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Background:

Our Parish Administrators and Secretaries are a key resource to the well-being of a Parish providing the glue that helps bind the Parish together. The Administrator and Secretary are often the first point of contact within the Parish fielding a variety of telephone calls, letters and emails. They are often the go to person who is expected to have the answers to any number of questions and enquiries. The work is more than providing administrative support because the Administrator and Secretary need to have good communicative skills often needing to display a great deal of empathy with the person with whom they are communicating. 
It was recognised that there was a need to develop working procedures that would provide our Administrators and Secretaries with clear and easily understood directions when performing Parish tasks and activities enabling consistent execution. The procedures would help to eliminate common misunderstandings by identifying job responsibilities and establishing boundaries. The procedures would also enable a consistency of execution thereby avoiding mistakes which could cause potential embarrassment to the Parish.
The Procedures will help to:

1. Identify specific actions

2. Explain when to take actions

3. Describe alternatives when available

4. Includes warning and cautions

5. Gives examples

6. Provides forms

7. Written using an outline format

The procedures were developed with the help of our current serving Administrators and Secretaries during the workshop phase of an Administrator training day. The draft procedures were then validated and published. The procedures are designed to provide a high level overview of the tasks that need to be performed within the Parish and are described in alphabetical order. 
Accounting and Reporting

As a charity we are expected to report clearly and fully on the money we receive and spend. The Charity Commission has clear rules on how charities should account for their finances, and for reporting these accounts. As a charity, the Diocese needs to comply with this guidance. You should ensure any documentation has the registered charity number on it.  
As the Parish Administrator your duties might include responsibility for ensuring the Parish maintains appropriate records of its financial transactions. The main types of records that will need to be maintained are:-

Budget

The Diocesan Operating Procedures (DOPs) earnestly recommend that all Parishes maintain an annual budget as this will enable the Parish to identify variances in spending patterns year to year. The budget should be created by the Parish Treasurer in combination with the Parish Finance Committee. However, the duty might fall to the Parish Administrator and thereby mentioned in this procedure. The Parish budget is an extremely important document and can help with the planning and management of finances as well as preventing errors and waste. It is important to categorise monthly expenses as well as non-monthly expenses to develop an annual budget. Use of the church budget has several important advantages: 

• Much Parish spending is done emotionally; a budget will help to control spending. 

• Budget process also helps clarify mission priorities. 

• A good budget procedure gets many people involved. 

• A budget always involves commitment by the membership. 

• If a budget is used correctly, it will produce an accurate account of where all the money comes from and where it goes to. 

• Good account reporting and budget comparisons generate significant confidence from the membership and leadership. 

Creating the Budget

Determine what your income will be for next year. Start with the Statements of Income from the last three years. If these are not available then add up all the deposits that flowed through the Parish’s bank account this past year. It should include all sources of income such as Parish collections, gifts to the Parish, Parish fund raising events etc.

Having available the Parish income for the previous two years will enable you to forecast what you may reasonable expect to receive as income during the forthcoming year. You should never plan for an aggressive increase in income and always err on the side of caution. 

By the way, in the example above, one way to do a precise calculation for 2014 is to evaluate the increase in income from years 11 to 12, and 12 to 13.

· In 11 to 12 the increase was £6,000 or a percentage increase of 6.0% [(£106,000-£100,000)/£100,000].

· In 12 to 13 the increase was £4,028 or a percentage increase of 3.8% [(110,028-£106,000)/£106,000].

· Hence, a reasonable budget figure could be an average of those two years of 4.9% [(6.0 + 3.8)/2].

· Option 1: For 14 a 4.9% increase over the previous year’s income of £110,028 which would be £115,419.

· Option 2: For 14 a 3.8% increase over the previous year’s income of £110,028 which would be £114,209
· Option 3: Play it safe & go with £112,000.

Determine your expenses for the next year. You may or may not come up with an expense budget that hits the mark in year one or even year two of this process. The important thing is for you to begin to track where the money goes. In year one you have a lot of unknowns because you didn’t track prior to that year.

Do the following for 2012, and 2013. This is all done to create our new budget for the year of 2014.
· Total all the monies that were spent out of the Parish account for those years. In other words, determine what was spent.

