his 

people. Why do we have to worry about secular laws? 

Scripture tells us that while we may not be of the world, we are in the world. The law makes 

no differentiation between the Church and any other similar organization. The Church faces 

the same legal obligations as any other employer. Furthermore, there are many instances 

where clergy or other church staff have sought legal redress for how they feel they have 

been mistreated by the Church.   

12. We see the importance of developing a risk management program for our parish, but we 

don’t know where to start or how to deal with roadblocks along the way. Is there any 

help available? 

Contact your Diocesan Office. Someone there will be able to help you and if they can’t they 

will know how to get the answer for you.



 


