T H E PARTISH O F

ST WILFRID

H A R R O G A T E

Parochial Church Council
Terms of Reference

1. General Considerations
1.1  The Legal Framework

The Parochial Church Council (PCC) of The Harrogate St Wilfrid Team Ministry (The
Benefice) has its legal duties set out, in the framework of the Synodical Government measure
1969:

“It shall be the duty of the incumbent and the parochial church council to consult together
on matters of general concern and importance in the parish.

The functions of the parochial church council shall include:

a) Co-operation with the incumbent in promoting in the parish the whole mission of the
Church, pastoral, evangelistic, social and ecumenical.

b) the consideration and discussion of matters concerning the Church of England or any
other matters of religious or public interest, but not the declaration of the doctrine of the
Church on any question.

¢) making known and putting into effect any provision made by the diocesan synod or the
deanery synod, but without prejudice to the powers of the council on any particular
matter;

d) giving advice to the diocesan synod and the deanery synod on any matter referred to the
council;

e) raising such matters as the council consider appropriate with the diocesan synod or
deanery synod.

In the exercise of its functions the parochial church council shall take into consideration
any expression of opinion by any parochial church meeting.”

1.2  The Function of the PCC
The PCC function is set about at 1.1 above. The PCC is a legal body established in law as
a ‘body corporate’ in perpetual succession and is a ‘corporation aggregate’. Members are
therefore not liable personally for any debts incurred or decisions made, save those
concerned with and involving the proper implementation of the Parish Safeguarding Policy,
where members are individually liable in law or where Charity Law now places a duty of
care on each individual for the PCC to fulfil its statutory responsibilities.

Members of the PCC are also Trustees of the Parish in law. As such, anyone who is, or is
made, during the course of the year, bankrupt, or is an undischarged bankrupt must notify
the incumbent immediately.
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The PCC is responsible, with the Incumbent for the expenditure of the Parish and the
control of its outgoings. In practice, there are delegated limits of expenditure for ‘day to day’
items within an authorised annual budget. All major projects, and especially those that might
involve issues of safeguarding, faculty jurisdiction, or contention should be made through
the PCC unless delegated to a sub-committee, group or individual. All financial expenditure
must also have the approval (tacit or explicit) of the incumbent; without his permission, the
PCC funds may not be released.

The PCC has a responsibility for general oversight and policy. It cannot manage day to day
responsibilities, nor may it attempt to do so. Rather, it is a body which sets high level policy
and assists in providing support to the Incumbent in his leadership of the parish. As such it
is a team whose members have significant responsibility. One of the most important tools
that the PCC has is delegation. The PCC has an important role to encourage others in their
responsibilities and work and demonstrates leadership by enabling others to carry out the
tasks assigned to them.

By shaping clear policy, values and direction, the PCC enables appropriate decisions to be
made with ease, for the good of the whole parish. The PCC should have an excellent working
knowledge of the life of the parish and enable transparent accountability.

1.3  The relationship of the PCC to other groups and bodies in managing the parish
The PCC is one of five established ‘decision centre’s within the life of the parish and works
in close relationship with the Standing Committee; the Staff Group; Delegated Budget
Holders and the Team Rector.

The specific responsibilities and relationships are therefore:

a) The PCC
e Provides statutory oversight in co-operation with the Incumbent.

e Whilst not a governing body, it provides advice, support and encouragement.
o Agrees:
o Policy,
o The Annual Budget,
o Statutory Decisions and
o General Planning.
e Debates any matters referred to it by higher bodies or other parish bodies.
e Agrees capital finance plans which fall outside delegated limits.

e Assists in providing support to strategic plans through individual members who take
‘lead roles’ in delivering aims and objectives delegated to them.

e Delegates ‘operational’ oversight to the standing committee and ‘operational’
management to the staff group (day to day matters and on-going agreed plans).

e Can overturn a decision of the Standing Committee if more than 2/3™ of the those
present at a PCC meeting vote to do so.

b) The Standing Committee
e Acts with the powers of the PCC between full PCC meetings, subject to any
directives.

e Provides operational oversight of day to day business.
e Has delegated financial authority limits

e Opversees the governance of stewardship and fundraising
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Reports its activities and discussions to the PCC
Has the additional functions of:

Personnel Committee

Appeals Committee

Disciplinary Panel

0 O O O

Finance and Stewardship Committee

c¢) The Staff Group

Provides day to day management of the parish
Works as a team to the job descriptions set for each individual.