· Then breakdown the largest list possible of your spending categories. Some simple ones would be: payroll, insurance, building maintenance, office, youth, children, music, adult, utilities, telephone, postage, Priest expenses, debt payments etc.

· For now, anything that does not fit in any of those categories can go into an “Other” category. This category will probably be very large at the outset. The “Other” category will get smaller and smaller as time goes on because you will identify more and more categories for which you can track expenses.

· Total all the expenses in all categories. When added together they should equal the amounts determined in item #1 above. Again, do this for each of the years.

· Do the same averaging of expenses per category as you did on the income side described earlier. When both the income and the expense projections are complete you should show more income than expenses. If that is not the case, then you need to go back into the expense budgets and start making reductions.

DO NOT GO INTO THE INCOME PROJECTIONS AND CHANGE THEM UPWARD! You are only fooling yourself if you play that game. What you established as income is established. At this point you should only manage your expense items. You can cut those line items and make it work. In fact, you must do so to be fiscally responsible. Do not set a budget with more expenses than income. NEVER!

If you will follow these guidelines for the next two years you will begin to see an improvement in your ability to control expenses, reduce debt, and improve savings. Your first year will be hit and miss. The second year will start to be predictable. In year three you will be good to go! These are all very good things to happen for your church.
The Cash Book(s).  
This contains the record of every item received by the Parish or paid on its behalf. If several items of cash are received on one day, for example the different collections on any given Sunday, these would be recorded individually as “Cash received”, with a corresponding entry for the total sum paid-in, as “Cash to bank”. 
Parishes are maintaining their own cash books which can be a combination of accounting packages such as Quicken, or spreadsheets. The Diocese is promoting an application called FinSys which is being rolled out to Parishes during the latter half of 2013. The contact for FinSys is the Diocesan IT Manager.
It is good practice for the each bank statement to be reconciled against the cash book. There are many different ways to reconcile a bank statement – the following method is one manual way which works. The letters refer to those used in the form that follows the process. Each account: - current, deposit or petty cash, needs to be reconciled separately.

	1
	Compare Bank statement and Cash book entries. 

If there are any entries in the statement that do not appear in the cash book enter them as appropriate.
	

	2
	Add up the Cash book totals, in pencil / draft. 

Check the Cash in hand to any in the Petty cash / safe 

Check the amounts paid in on the Bank Statement against the Cash Book totals.
	

	3
	Tick off cheques / standing orders etc paid on the 

statement against the previous month’s reconciliation 

and the current month’s cash book.
	

	4
	Make a list of all unpaid cheques/ standing orders
	

	
	Use the reconciliation form in section 9 and enter the 

following figures
	

	5
	The Closing Bank statement figure
	A

	6
	The un-presented cheques, total at
	B

	7
	Subtract B from A to give subtotal of funds still

available, 

A-B =C
	C

	8
	Enter any amounts you have paid in but are not yet 

shown on the bank statement, total at D
	D

	9
	Adjustments: Enter any disputed or unidentified items 

that appear on the Bank statement. 

Receipts should be subtracted / Payments should be 

added back (Unless you are overdrawn)
	E

	10
	Add C+D+E
	F

	11
	Note the closing balance in your cash book..
	G

	12
	If you haven’t done so at stage 1 then enter any items 

on the Bank statement that you’ve not entered in the 

Cash Book, e.g. bank charges. 

Note that these items should only appear on the 

reconciliation page once, either in the banking 

adjustments section, or here. Total at H 

Use the same rules as at stage 9 in the Banking section
	H

	13
	Add G and H
	

	14
	Compare F and J. They should be the same. 

If they aren’t you need to look for missed entries or 

incorrect entries.
	F = J
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Collections records.  

These can be cross-checked against the subsequent banking entries. Weekly collections and income from envelopes should be checked as they are counted, by at least two people. Their names and signatures should be on each record and counter signed by the Parish Priest or an employee of the Parish. 
A selection of documents and templates can be found in the Administrators Forum, under the topic called ‘a collection of cash counting sheets’ http://psf.portsmouthdiocese.org.uk/index.php
Payments.  
Payments not made by cheque should be exceptional. All payments should be supported by appropriate documentation e.g. invoices, bills, expenses claims. Where there is no supporting document, a “receipt” should be obtained. 
Petty Cash.

