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NOTES ON VACANCIES
As you are probably aware in the Portsmouth Diocese the Area Dean and the Churchwardens are appointed as Sequestrators during a vacancy.  
The main duties of sequestrators are:

(a) ensuring the PCC meets regularly; 

(b) the arrangement of church services;
(c) the collection of any income due to the benefice;
(d) the care of the Parsonage House.




A Writ of Sequestration will be sent to the sequestrators by the Diocesan Registrar, this is the official document that appoints the Area Dean and Churchwardens to manage the benefice.

The above points will be covered more fully on the following pages but if you do require further assistance or advice at any time please feel free to contact Gillian Sanders – gillian.sanders@portsmouth.anglican.org or 023 9289 9650 who will only be to happy to help you.

Figure A – This is not how we want Churchwardens to feel!
[image: image2.wmf]
Figure A
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a) ENSURING THE PCC MEETS REGULARLY

[image: image13.wmf]
One of main areas that the churchwardens are responsible for during a vacancy, are regular PCC meetings which are essential to help ensure that:
· the PCC is kept fully informed of matters arising allowing its members to discuss any issues of concern and make decisions on matters of policy as necessary;

· to enable ongoing support for the churchwardens, and if necessary, with the PCC’s consent, delegate some duties to PCC members or parishioners so that churchwardens don’t become overwhelmed or feel isolated;

· continuing communications between PCC members, churchwardens and parishioners help aid the process of a vacancy as a whole.
Most importantly of all is the need for churchwardens to develop a good working relationship with their Area Dean.  

The Area Dean’s main role is one of supporting and encouraging the parish, whilst also ensuring that the parish follows proper procedures which are both vital and necessary for the smooth running of the parish during this time. 

b)
CHURCH SERVICES
[image: image14.wmf]
The churchwardens are responsible for service arrangements during a vacancy in consultation with the Area Dean.

It is essential not only that normal services continue but also that the church is able to provide occasional offices, such as baptisms, weddings and funerals, and the pastoral care associated with those offices continues. 
It is vital to remember that any clergyperson, Reader or other person taking a service, and if not otherwise licensed, must have the Bishop’s “permission to officiate” in the Diocese; the names of those holding permission are given in the Portsmouth Diocesan Directory, https://www.parishinfo.org/ but if you are unsure you may check with the Bishop’s office on 01329 280 247 or by email at  clare.jones@portsmouth.anglican.org.  If you have any problems accessing the directory contact:- jane.dobbs@portsmouth.anglican.org 

In regard to the fees paid for those taking these services please see Appendix A : ADMINISTRATION OF PAROCHIAL FEES AND PAYMENTS TO OFFICIATING MINISTERS
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c)
COLLECTION OF ANY INCOME DUE TO THE BENEFICE 

[image: image15.png]



It is understood that churchwardens appreciate the need for parishes to maintain payment of parish share during a vacancy, as this payment includes a contribution towards the stipends of the clergy of the whole diocese.  However, certain savings will be made during a vacancy notably in the area of clergy working expenses.

Whilst it is the duty of the Churchwardens to keep a sequestration account, which the diocese reimburses, it is no longer a legal requirement to open a separate bank account, (although this may still be done).  It is however, essential to keep vacancy monies quite separate from other monies and the vacancy account quite separate from PCC accounts.

(i)
Income: Churchwardens should collect and pay into the sequestration     account:-
(a)
the minister’s fees which would normally form part of the Incumbent’s stipend eg fees for weddings, funerals and cremations;
(b)
    any other payments normally paid to the Incumbent.

(ii)
Payments: Churchwardens should pay from the sequestration account:

(a)
wedding and funeral fees to eligible officiating Ministers, these are normally paid at the time of the service, (see Appendix B);
(b)
fees to eligible ministers for casual duty, (see Appendix B for full details);
(c)
incidental expenses, such as for postage and telephone, incurred by the sequestrators in the course of their duties with relevant receipts etc.

It is important that whether or not there is enough income in the sequestration account to pay for ii) b) and ii) c) above, claims for reimbursement or monies owed to the diocese should be made monthly to the Diocesan Office with a copy of the sequestration account (see Appendix C).  As costs are met from the Diocesan Stipends Fund (or money due to that fund) expenses should be kept to a minimum by using as far as possible clergy in the immediate vicinity.