Are line managed by the Team Rector or any such person to whom that task is
delegated.

Apply and interpret policy decided by the PCC. In the absence of any formal policy
they follow the directives of the Team Rector

Act with delegated authority and within their delegated budgets.

d) Delegated Budget Holders

Provide delegated management of their budgets within their areas of competence.

e) The Team Rector

Provides leadership, oversight and management of the parish.

Retains oversight and management for specific areas in law: e.g. liturgy, pastoral
care, music, the use of the buildings, control of all services, bells and keys.

May delegate such responsibilities as he sees fit — to those who then report directly
to him.

Is responsible for all clergy and licenced ministers in the parish and for the line
management of staff, lay or ordained.

With the Wardens, provides such direction, governance and oversight to any group
whose accountability is otherwise unclear.

Works with the wardens who have a key role in supporting and assisting the Team
Rector in his role.

Within therefore this structure, it should be possible for all volunteers, to be placed in a
‘line of accountability’ where the person or group to whom they report is clear.

The roles and responsibilities document sets out what individuals (office holders, groups,
staff or appointees and volunteers) are responsible for — to whom they must report and on
what basis. This structure brings everyone into a clear management relationship providing
for accountability, challenge and good governance. The parishes policies, master plans and
management structure then bind everyone into movement in the same direction.

1.4  Corporate collective responsibility and accountability.
We continue to build a culture that understands:

e When a decision has been made by an authorised person, that decision is final.

e Decisions are only revisited by request of the authorised person in the light of new
information, at the request of a majority of members of the Standing Committee, or
where such significant changes are required.

e A PCC decision is a decision of the whole PCC — not just those who voted for it.

e The PCC acts with ‘collective responsibility' as a ‘body corporate’.
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2.2

2.3
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e ‘Collective responsibility’ extends to the other ‘decision centres’ creating a strong and
stable decision making process.

o  Withour prejudice to the permanent or inalienable rights and responsibilities given in
law, any group or individual to whom a specific activity, task, budget or role has been
delegated can be removed from that role or task etc if

o they do not meet the requirements for accountability

o or if they fail to deliver the objectives set for them within agreed timescales,
without good reason.

The Operation of the PCC itself

The PCC is required in law, to meet four times a year. In practice the PCC meets more
often. It must have a standing committee which has in law the power to transact the business
of the PCC between full meetings. It may have any such ad hoc or continuing groups or sub
committees as shall be determined from time to time by the incumbent.

Individual PCC members may also have particular responsibilities delegated or assigned to
them.

Each committee, group or individual is responsible to the full PCC and may act with
delegated powers.

Members of the PCC are expected to take a full and active role in every meeting and should
make each PCC meeting a priority. Each member of the PCC is expected to hold a
particular ‘responsibility’ or ‘portfolio’.

Quorum

The PCC may meet, providing notice has been given by the chairman with any number of
its members present. However, the PCC is inquorate if less than one-third of its members
are present. In this case, the PCC may continue its meeting, make resolutions, and ask for
expenditure, but this could be overturned by the next quorate PCC. Certain items of
legislation may not be discussed without a quorum of members. In practice, if the PCC has
less than half of its members present, the chairman would usually seek to re-schedule the
meeting.

Agenda Items

Members wishing to have items placed on the agenda should submit such items to Secretary
of the PCC in writing not less than 7 days before the meeting. It is good practice to discuss
any items with the Incumbent or PCC Secretary beforehand, to gain their advice and to
make sure that any such business isn’t already planned or on the agenda.

Any Other Business.

Items for clarification, questions not on the agenda, and any other items may be submitted
under ‘any other business’ and should be notified to the PCC Secretary and the chairman
of the meeting not less than 24 hours before the meeting begins. Such items may only be
discussed if three-quarters of the members present agree.