Payments in cash should be kept to a minimum. Where it is necessary to make such payments, they should never be made from cash received as collections, but from a properly set-up and documented petty cash float. A cheque, can be drawn for “Cash” and used to replace funds taken from the cash received as collections, Alternatively, a cheque for “Cash” can be used to provide a banking entry to support the initial credit balance in a Petty Cash book. All payments from petty cash should have a matching receipt, and the total of such payments, when added to the remaining cash in hand, should balance against the initial cash cheque withdrawal from the bank.
A Petty Cash Procedure

Step 1 : Cash Withdrawals/Deposits
Every time cash is taken out the box a voucher should be filled in like this example below:-

Four Steps to Maintain the Petty Cash
[image: image1.png]



There are several options here:- 
1. Fill a voucher for ‘Cash Out’ of say £5.00 and when the change is returned complete the 'cash in' box of the voucher. Attach the receipt; or

2. Take the cash, buy the item, put the change and the receipt back into the box and only then fill in the voucher 'cash out' with the exact amount as per the receipt.

3. Take the cash, buy the item, put the change and the receipt back into the box. Don't worry about filling in vouchers. Simply fill in the petty cash log.

With option 2) and 3) care needs to be taken to at least put a receipt of some sort into the box if you don't have the patience to fill in a voucher or log.

If you are forgetful you may discover at the end of the month that cash has been taken with absolutely no record of what it was used for (put it to owners drawings if this happens to you – and only if you are the owner or have permission to do so! Otherwise you need to confess and admit there's been an error :(.

Ensure there is a receipt for every item purchased just the same as when you make purchases from your business bank account (except of course this may not be possible in some cases like with parking meters). Keeping receipts and/or invoices is a standard bookkeeping and accounting practice and is something an auditor will check. 


Step 2 : Petty Cash Log
On a regular basis (perhaps every time the cash box is used, or weekly) complete the petty cash log (or spreadsheet). Keep it in or near the petty cash box so it is within easy reach. 


Step 3 : Petty Cash Reconciliation
The petty cash should be reconciled at the end of the month the same way a bank account is reconciled. Also, the cash will need to be counted and the total should match the total at the bottom of the petty cash log.

Bank Account(s).

The Administrator needs to keep all bank statements to support the Parish accounts, for a period of seven years. In view of the need to comply with the Charity Commission’s requirements and identify separately the different types of funds, as explained below, it may be useful to operate more than one account, but in no case should there be more than one cheque book in use at any one time for each separate account.
Bank Signatories

Each cheque should require a minimum of two signatures, usually any two from four including members of the Chair of the Finance Committee, the Parish Priest, and Administrator. The Administrator needs to keep a record of who are the authorised signatories, and ensure that the bank mandate is authorised by the Parish updated regularly. If names need to be added or removed as authorised signatories then please contact the Diocesan Finance Manager.
Return of the Annual Return

This is an annual form which helps the Diocese monitor its financial situation. It is sent to Diocesan Finance Manager at the end of the Diocesan Financial Year (August 31), and one copy of it is retained by the parish. With the implementation of the FinSys Cash Accounting system this can be entered online.

Annual financial statements. 
Records should be held for at least six years.
Baptism
Holy Baptism is the basis of the whole Christian life, the gateway to life in the Spirit (vitae spiritualis ianua), and the door which gives access to the other sacraments. Through Baptism we are freed from sin and reborn as sons of God; we become members of Christ, are incorporated into the Church and made sharers in her mission: "Baptism is the sacrament of regeneration through water in the word”.
1. Make a note of the Baptism using the application form ensuring all contact information is complete (name and address), the age of the child.
2. Ensure that at least one parent is a Catholic, if not then seek advice from the Parish Priest. In addition, at least one Godparent must be Catholic.
3. Put the date of the Baptism in the Parish calendar. Ensure the Parish Priest is aware of the Baptism and it’s noted in his diary.

4. Ensure the family attend the required education provided by the Baptism team and place the education dates within the diary. If necessary, liaise with the Baptismal Preparation Team to confirm preparation dates.