At the end of the vacancy, outstanding expenses having been met, a final copy of the sequestration account, together with either a cheque for the balance or a claim for monies spent should be sent to the Diocesan Office.
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d)
THE CARE OF THE PARSONAGE HOUSE
[image: image16.wmf]
In the Portsmouth Diocese the Bishop’s guidelines, as approved by Bishop’s Staff, are that the parsonage house will be let during a vacancy, unless there is a particular pastoral reason for not doing so.  Negotiations and administration will be conducted by the Diocesan Property Sub-Committee, (DPSC).

Every effort will be made to obtain a tenancy as quickly as possible at the beginning of the vacancy in order to ensure the security of the property, but whilst the parsonage house is empty, it is the duty of the sequestrators to exercise a general supervision of the house, its garden, land and any outbuildings.  If you do have any concerns or issues regarding the vacant property please don’t hesitate to contact the property department immediately on 023 9289 9660. 
Appendix D also has further information in relation to the vacant parsonage house, and you can also access the parsonage handbook online at: www.portsmouth.anglican.org/what_we_do/property_dac_finance/property or speak direct to Susan Rau on 023 9289 9660 who will be only too happy to advise you.
Utilities
[image: image17.wmf]
Just before the Incumbent vacates the property, they should take meter readings for the gas, electricity and, if fitted with one, the water meter as well.  These should then be noted on the moving out letter (which the Incumbent should already have).  
Alternatively, Churchwardens may be asked to take readings, with details of utility providers and send these to the property administrator at:- Mrs Susan Rau, Diocese of Portsmouth, 1st Floor, Peninsular House, Wharf Road, Portsmouth PO2 HB or via email at susan.rau@portsmouth.anglican.org 
During the vacancy, payment of water (supply and waste), gas and electricity bills becomes the responsibility of the DPSC, so any bills that are addressed to the house should be forwarded immediately to the Property Team at the address above. 

Responsibility for telephone charges do not fall to the DPSC - the Parish should make arrangements before the Incumbent leaves in case the vicarage is let out.

[image: image18.wmf]Keys
The Incumbent should hand all keys to the property to the Churchwardens, which should then be passed onto the Property Manager.  If the property is empty a set will be given to the churchwardens so they can carry out their duties.
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Vacancy Inspection
[image: image19.jpg]



As soon as is practical, the Property Manager will arrange for members of the DPSC to inspect the property in order to assess any necessary maintenance.  Churchwardens will normally be invited to attend as there may on occasions be maintenance issues, (such as internal decoration), which may be addressed by the PCC.
Once any necessary maintenance has been carried out, while the house is vacant, it is the duty of the sequestrators to carry out a weekly check of the parsonage house, its garden and land and any outbuildings, as previously stated.  They should notify the Property Team of any repairs appearing to be necessary.  The DPSC is responsible for the repair of the parsonage house and no work should be put in hand without the permission of the property manager.  
Restricted Access
[image: image20.jpg]


Whilst any remedial works are taking place in the property it is worth remembering that due to health and safety laws NO access will be allowed to the property to both protect the workers and parishioners during this time.  Only if prior authorisation has been received from the Property Manager chris.pride@portsmouth.anglican.org can this alter. 

Garden

[image: image21.wmf]It is also important to note that any expenses incurred through general upkeep of the garden, such as grass cutting, hedge trimming, etc should be paid for by the PCC but only whilst the house is empty.  When a property is filled either by an Incumbent or tenant the garden becomes their responsibility.  No tree felling should be carried out during this time without prior consultation from the property manager. 

Parish Equipment

[image: image3.png]


[image: image4.wmf]        [image: image5.wmf]
As soon as possible after the Vicar has left the parsonage house any parish property needs to be removed – including any lawnmowers which may be stored in a shed.
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Water/Central Heating
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During the winter period typically October to March, if the property is remaining vacant, the heating system will be drained down and the heating turned off.  This is a requirement of our insurers to prevent serious damage through burst pipes etc.

Insurance
[image: image23.wmf]The DPSC insures the parsonage house, but there are certain exclusion clauses to the policy.  It is not always possible to cover all risks in the case of vacant houses.  Sequestrators may be liable in the matter of accidents to persons employed by them.  In cases of doubt the Secretary to the DPSC or the Ecclesiastical Insurance Office, Gloucester should be consulted.

