


PCC Role Descriptions
1. PCC Secretary
Role: Administrative support for the PCC
Key Responsibilities:
· Prepare and circulate agendas in consultation with the Chair (usually the Vicar).
· Take accurate minutes of PCC meetings and circulate them to members (having checked them with the chair of the meeting first).
· Keep a file of all meetings in an orderly manner.
· Ensure compliance with legal requirements regarding meetings and records.
· Maintain a record of decisions and actions.
· Handle PCC correspondence and ensure communication with the Diocese when needed.
· Help organise the Annual Parochial Church Meeting (APCM).
· Ensure the noticeboards in the Church are up to date and all policies are in place and displayed where appropriate

2. Churchwarden
Role: Senior lay officers with legal responsibility for church buildings and order.  There are normally 2 per parish.  A CW has oversight of the maintenance of the places of worship and carried out certain legal and administrative duties.  A Church Warden is elected annually at the APCM by the entire parish and sits ex-officio on the PCC.  They are the Bishop’s Officer.
Key Responsibilities:
· Work closely with the vicar to support the mission and ministry of the parish.
· Ensure the church building is maintained and ready for worship.
· Oversee the day-to-day functioning of the church, especially during services.
· Maintain order during services and ensure the safety of the congregation.
· Represent the laity and act as a channel of communication between clergy and congregation.
· Ensure inventories and logbooks are up to date.
· Attend Archdeacon’s Visitations and be sworn in annually.
· Perform ceremonial duties if the Bishop attends and inform the Bishop of any irregularity or failure of duty.
Qualifications:
To apply for the office of Churchwarden, each candidate must:
· be baptised and on parish’s Electoral Roll
· be an actual communicant of the Church of England (having received at least three times during the last 12 months)
· be 21 years of age or older
· not be disqualified from being a Charity Trustee
· not already be serving on the PCC of another parish
Church Wardens and all PCC members may find the following publication useful: Handbook for Churchwardens and Parochial Church Councillors

3. Fabric Officer
Role: Oversee the maintenance and improvement of church buildings
Key Responsibilities:
· Monitor the condition of church buildings, fittings, and grounds.
· Lead on fabric-related projects (e.g., repairs, restorations, improvements).
· Coordinate with professionals such as architects, contractors, and the Diocesan Advisory Committee (DAC).
· Ensure compliance with legal requirements including faculties (permission for changes).
· Help plan and implement the Quinquennial Inspection (every 5 years).
· Work closely with the Churchwarden(s).

4. Deanery Synod Representative
Role: Represent the parish at the Deanery Synod and report back to the PCC
Key Responsibilities:
· Attend Deanery Synod meetings (usually 3–4 times a year).
· Represent the views of the PCC and parish at Deanery level.
· Report back to the PCC on discussions and decisions made.
· Contribute to decisions that affect the wider Deanery and Diocese.
· Build relationships within the Deanery where appropriate.
· Participate in the election of Diocesan Synod and General Synod members.

5. Safeguarding Officer
Role: Ensure the church meets its safeguarding responsibilities
Key Responsibilities:
· Promote a culture of safeguarding in all church activities.
· Work with the Parish Priest and PCC to ensure safeguarding policies are implemented.
· Be the first point of contact for safeguarding concerns.
· Ensure safer recruitment processes are followed (DBS checks, references, etc.).
· Maintain safeguarding records confidentially and securely.
· Liaise with the Diocesan Safeguarding Adviser (DSA) on concerns or allegations.
· Report regularly to the PCC on safeguarding matters.