5. One week before the baptism ensure that the Baptismal candle is made available to the Parish Priest to give to the family on the day of the Baptism. The candle can be placed within the sacristy and the sacristan notified.
6. Ensure that the bidding prayers for the weekend Masses include prayers for those to be Baptised including parents and God parents.

7. On completion of the Baptism ensure the details are entered in the Baptism register. Issue a Baptism certificate and make available to the family.

8. Enter the details of the Baptism into the Parish registers which may be on computer, paper or within the Diocesan PAMIS application.

9. File the completed Baptism form in the Baptism folder in the filing cabinet.

The Signs and Symbols of Baptism
Water 

This is for the cleansing and is a sign that our sins are washed away. Baptism cleanses us of Original Sin with which we are born and in the Baptism of adults, of every sin committed prior to Baptism. Water is also necessary for life and so is a sign too that the life of the Risen Christ is ours.

Sign of the Cross

A sign on something shows its origins in ownership. The sign of the cross is a mark of Christians, for Jesus Christ died on the cross. Parents and Godparents trace it on the child’s forehead to show that the baby belongs t Christ, who now offers his help and grace to face and overcome the sufferings of life.


Oils

Oil of Baptism is olive oil rubbed on the breast of the baby, just as athletes used to rub themselves down with oil to strengthen and prepare for the fight ahead. Oil of Chrism is a mixture of olive oil and balsam (sweet smelling ointment) and is rubbed on the crown of the head. It is a sign of sealing with the gifts of the Holy Spirit. The profession of faith which you can make on behalf of your child at Baptism will later be confirmed personally by your child in the sacrament of Confirmation when the oil of Chrism will be used again. The oils are blessed by the Bishop during the Chrism Mass in the Cathedral in Holy Week.
White Garments
This garment, usually a shawl, is a relic of the new clothes worn by Christians after baptism in the first centuries. It is a sign of innocence and the new life of resurrection.

Candles
These symbolize Christ – the Light of the World. The Baptismal candle is lit from the Paschal Candle, which stands near the alter and is first lit at Easter to remind us of the risen Christ. The Baptismal candle reminds us that the Light of Christ has entered the child’s life and its flame symbolizes the flame of faith which will burn throughout the life of the child.

Baptismal Register
The babies Baptism will be recorded in the Parish Baptismal Register. In the years ahead proof of Baptism may be obtained in the form of a certificate issued on the basis of this registration. The child’s confirmation, marriage or ordination, will also be noted alongside this entry in the register.  The Register will also provide the information requested annually by the Diocese, known as ‘Pastoral Statistics’  
A selection of documents and templates can be found in the Administrators Forum, under the topic called ‘Baptism Form’  http://psf.portsmouthdiocese.org.uk/index.php
Bidding Prayers
The responsibility for producing the bidding prayers may reside with the Clergy, the pastoral council, the justice and peace group or with a parishioner rota. Whoever has the responsibility must provide the prayers in time for them to be reviewed and if necessary edited by the Parish Priest. On confirmation from the Parish Priest, the prayers must be made available to the sacristan who will ensure they are given to the Ministers of the Word in preparation for the Mass. 
Certificates and Licenses
Gas Safety Certificates
It is essential to have all gas appliances maintained and serviced on an annual basis by a Gas Safe Registered Engineer – please refer to the Buildings and Maintenance Procedures Manual on the Diocesan web site. 
http://www.portsmouthdiocese.org.uk/procedures/
Small Lotteries Registration

If a Parish wishes to raise funds by selling tickets to the general public in advance of any draw then a small lotteries registration under the Gambling Act 2005 must be taken out with the local authority in whose area the Parish resides. For example, a local Parish wishing to sell tickets for an annual summer fete will need to be registered with the local authority
Why do I need a licence?
A lottery has been defined as "a scheme for distributing prizes by lot or chance". If a prize is awarded by skill alone then the scheme is not a lottery. Large lotteries are licensed by the Gambling Commission. Draws at fetes, bazaars, dinners, dances, sporting events and other entertainments of a similar nature are exempt from being registered as a Small Society Lottery and are permitted as an incidental non-commercial lottery provided any ticket is sold at the time and place of the entertainment, the lottery is not the chief attraction of the event, there is no rollover, no more than £250 is deducted from the proceeds in respect of expenses (such as the cost of printing tickets), no more than £250 is spent on prizes and none of the proceeds are devoted to private/personal gain. There is also an exemption for customer lotteries.                                                                       
What does the application process involve?
1. Use the Internet to find the local authority web site and then search the site for the “Small Society Lotteries” application form

2. Complete and submit the application which may either be on-line, or require you to download the form and post it when completed. The form will ask for the Parish details, details of the lottery, details of tickets printed, the value of prizes etc. To register as a small society lottery you must complete the application form and submit it with the registration fee of £40. The application will be processed and a registration certificate issued as soon as possible.