Minutes

Minutes are prepared and kept by the PCC secretary. Members have a right to ask to see
minutes of previous meetings, which the PCC secretary should make available within a
reasonable period. Members do not have a right to ask for immediate access to minutes and
should, if this occurs, give the PCC secretary time to produce the appropriate document.
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2.6

2.7

2.8

3.1

Any mistakes in the minutes, when they are printed, should be brought to the attention of
the PCC secretary or chairman of the PCC, ideally before the meeting. These will then be
corrected at the meeting. At the meeting members have the right to ask that an item be
marked confidential. This requires the approval of the chairman and the meeting.
Confidential minutes are written without names. It is also the duty of every member, in such
a circumstance, not to discuss with anyone outside the PCC the matters discussed. Any
invited person ‘in attendance’ at a PCC meeting may be asked to leave if a confidential item
is being discussed. Duties of the PCC secretary are outlined in the description of their role.
This practice extends to all minutes of committees or bodies that act on behalf of this PCC.

Emergency meetings

In the event that an emergency meeting of the PCC needs to be called, it must be done so
with the permission of the incumbent. The PCC may not meet without the incumbent
(unless he has given permission for the meeting to take place by reason of his absence or
illness), and the incumbent can refuse to call an emergency meeting. However, if one-third
of the PCC sign a motion to call for an emergency meeting, the incumbent must then call a
meeting within seven days to discuss the item the members have called to talk about. As laid
down by law, the incumbent, churchwardens and officers have rights and dignities in law,
which may not be compromised by these terms of reference.

Attendance of members of the Congregation and others

Those from outside the immediate membership of the PCC may ask to attend PCC
meetings. If invited to attend, they do so as ‘observers’. They do not have the right to speak
at meetings, unless invited to do so by the chairman. They do not have the right to vote.
Should the meeting require any ‘observer’ to leave, they must do so. This applies even to
other clergy, or diocesan staff and/or advisors.

Attendance of PCC Members

Members of the PCC must make attendance at PCC and committee meetings a priority.
Any member who does not attend three consecutive meetings without good reason and fails
to notify the PCC secretary or chairman shall be considered to have resigned.

Committees, Groups and delegated matters
The regular committees of the PCC shall be as follows:
e The Standing Committee
and
e any such other committees that the PCC and/or Incumbent from time to time shall
determine to exist.

Parish Officers’ Description of Role

The Churchwardens

The churchwardens are elected each year at the Annual Vestry meeting. Any member of the
Parish whose name appears on the register of voters has the right to attend this meeting and
vote. Candidates for the office of churchwarden must have the permission of the incumbent
to stand and the incumbent must receive their duly completed nomination, by a time
specified “before the meeting begins.” Nominations may not be presented during the
meeting.

The churchwardens are officers of the Bishop and hold office only when they have taken
and subscribed the oaths and declarations that are required by law at the Court of the
Archdeacon at his or her annual visitation (commonly known as the swearing in of
churchwardens).
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3.2

They become full members of the PCC from the date of their election. As the Bishop’s
officers, they make a report each year known as the Archdeacon’s articles of enquiry.

Churchwardens have a dual role: they care for both the congregation and parish priest and
are an invaluable link between the two.

By law they have specific responsibilities. Churchwardens own the contents of the building
on behalf of the general population of the parish, which they must make available for the
use of the parish priest as he sees fit. The incumbent owns the building, but cannot add to
or remove anything from the building without the permission of the churchwardens. In
general practice, major items or alterations to the insurance policy require a faculty. Faculty
legislation is long and sometimes difficult. Certain items are exempt as laid down in the ‘List
A’ issued by the Chancellor and Diocesan Advisory Committee (DAC) from time to time.
‘List B items’ can be approved by the Archdeacon. Churchwardens are responsible for
completing the church’s rerrier and inventory, inspected every few years by the Archdeacon
and Rural or Area Dean.

The churchwardens are responsible for the oversight of the administration of the building,
insurance, heating, lighting, cleaning and repair and maintenance of the fabric. In practice,
this work is delegated to the Facilities and Commercial Manager. The churchwardens must
though produce an annual report on the Fabric of the building for the APCM.

They are responsible for the taking of the collection, its counting and disposal as the PCC
and Incumbent have laid down.

The churchwardens, in the incumbents absence (or the absence of any licensed clergy) are
responsible for the visiting clergy, making sure that they are licensed, hold appropriate
safeguarding training and are paid their expenses. They may also ‘give the notices’ and
delegate others for this purpose.

Churchwardens are responsible for the keeping of good order in the building and its grounds
during the time of divine service. They may ask any person to leave and may use such force
as is necessary to make a person leave. (This is why churchwardens have staves — literally
sticks with which to beat people out of the way of the clergy or remove them from church).
Churchwardens are responsible for the provision of ‘such quantity of bread and wine as the
Incumbent shall determine for the celebration of the Holy Communion.’ In practice this
last responsibility is delegated to the sacristans and parish administrator.