6. EcoChurch Representative
Role: Promote environmental awareness and sustainability in church life
Key Responsibilities:
· Champion the church’s commitment to environmental responsibility (e.g., Eco Church award scheme).
· Encourage sustainable practices within church life (energy, waste, worship, land use).
· Work with the PCC to integrate creation care into planning and decision-making.
· Organise or promote events or educational opportunities around climate and environmental issues.
· Coordinate audits and actions related to the Eco Church framework (A Rocha UK).
· Liaise with the Diocesan Environmental Officer (at time of writing: Barbara Bryant - 

7. Electoral Roll Officer (often the Secretary)
Role: Maintain the parish’s electoral roll
Key Responsibilities:
· Keep an accurate and up-to-date record of eligible church members.
· Update the roll annually and oversee the full renewal every six years.
· Ensure that only those on the electoral roll can vote at the APCM.
· Provide the number of electoral roll members to the Diocese.
· Ensure GDPR compliance in the handling of personal data.
· Present the revised roll at the APCM.
8. PCC Treasurer (Essential Role)
Role: Manage parish finances and report to the PCC.
Key Responsibilities:
· Prepare annual budgets and financial reports.
· Keep clear financial records and manage church accounts.
· Ensure stewardship of funds and compliance with charity law.
· Prepare the financial statement for the APCM and file reports with the Charity Commission.
· Advise on reserve funds and reserve policy.
· Ensure compliance with relevant legislation.
· Work with the Independent Examiner and Diocese.
· Ensure Gift Aid is claimed for.
· Draft funding applications.
· Treasurers may find the following website constructive: https://parishresources.org.uk/resources-for-treasurers/
9. Vice Chair of the PCC (often a Church Warden)
Role: Support the Chair (usually the Vicar) and act in their absence.
Key Responsibilities:
· Chair PCC meetings if the Vicar is unavailable.
· Help ensure effective governance and oversight.
10. Health & Safety Officer (NB – could be the fabric officer/or the Safeguarding Officer)
Role: Ensure the church meets health and safety obligations.
Key Responsibilities:
· Conduct risk assessments.
· Ensure compliance with H&S law and guidance.
· Keep accident books and incident reports.
11. Ordinary PCC Member
Role: Contribute to the governance, vision, and decision-making of the parish as a full member of the Parochial Church Council.
Key Responsibilities:
· Attend and participate in PCC meetings, usually 6–10 times per year.
· Send apologies if unable to attend and be punctual.
· Engage prayerfully and constructively in discussions and decisions.
· Represent the views and needs of the wider congregation.
· Support the church’s mission, worship, and outreach priorities.
· Uphold the PCC’s responsibilities under Church and charity law.
· Approve financial, missional, and practical decisions for the parish.
· Act as a charity trustee in the best interests of the parish.
· Maintain confidentiality and act with integrity.
· Ensure that the Church and the Community are prayed for regularly.
· Approach all decisions in a prayerful manner with a commitment to the wider vision of the Church (NB be familiar with the Diocese of Norwich’s vision – which is set out below)
Requirements:
· Must be at least 16 years old and on the parish Electoral Roll.
· Elected by the Annual Parochial Church Meeting (APCM).
· Usual term of office: 3 years (renewable if re-elected).
------------
Diocese of Norwich Vision & Strategic Priorities
Vision: “Transformed by Christ: Prayerful, Pastoral, Prophetic.” 

Strategic Priorities
These are the main areas the Diocese is focusing on to live out that vision. 
	Priority Area
	What It Means / Key Elements

	Mission & Ministry Growth
	• Develop parish-focused mission plans; enable locally-led mission. 
• Support clergy and Licensed Lay Ministers with training and resources. 
• Strengthen ministry pathways and encourage new vocations. 


	Environment & Sustainability
	• Commitment to becoming carbon neutral by 2030. 
• Integrate ecological concerns into all aspects of parish life. 
• Support parishes with environmental improvements. 
• Use the Eco Church framework. 

	Church Buildings & Fabric
	• Provide better support/advice/funding to maintain and improve church buildings. 
• Introduce roles and resources for smaller repairs and improvements. 
• Ensure parishes are supported in compliance and upkeep. 

	Support for Parishes (Resourcing & Infrastructure)
	• A more responsive Parish Support Team. 
• Roles such as Environment Officer, Church Buildings Support Officer. 
• External funding / grants to bolster parish work. 
• “Customer service” – ensuring parishes feel well supported. 