Definition

The Act's definition of a small society lottery falls into two distinct areas:

           Society status - the society in question must be 'non-commercial'.

Lottery size - the total value of tickets for sale per single lottery must not exceed £20,000, or the aggregate value of tickets for sale in all lotteries in a calendar year must not exceed £250,000
If the operator plans to exceed either of these values, they may need to be licensed with the Commission to operate a large lottery.

First Holy Communion
Each parish or pastoral area is responsible for developing and implementing a preparation process for those who want to receive the sacraments. It is also responsible for giving all its members opportunities to be involved in the preparation process, including support and prayer.
The best model for preparation is to use a team, working on behalf of the parish community. A team is made up of clergy (priest and/or deacon), catechists and helpers (who may also be parents and/or young people).
At the parish level, sacramental preparation is the responsibility of the whole parish, assisting the parents in the formation of their children. This therefore implies a number of public celebrations at Sunday Mass (e.g., Rite of Enrolment, etc.) so that the group does not become disconnected from the wider community. Each parish/pastoral area is encouraged to have a First Holy Communion preparation team, formed of catechists (for children and adults), and helpers. It is good to encourage parishioners to pray for the First Holy Communion families, and the families to actively participate at the Sunday Masses. Ideally, First Holy Communion should be received at a weekend liturgy because it is a celebration of initiation into the community that gathers to celebrate every Sunday.
1. Parents of children must complete an application form. The application form must be signed and returned to the parish office.
2. Parents must also complete and return a parental consent form.

3. A sight of Baptism Certificate must be provided along with the application for those children or persons who were not baptized within the parish.

4. A child who has not been baptized but has shown a keen interest in doing so, can be incorporated into the First Holy Communion programmed, if they are in year 3 or above.

5. Parents should be asked to contribute towards the cost of FHC books and learning materials.

6. A list of proposed programme dates including all preparation sessions for parents, parents and children, practice sessions and the First Holy Communion day must be published and provided to the candidates and parents, catechists etc.
7. A register for each session must be maintained. 

8. All safeguarding requirements must be adhered. Contact the Diocesan Safeguarding representative within the parish in the first instance, and if not available then please contact the Diocesan Safeguarding Department for advice and guidance

A selection of documents, preparation materials and templates can be found in the Administrators Forum, under the topic called ‘First Holy Communion’  http://psf.portsmouthdiocese.org.uk/index.php
Funerals 
1. The first step to take in preparing for a funeral is to contact a funeral director. The normal procedure is for the funeral director to contact the church and to be the liaison for the family and the Church. Among other things, the funeral director, after meeting with the family, will contact the Church about making arrangements for date, time, presider, music, reception, etc. for the funeral as well as the vigil service (if one is requested). They do a wonderful job of this and take a lot of the worry off of the family.    
2. If the family contacts the Parish directly then direct them to the funeral director. 
3. No definite date should be agreed until the Parish Priest has agreed the date.
4. Funeral directors must be asked to confirm details of the funeral to the Parish office by letter, fax or email.
5. Type up a door note to draw attention to Parishioners (an example can be found in the library section entitled bereavement in the administrator/secretaries forum)
6. Funeral directors to be asked to give fees on the day of the funeral (2013 fee charges):
a. Priest – Stipend from the undertaker plus travel expenses (£110 plus travel expenses). Please contact the Episcopal Vicar Canon Paul Townsend for the latest stipends and fees.
b. Organist £60
c. Sacristan £25
7. If the family request the body to be brought into the Church the night before the funeral the Priest must be advised. He cannot always be available but if not then please ensure a Eucharistic Minister is available to help with the vigil at the church. The church provides a ritual or service for this. It consists of prayers, reading of the Word of God, prayers of intercession. You might like to include the sharing of memories.
8. The family or friends may choose to talk about the deceased.  Only one eulogy is recommended by the Church.
9. At the Graveside or Crematorium. The Church sees the three elements of the Order of Christian Funerals as integral – The Vigil, The Funeral Mass and the Burial/Cremation.  With this in mind, the Church regards the actual burial/cremation as important and the most difficult element of farewell - as a sign of Christian charity and solidarity.  Participation by all mourners at the actual liturgy of burial/cremation is to be encouraged.