If you do need any further clarification regarding the points above which are not answered here or at Appendix D you can always read the Parsonage handbook, which is available  at:-
http://portsmouth.anglican.org/what_we_do/property_dac_finance/property/ 

or contact the property team direct via Susan Rau 023 9289 9660 or susan.rau@portsmouth.anglican.org who will only be too happy to help you.
Faculties
[image: image6.png]
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The usual rules about faculties for work carried out to churches remain in force during a vacancy and if you use the following link:- http://portsmouth.anglican.org/what_we_do/property_dac_finance/dac/ should give you all the information you require. 
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SAFEGUARDING
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The departing incumbent should ensure that all safeguarding information is provided to the Churchwardens and the Parish Safeguarding Officer before s/he leaves the parish.
During an interregnum, the Churchwardens in liaison with the PCC, the Parish Safeguarding Officer and the Area Dean have a duty of care to ensure the wellbeing of the vulnerable, as well as all church officers with the church community.
The PCC must work with the Churchwardens and Parish Safeguarding Officer to ensure that all safeguarding information is securely stored on the church premises, and is accessible only to specific individuals that require it.
The Churchwardens, in liaison with the Parish Safeguarding Officer are required to pass on all safeguarding information to the new incumbent when s/he takes up the new role.
If any safeguarding concerns arise during the interregnum the Churchwardens and/or Parish Safeguarding Officer should contact the Diocesan Safeguarding team as soon as possible. 

Contact Details:

Ian Berry - Diocesan Safeguarding Adviser - (Casework) 










Tel: 07544 566 850

Vacant - Diocesan Safeguarding Adviser - (Policy and Training) 

Tel: 023 9289 9677

Julia Barton - Diocesan Safeguarding Trainer  
     

Tel: 023 92899 665 / 677

Theresa Winship - Safeguarding Co-Ordinator

Tel: 023 92899 665

Website: https://www.portsmouth.anglican.org/safeguarding/  
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APPENDIX  A

ADMINISTRATION OF PAROCHIAL FEES
AND PAYMENTS TO OFFICIATING MINISTERS
Following recommendations from a working group including representatives from all interested parties, the Bishop’s Council has approved the following policy, which replaces all previous arrangements in the Portsmouth Diocese. 

THIS AMENDED POLICY TAKES EFFECT FROM 1 JANUARY 2018.
Pastoral Ministry – 
It is essential that the Church of England is able to provide occasional offices (baptisms, weddings and funerals) and the pastoral care associated with those offices.  With a decrease nationally in the number of stipendiary clergy available, the Church will become more reliant on licensed or authorised volunteers in the future.  Recognising this, the Bishop’s Council has decided that there should be parity between retired stipendiary ministers, retired self-supporting ministers and other retired ministers.  
Ministers eligible to receive an honorarium for occasional offices - All retired stipendiary, self-supporting, lay readers and ministers who have served in secular chaplaincies who meet the following criteria may receive an honorarium and are referred to here as ‘eligible ministers’. 

Such payments for occasional offices may only be made where: 

- 
a parochial fee due to the Diocesan Board of Finance has actually been paid for the service i.e. not waived; and 
1. The minister has retired from stipendiary ministry and  is:   
· in receipt of the state pension and 
· holds the Bishop's Permission to Officiate (PTO), or if still licensed, receives neither a stipend nor a house for duty.  
OR

2. 
The  minister is a self supporting minister (i.e. SSM or Reader) who is:  

· retired from secular employment and 

· in receipt of state pension  and 

· holds the Bishop's PTO, or, if licensed, does not occupy a house for duty. 
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NB for the avoidance of doubt, current serving chaplains in the forces, prisons, hospitals and hospices are not eligible ministers and should not receive an honorarium payment for taking occasional offices.  Honoraria payable from the DBF fee portion to eligible ministers for occasional offices. 
Weddings - 

Payment for conducting a wedding including all preparation and any follow up pastoral care will be 80% of the DBF fee for a funeral service in church (rounded up to the nearest 50p). 

Funerals -
The payment for conducting a funeral service, wherever held, including all preparation, follow up pastoral care and any subsequent attendance at a burial or interment of ashes, will be 80% of the DBF fee for a funeral service in church. (rounded up to the nearest 50p). 
If interment is undertaken by a DIFFERENT eligible minister on a separate occasion, the amount payable to them will be £32.50.  

Waiving of Parochial Fees -
· No fee is payable for the funeral of a child under 16 years.  

· Waiving of fees in other cases should only be exercised in cases of clear financial hardship.  

· The incumbent has a right to waive the DBF fee and/or the PCC fee, after consulting the churchwardens “in a particular case”.  