Churchwardens are the principal parish officers, and are answerable to the Bishop of the
Diocese. Should a churchwarden decide to resign, they must write to the Bishop setting out
their reasons for wishing to resign. They have special access, therefore, to both the Bishop
and archdeacon. They may not resign without due notice without the permission of the
Incumbent and their fellow warden.

If the parish clergy are ill, the churchwardens would be responsible for leading a (non
Eucharistic) service. In an interregnum (when the Rector leaves) they are responsible for the
running of the parish and arranging clergy for services. If the parish has another priest with
‘Incumbent status’ then he takes this responsibility.

The PCC Vice-chairman

The PCC vice-chairman is appointed at the first meeting of each new PCC. The vice-
chairman is responsible for chairing meetings of the PCC in the absence of, and with the
permission of the incumbent. The vice-chairman may also be invited to chair a meeting, or
part of a meeting at which the Incumbent is present.
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3.3

3.4

3.5

3.6

Like the chairman of the PCC, the vice-chairman is responsible for good order at the
meeting and making sure that the views of all present are heard. In the event of a vote being
taken, which is tied, the person chairing the meeting (chairman or vice-chairman) has a
casting vote. A priest of Incumbent status on the staff, with the agreement of the Bishop and
the PCC may also be appointed as a vice-chairman of the PCC.

The PCC Treasurer

The PCC treasurer is responsible for the administration and oversight of the parish finances.
The treasurer presents a report on the finances for each PCC meeting, and oversees the
administration of the finances in between meetings. The treasurer does not have to be an
elected member of the PCC, but is often, in that case a co-opted, voting member, allowing
for the continuity of financial administration.

The treasurer oversees the preparation of the annual accounts of the PCC and has them
inspected by the independent examiner appointed either by the AGM or by the PCC. As
such the treasurer must ensure the keeping of good records of the parishes finances.

The treasurer is responsible for the safe-keeping of the parish accounts and must have all
cheques co-signed by another authorised signatory. The treasurer must not be a relative of
or live with the auditor. The auditor may not be a member of the PCC. The treasurer must
seek the permission of the Incumbent for any expenditure other than that normally agreed
by the PCC.

The PCC Secretary

The PCC secretary keeps the PCC minutes, and takes and writes up minutes after each
PCC meeting. The secretary should place a notice, signed by the parish priest, on the
noticeboard saying that a PCC meeting is to take place at least 10 days beforehand. The
secretary should make such minutes available as soon as possible after a meeting has taken
place, especially if there are items to be actioned. In any event the secretary should make
minutes of a previous meeting available no less than 14 days before the next PCC meeting.
The secretary shall inform the PCC of any correspondence received that is addressed to the
PCC. The secretary shall make sure that a copy of the signed minutes is kept.

The Electoral Roll Officer

The electoral roll officer is responsible for the safe keeping of the Electoral Roll. He or she
shall add names of those who have duly completed a registration form and remove the names
of those who indicate their wish so to do, or who die, or who enter Holy Orders. The
electoral roll officer should inform the PCC of any changes between meetings. The officer
is also responsible for making the roll available to those who wish to inspect it, but the officer
is not obliged to produce a copy for anyone who asks. The officer also prepares the revision
of the roll, under the direction of the law, before each AGM, and the preparation of a new
roll every 6 years.

The Safeguarding Officer
The safeguarding officer is appointed by the PCC until such time as the officer shall resign
from that appointment or is relieved of it by the incumbent or PCC. The safeguarding officer

is an officer of the parish, not the PCC, and as such does not have to be a member of the
PCC.

It is not normal policy for parishes to co-opt a safeguarding officer to its PCC, though it
may choose to do so, the officer being then a non-voting member of the PCC.
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3.7

Delegation of functions and routine management

Some of the duties of officers may be delegated to other appointees, or persons within
schemes authorised by the PCC or Team Rector. In addition, responsibilities of officers may
be undertaken and/or managed by remunerated staff, who will act as the principle ‘lead’ for
the areas for which they are responsible, or for which they are budget holders. More is set
out in the section on staff below.

The Terms of Reference of The Standing Committee

This must be chaired by the incumbent, who with the churchwardens is an ex officio
member.