A selection of documents, and templates (including a form to prompt for information that will be required for the death register) can be found in the Administrators Forum, under the topic called ‘Bereavement’  http://psf.portsmouthdiocese.org.uk/index.php
Funerals Frequently Asked Questions
 

What is the difference between a Funeral Service and a 
Funeral Mass?
A funeral service is appropriate prayers, readings, homily and eulogies, conducted in the Church by a priest.
The Funeral Mass is the participation in the central act of Catholic worship.  For Catholics, the Mass is the most important act of worship and contains the celebration of the Eucharist around the altar table.  It is the source and summit of Catholic life.  It unites us with Christ and His sacrifice on Calvary.  The Mass also unites us with others participating in this supreme Act of Worship, especially those experiencing grief and pain.

Who contacts the Priest?
Either the family or the funeral director will contact the Priest. If the priest has been involved with the family prior to the death, he will have offered guidance as to what to do at the time of death.
What Funeral Director do I contact?
Some Catholic people find dealing with a Catholic funeral director helps them. If you would like a Catholic funeral director, speak to your local Catholic Priest who will be able to suggest a Catholic funeral director. A Catholic funeral director will be very helpful and may assist you and your family when dealing in areas that you might feel a little unsure about.
Can I have a non-religious poem read in the Funeral Mass?

It is advised that you don’t, however each poem is different in its meaning and some can offer a beautiful reflective opportunity, you may choose to incorporate one in a eulogy or at a Vigil Service the night before. Please check with your local priest if in doubt.
How much do I pay the Priest
It is customary to make a donation to the priest or the parish.  Your funeral director will advise you of what would be appropriate. See charges above.                                             
Gift Aid

Even if the Parish has a separate Gift Aid Secretary who keeps records of individuals and the amounts against which tax can be reclaimed, the Administrator will still need to keep note of who has paid what and when, either by means of an envelope giving scheme, or by standing order direct to the Parish account. This will need to be shown in the cash book, and will support the requirements of the HMRC to justify repayment of income tax paid by the donor. In addition, new regulations called the Gift Aid Small Donations Scheme (GASDS) allow the Parish to claim top-up payments from HM Revenue and Customs (HMRC) on small donations that they receive for each mass centre within the Parish. The scheme applies to cash donations of £20 or less, received after the 6th April, 2013. Top up payments can be claimed on up to £5,000 of small cash donations in a tax year for each mass centre within the Parish. 