· Any case where the incumbent decides to waive a fee should be discussed in advance with the Archdeacon.  

· No fee is payable to any eligible minister when the DBF parochial fee has been waived. 

In every case where a fee is waived the incumbent is required to complete a ‘fee waiver notification’ and ensure that this is submitted to the DBF with the normal quarterly parochial fees return so that a full audit trail is available to support the DBF statutory accounts. 

Travel Expenses for Funerals -
Valid travel and other related expenses should continue to be reimbursed to all ministers.  If a funeral is in church, any reimbursement to the officiating minister for travel expenses to the church should normally be paid by the PCC [an exception to this would be where a minister is specifically requested by name by a family who does not normally minister at that church] Travel expenses to a crematorium or public cemetery are over and above any set fees and are payable by the arranger of the office in question not out of the DBF or PCC fee. 

Travel Expenses for Weddings - 
Travel and other related expenses should be reimbursed to the Minister from the funds of the relevant PCC. 

Honoraria payable to eligible ministers for Casual Duty -
[The following apply except during a vacancy (when there are different rules – see the vacancy pack sent to Churchwardens or contact the Diocesan Office for information), or, with agreement of the DBF,  if an incumbent is absent due to long term sickness] 

· The honoraria paid for casual duty are to be paid from the funds of the relevant PCC and not from the DBF part of any parochial fees received for weddings and funerals. 
· Honoraria for conducting other services will only be payable when an eligible minister officiates outside of the benefice where they reside or where they normally minister/worship. [Note: Normal working expenses, including travel, should be reimbursed where casual duty is undertaken other than in the minister’s home parish.] 

· The honorarium, when payable, for casual duty will be £32.50 for the first Sunday service in a benefice; 

· £16.00 for any additional services in the same benefice on the same Sunday; and - £32.50 for each midweek service. 

Payment of Parochial Fees 

· All fees for the DBF and the PCC should be paid to the PCC at or before the time of the occasional office. The PCC are responsible for the correct disbursement of funds to the DBF and to any eligible minister. 

· Precise records must be kept in each parish of fees received and DBF fees should be paid to the Diocesan Office on a quarterly basis.  

· The form for parochial fee payments and of any fee waived in a particular case is available at www.portsmouth.anglican.org/fees  

· The Diocesan Office makes periodic cross checks with PCC treasurers on the total fees received in a particular period.  

Notes: 

1. The honoraria payable under this policy to eligible ministers will be reviewed periodically by the DBF in the light of, but not irrevocably tied to, any proposed general uplift in clergy stipends. 
2. State retirement pension receipt: it is recognised that this currently varies according to date of birth during what is a transition phase.  

3. The fees that had in the past been due to the incumbent (though the majority of these were in fact assigned to the Diocesan Board of Finance (DBF)) now legally belong to the DBF. 
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         APPENDIX C
	To: 
	Mrs Gillian Sanders
	From: Hon Treasurer ____________________________PCC

	
	Portsmouth Diocesan Board of Finance
	
	
	
	
	

	
	1st Floor, Peninsular House
	Name: _______________________________________________

	
	Wharf Road
	
	
	
	
	

	
	Portsmouth  
	
	Address: _____________________________________________________

	
	PO2 8HB
	
	
	
	
	

	
	
	
	 Email: _______________________________________________
	Please Print

	
	gillian.sanders@portsmouth.anglican.org
	
	
	
	
	

	
	
	Date:_________________________
	

	
	
	
	
	
	
	
	

	INTERIM / FINAL ACCOUNT FOR RE-IMBURSEMENT OF THE EXPENSES OF CLERGY DURING A VACANCY

	
	
	
	
	
	
	
	

	Date
	Type of Service e.g. Wedding/Funeral
	Name of Officiant
	If Officiant Retired please tick
	(A) Monies paid to Officiant excluding expenses
	(B) Expenses paid to Officiant
	(C) Monies due to Diocese
	A + B - C = Net Total

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	Totals: Carry forward to another sheet if necesssary
	 
	 
	 
	 
	 

	 
	 
	FOR OFFICE 
	USE
	INT007
	INT007
	FEES
	FOR OFFICE USE


	
	
	
	
	
	
	
	

	 
	 
	Totals: Carried Over 
	 
	 
	 
	 
	 

	Date
	 
	Name of Officiant
	If Officiant Retired please tick
	(A) Monies paid to Officiant excluding expenses
	(B) Expenses paid to Officiant
	(C) Monies due to Diocese
	A + B – C = Net Total

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	Totals: Carry forward to another sheet if necesssary
	 
	 
	 
	 
	 

	 
	 
	FOR OFFICE 
	USE
	INT007
	INT007
	FEES
	FOR OFFICE USE

	
	
	
	
	
	
	
	

	* Net Expenses totalling £ _______________ detailed above, were incurred during an vacancies in the benefice

	
	
	
	
	
	
	
	

	*  A Net income of £ _______________ detailed above, is due to the diocese.  A cheque is enclosed.
	