The PCC shall appoint three other members. (In normal circumstances, the PCC secretary
is appointed (to be the secretary of the Standing Committee as well) and the parish treasurer.

The standing committee may invite any other persons to advise it, but may not co-opt any
person, save with the permission of the whole PCC.

Staff members are invited, as required, to attend Standing Committee meetings and are ‘in
attendance’. They have the right to speak to items they report on or where they have specific
responsibilities. They do not have a right to vote.

The committee has, in law, the power to transact the business of the PCC between its full
meetings. It must report its minutes to the full PCC. This committee acts with the full
delegated authority of the whole PCC.

It shall act within the limits of delegated financial responsibility as set down by the full PCC
and works within the annual budget.

It meets between PCC meetings, at the call of the incumbent.

The committee shall produce minutes of its meetings, which should be made available to
members of the PCC before the PCC meeting (ideally 7 days before).

The committee may also make recommendations to the full PCC.

Any monies that the standing committee may control are part of the finances of the PCC,
and, as such, shall be recorded, and accounts presented with the minutes of the meetings.
The committee must, if it holds such monies, produce an annual account to the PCC, which
its members shall agree.

The standing committee shall be responsible for reporting on the condition of the fabric of
the building, its contents and the churchyard, and shall oversee the general maintenance of
the fabric. As such it should produce an annual scheme of general maintenance works, check
and report on issues of health and safety, and make such recommendations to the PCC
regarding the fabric as necessary. In practice the standing committee does this with the
assistance of, and through the work of the Facilities and Commercial Manager.

Any questions regarding the churchyard should be addressed to the incumbent, who, in law,
has sole control of the churchyard.

The standing committee may ask for the assistance of the DAC (or a representative of the
DAC), the architect or any outside body that it shall deem necessary.

The committee shall write an annual report on the membership and activities of the
committee to be presented at the annual general meeting.

The standing committee shall also act as the personnel committee of the PCC.

The standing committee acts as the finance and stewardship committee. It oversees the
preparation of the annual budget and the annual accounts which must be approved by the
full PCC.

To appoint from its membership a group to act as an ‘appeal panel’ for all PCC employees,
as and if required.
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To ensure reporting of all PCC committees, groups or individuals

To ensure that items are appropriately delegated to Committees or, where appropriate,
referred to the full PCC

To act within the terms set out in the Finance Policy

To provide oversight of any group charged with delivering development planning.

Note

The Standing Committee shall appoint the appeal panel, of not less than three people, as
and when this may be required from amongst its members. No ‘line manager’ shall serve as
a member of the appeal panel. If an occasion arises whereby the standing committee
members feel a conflict of interest would exists, then the Standing Committee may appoint
an appeal panel drawn from the wider PCC.

Scheme of Delegation and membership

Meetings and Minutes of committees.
Each committee or ad hoc group should present, at least 7 days in advance a written report
of its deliberations, recommendations (and where authorised) decisions enacted to the PCC

as required. In addition, any designated committee shall make an annual report for the
APCM as required.

Reports of individual PCC members with delegated responsibilities.

Individual PCC members should report on their delegated activities as required to the full
PCC or any body, group or committee delegated for that purpose. Members may work
together or ask for help and assistance from any persons they require. They should though
resist the temptation to form a committee unless necessary. Any minutes should conform to
the practices regarding confidentiality as set out for the full PCC.

They should keep such records or minutes as the group itself believes it would be appropriate
or helpful for a formal record of a meeting, or part of a meeting to be kept. The ‘lead’ PCC
member may make such written, oral or other presentations to the PCC or a PCC sub-
committee as shall be agreed with the chairman of each.

Where an individual PCC member forms a committee or group to assist with the tasks
they have been assigned, they must seek the advice of the Incumbent before asking any
person to assist them. PCC members may not delegate responsibility for their tasks or
responsibilities to another person without the express permission of the Incumbent. The
member remains responsible for their task, assignment, ‘portfolio’ or responsibility and is
accountable for that to the full PCC or any body authorised for that purpose.

Where any group or committee is formed, the Incumbent and churchwardens have the
right to be present and vote as ex officio members.

Approved by the PCC:

11™ June 2026

Review date:

May/June 2027

Signed: PCC Chairman

Fr Gary Waddington, Team Rector

Signed: PCC Secretary

Alison Povall
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