
 
 
 

 
 

 
JOB DESCRIPTION FOR CHURCHWARDEN 2020 

 
Introduction to the role: (taken from CPAS PCC Tonight): A churchwarden is an elected lay 
official in a parish church of the Anglican Communion. They are the Bishop’s officers, and are 
usually admitted to office each year by the Archdeacon on behalf of the Bishop at a special 
service. They, with the incumbent, are generally responsible for the day-to-day functioning of 
the parish. Churchwardens are vital to the health and wellbeing of church communities. It is an 
important and, at times, a demanding role. 
 
The responsibilities of Churchwardens are laid down in the Churchwarden’s Measure 2001 and 
the Canons of the Church of England E1.4 and E1.5, which state:  
• Churchwardens shall be foremost in representing the laity and in cooperating with the 
incumbent. 
• They shall use their best endeavours by example and precept to encourage the parishioners in 
the practice of true religion and to promote unity and peace among them.  
• They shall also maintain order and decency in the church and churchyard, especially during the 
time of divine service.  
• The property, in the plate, ornaments and other moveable goods of the church, is vested in 
them, and they should keep an up-to-date inventory of these items, and deliver them to their 
successors. 
 
Thus the role has three chief components: 
• To make a key contribution to the strategic leadership of the church they serve as it discerns, 
articulates and implements God’s vision for his church in the parish. 
• To oversee the maintenance and development of the churchyard, church building and its 
contents, and the smooth running of the church as a Christian community. This includes legal 
and financial aspects of church life. 
• To care for and encourage the vicar and the whole church membership in their joint ministry 
and mission within and beyond the parish. 
 
Accountability: The Churchwardens are accountable to the Bishop, usually via the Archdeacon. 
 
Required for role: 

• To be over 21 and on the electoral roll, a confirmed and communicant member of the 
Church of England. 

• To sign the key declaration form. 
• To complete C0 Basic, C1 Foundation and C2 Leadership Safeguarding Training.  

 



Requirement for a Disclosure and Barring Service Check 
• This role requires an Enhanced DBS check. 

 
Support for churchwardens 
We intend to support and encourage you in this ministry by: 

• Ensuring there is a good handover with the outgoing churchwarden and a supportive 
induction process. 

• Praying for the ministry of the churchwardens. 
• Providing, via the incumbent, an annual review of the role and workload. 
• Informing you of diocesan training events for churchwardens. 
• Providing access to practical help and appropriate resources from the Diocese and the 

Church of England. 
• Encouraging the identification and use of gifts among church members so that some of 

the tasks currently done by the churchwardens are delegated.  
 
Length of service 

• Church Wardens are elected annually at the APCM. It is hoped that Church Wardens will 
commit to serving for a minimum of 2 years. The maximum term is 6 years. This year we 
are looking for a Church Warden to serve for 2.5 years and a Church Warden to serve for 
3.5 years. 

• A churchwarden wishing to step down from office should inform the incumbent but must 
tender his or her resignation to the Bishop by giving two months’ notice in writing. 

 
 
 
 
 
 
 
Appendix 1 - The current detailed responsibilities appropriate to St Mary’s are: 
 
 

Administration 
1. Meet regularly with the incumbent (about every 6-8 weeks) for prayer, mutual 

support, review and planning. 
2. As an ex-Officio member attend all Standing & Finance and PCC meetings. 
3. During a vacancy of the priest-in-charge act as sequestrators, sharing in the running of 

the financial issues of the parish and arranging for the provision of proper people to 
conduct the services until there is full appointment. 

4. Although legally responsible for financial matters this has been devolved to the Parish 
Treasurer and PCC, the Churchwarden must report any concerns they may have as to 
the way this devolved function is being carried out to the Treasurer and the PCC. 

5. Arrange for collections taken during services to be counted in a way which respects the 
privacy of the donor and arrange for such collections to be banked promptly. 



6. Coordinate the APCM. 
7. Attend Service Planning meetings.  
8. Attend the Archdeacon’s Annual Visitation. 
9. Ensure that appropriate Church records are being maintained and are up-to-date. 
 
Liturgical/Ecclesiastical 
10. Ensure key decisions are communicated to the congregation and individuals. 
11. Ensure that people are properly welcomed to the church and to services, and that 

sidespeople are appointed. The provision of service orders and books and collection 
counting will normally be undertaken by the sidespeople. 

12. Ensure the headcount for each service is recorded in the Register. 
13. Ensure the provision of weekly Notice Sheets. The production and publishing of the 

sheets is undertaken by the Parish Administrator at the direction of the Incumbent.   
 
Maintenance 
14. Undertake an annual inspection of buildings and contents and at the PCC meeting 

before and at the Annual Parish Council Meeting (APCM) make a formal condition 
report. 

15. Ensure faults raised are actioned. 
16. Maintain the log-book. 
17. Maintain the Terrier & Inventory of the church’s moveable property.  A full audit of the 

property and subsequent formal report is to be presented to the PCC for approval and 
to the APCM annually. 

18. Ensure the maintenance of the church moveable property.  
19. Represent the parish in all faculty applications.   
20. Sign off contracts and completed works on the fabric of the church. 
21. Ensure that all appropriate insurances are in place. 
22. Ensure that the PCC has all legally required policies in place and that they are 

implemented, and reviewed annually. 
23. Attend project contract meetings with the contractors and architect as required to 

ensure coordination of contractors with daily service requirements. 
24. Ensure the church Architect performs the required Quinquennial inspections and take 

responsibility for the subsequent Archdeacon’s Parochial Visitations. 
 

25. Perform any other related duties as they arise or as may be delegated to them by the 
PCC from time to time.  

  
 


