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Role descriptions for Deputy and Assistant
Churchwardens

Background from Churchwardens’ Handbook

‘Where there are parishes with more than one place of worship, there is provision for the election
of one or two deputy churchwardens. It may also provide for them to be ex-officio members of
PCC. However, deputy churchwardens are not the bishop’s officer and they do not have the same
legal status as churchwardens - they purely exercise functions designated to them. They will be
elected in the same way as churchwardens. Assistant churchwardens [and those designated
deputy churchwardens in places not covered above] do not have legal status and therefore need
not be subject to election to these posts and have no right to be on PCC.’ [Churchwardens’
Handbook, Archdeacon’s Office, Diocese of Guildford, 2022].

Deputy Churchwarden Role Description

The Deputy Churchwarden’s role is to deputise for a Churchwarden when required, as far as is
legally possible, but without taking on the official responsibilities of the Churchwarden. The role
of the Churchwarden is well described in the Churchwardens’ Handbook, Diocese of Guildford,
2022, whichis available online here. The overall remit of the Churchwardens, as senior lay people
in the parish, is one of leadership covering Mission, Management and Maintenance. The Deputy
is notrequired to lead in these areas, or to take on the associated responsibilities, but should act
on behalf of the Churchwarden(s) and consult them where possible.

In the Parish of Fleet, we have a ‘Secretary to the Churchwardens’ employee who supports the
Churchwardens with the busy scheduling of meetings, maintenance, etc, including attending
meetings and taking minutes sometimes. This support would also be available to the Deputy
when deputising for the Churchwarden.

Examples of when deputising might be necessary are:

e during anillness or holiday of a week or more,
e covering unavailability for a meeting, or
e covering regular (eg. weekly) days off.

As far as is practicable, the Deputy should liaise with the Churchwarden about any specific jobs
or representations that need to be undertaken by the Deputy during the period of deputising.

The Deputy Churchwarden is appointed by the Annual Vestry Meeting for a period of one year. If,
towards the end of that year, a Churchwarden indicates that they do not wish to stand for re-
election, The two Deputy Churchwardens will be asked to consider stepping up to be
Churchwarden for at least one year. If neither Deputy is able to do that, if possible, they should
help to find a new Churchwarden and support that person as their Deputy for at least another
year.

The Deputy Churchwarden can be made an Ex-Officio member of the PCC, if both the PCC and
the Deputy agree, but is not a Trustee.


https://d3hgrlq6yacptf.cloudfront.net/64512e98ef5d6/content/pages/documents/churchwardens-handbook.pdf
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Assistant Churchwarden Role Description

The Assistant Churchwarden’s role is to assist the Churchwarden in aspects that are agreed with
the Churchwarden, because the Churchwarden’s remit is so broad. The role has no legal or
official status and does not involve assuming general responsibility or deputising for the
Churchwarden, except in specific areas by agreement with the Churchwarden.

Examples of such assistance might include:

e Being Deputy Chair and/or Minutes Secretary of a Fabric and Management Committee.
e Chairing a Sub-committee or Working Group.

e Taking on the scheduling of maintenance and safety checks.

e Beingthe appointed Health and Safety Officer and/or Fire Warden for a particular church.
e Overseeing one or more rotas.

e Maintaining noticeboards in one of the churches.

e Unlocking / locking a church for various events and/or public open times.

e Beingon-call for events, or for triggering of alarms, etc.

e General assistance with maintaining the tidiness and cleanliness of a church.

The Assistant Churchwarden can be appointed by the PCC for any period up to and including one
year but is not a Trustee or a PCC member.