	
	
	
	
	
	
	
	

	
	
	*     delete as appropriate
	
	Signed _________________________
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APPENDIX D
INSTRUCTIONS TO CHURCHWARDENS DURING VACANCIES
During vacancies the foregoing guidelines will be of use to churchwardens who, as part of their duties, take on responsibility for benefice property. In particular they are required to ensure the following guidance is adhered to:

a. 
All houses are insured with the Ecclesiastical Insurance Group. A condition of the block policy is that, when a house is empty, a security check (including the efficacy of locks) should be carried out by the Churchwardens or a deputy once weekly, both inside as well as outside the premises.

b. 
While the house is unoccupied from October to March, the water should be turned off at the mains for reasons of insurance. The Property Team will arrange for the water to be drained by a plumber from cisterns, pipes, radiators. Burst pipes in unoccupied properties that are not drained down are not covered by insurance.

c. 
All parish equipment should be removed from the parsonage house. It should not be assumed that a new successor in office would automatically consent to their return once the appointment has been made.

d. 
Gutters and all pipes should be kept clear. It is important that the house is aired before the arrival of the new priest. It is the duty of the Churchwardens to also see that the house is cleaned before the arrival of the new incumbent and for the PCC to pay any money that may be needed for this purpose.

e. 
The day to day running repairs are the responsibility of the PCC, however all intended work must have the approval of the Property Manger before the work commences. DO REMEMBER that the need for a minor repair – such as a slipped slate – may indicate larger imminent failures of which the Diocesan Property team will need to be made aware. Major Repairs, of course, have to be considered by the Property Team. Unauthorised repair expenditure will not automatically be passed for payment, so always contact the office first. In an emergency the Archdeacon should be contacted.

f. 
The Churchwardens must notify the Property Manger immediately when anything occurs which might involve a claim under the Insurance Policy.

g. 
The Churchwardens are responsible for the upkeep of the garden of the Parsonage House. The grass should be cut regularly, and before the new Incumbent arrives the garden should be tidied. This work should be paid for by the PCC. Trees should not be trimmed or felled without consent from the Property Team.

h. When a new Incumbent or Priest in Charge comes to the Parish the removal expenses will be met in full by the Diocese if the removal is within the British Isles. New Incumbents receive a resettlement grant to assist in the payment of new carpets and curtains and decorating costs. The PCC should not purchase carpets or curtains from the outgoing Incumbent.

All the above is available on the diocesan website www.portsmouth.anglican.org 
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CHECKLIST

	1.
	If you haven’t already been contacted by your Area Dean introduce yourself to him/her and make sure he has your up to date contact details.  Include him/her in the circulation of any PCC meeting dates so that if he/she is able not only can he attend but if unable can offer support by other means.  Also this means he will be able to offer support in the organisation of services etc.



	2.
	If you can attend the vacancy inspection please do but if you are unable make sure your written comments are with the Property Manager on the day.



	3.
	Regarding the parsonage house/vicarage remember DON’T act on your own – always consult the Property Manager before taking any action unless it’s an emergency such as a fire or burst pipes.



	4.
	Remember no access can be given if the parsonage/vicarage is let but if concerned contact the Sue Rau  – 023 9289 9660 or susan.rau@portsmouth.anglican.org   Also if works are being carried out on the property no access is allowed then – as it can be a serious health and safety issue as only agreed workmen are allowed on site.



	5.
	Make sure your treasurer has all the relevant details they need concerning payment of fees to visiting clergy and the DBF and this should be done so as to be received by the diocesan office on a monthly basis.  Contact Gillian Sanders if you have any queries gillian.sanders@portsmouth.anglican.org 



	6.
	The most important thing to remember is that help and assistance is available on end of the telephone either via your aREA dEAN OR THE dIOCESAN OFFICE.  




If you think of anything that would be helpful to be added to this checklist – please do let us know.
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