Gift Aid Handling Procedures
1. Obtain a Gift Aid declaration from the donor to confirm that they want you to claim tax back for the donations specified. Copy the Gift Aid declaration and send the original to the Diocesan Finance and Property office, with the copy safely filed in the Parish Gift Aid register.
2. Advise the donor that they will need to pay at least as much UK tax in the tax year in which they donate as the amount the Parish will claim back in tax.
3. You must keep a record of declarations that have been cancelled by the donor – including the date the cancellation takes effect.
4. Linking cash donations to the Gift Aid declarations needs care. The preferred method is standing order which allows for monthly payments to be recorded in the Parish bank statement. You must then update the Parish Gift Aid register with the monthly standing order payments. Alternatively, the donor may wish to use the envelope system. The envelope system enables payments to be recorded for each donor. The envelope needs to show either the donor’s name or a unique identifier such as a reference number which can be cross referenced to a donor register.
5. When the envelope is opened and the contents are counted, this must be in the presence of two counters. The counters must record the amount contained within the envelope on the envelope it came in, and in a donor register. You should keep the envelopes as part of your normal record keeping. 
6. Gift Aid records must be retained
a. Six years after the end of the accounting period they relate to
b. 12 months after you make your Gift Aid repayment claim for that accounting period.
c. For example, if you prepare the Parish Annual Return for the Diocesan Tax Year ending 31st August, 2007 and make a Gift Aid repayment claim for that period during 2008, you must keep your Gift Aid records until at least 31st August 2013. But if you wait until 2013 to make the repayment claim, you must keep your Gift Aid records until at least 31st August, 2014. 
d. You must keep all Gift Aid envelopes for the last tax year, and then for the earlier tax years you are only required to maintain one complete months’ worth of envelopes. 
7. You must make regular gift aid repayment claims within the Diocesan Gift Aid Declaration System (GADS). Access can be obtained from the Diocesan IT Manager. To update the GADS system you will need to refer to the Parish Gift Aid register used to record donor payments. The GADS system allows you to enter quarterly donor payments. On completion of all donor donations for the specific quarter, the claim can be submitted for payment.
8. As an administrator you must ensure:
a. There are valid Gift Aid declarations held for all donations on which a Gift Aid tax repayment is claimed.
b. An audit trail exists to link tax repayment claims to individual donations and to Gift Aid declarations
c. The amount repaid has been received and paid into the Parish bank account.
A selection of documents, and templates (including a form to prompt for information that will be required for the death register) can be found in the Administrators Forum, under the topic called ‘Gift Aid’  http://psf.portsmouthdiocese.org.uk/index.php
Insurance Matters
Insurance is provided by the Catholic Church Insurance Association. If you have any issues concerning insurance then please contact the Diocesan Office.

Insurance FAQ
1) Use of the Parish Kitchens by a parishioner wishing to start a business. The insurers stated the person must have public liability insurance and employee liability insurance if they are employing staff. In addition, the kitchen must be approved by the Food Standards Agency.

2) If Church property is used by a third party and an accident ensues then the parish is liable for the injury. The parish must ensure a risk assessment has been completed, dated and signed. An items identified in the risk assessment must be removed or mitigated (for example, a car park is used by a 3rd party and the risk assessment identified pot holes in the car park. The holes must either be repaired or protected by a barrier). The Church insurers can write out an indemnity that would be signed by the organising person for the third party stating they will not hold the Church responsible for any injuries or claims for injury.
3) Church Hall is used by a parish group, or parishioner (single use such as a family party). This group would be covered by the Diocesan Insurance policy

4) Church Hall is used by a business who charges attendees (for example, an exercise class). This is known as sessional hire and requires the business owner to produce a ‘sessional license insurance’ This must be evidenced by the parish. This type of business is not covered by the Diocesan Insurance policy.
Mass Stipends and Stole Fees
Mass Stipends

Irrespective of the number of Masses he celebrates on one day a Priest may accept for himself only one stipend on any one day apart from Christmas Day, when he may accept a stipend for each Mass celebrated. Any extra stipends should be sent to the Finance Office, who will apply them for purposes from time to time prescribed by the Archbishop. (Code of Canon Law, Can. 951 §1)

For each Mass offered for the Holy Souls, where the source of the offering is a money box in the church, a Priest may apply a stipend of £10.

A Parish Priest may draw a stipend of £10 per Mass from general parish funds for each pro populo Mass he is obliged by office to offer (Can. 534 §1). This has been effective in this Diocese since June 2006 (Ad clerum no. 23).
Where the investment income from Cluniac Investments in respect of Foundation Masses is insufficient to provide a stipend of £10 per Mass, the shortfall may be made up from general parish funds.

Surplus Mass intentions
Priests / parishes which find themselves with more Mass intentions than can be discharged within a year should forward them with the offerings either to priests who request them or to the Finance Office (Canons 953 and 955) for distribution to priests in need.

 
Stole Fees

These are offerings to the Priest by the faithful and should not be quoted by the Priest in a set amount as a fee for a particular Sacrament or service (Baptism, marriage, funeral, etc.) 

Mass stipends and stole fees can be handled in the following manner

They are recorded in the parish accounts, if the priest freely agrees that they may be treated as Gift Aid donations. Otherwise they may pass straight to the priest. No tax rebates from Gift Aid are clergy income. 

1) The priest may regard stipends and stole fees as his personal income, and thus these do not have to pass through the parish accounts, the following receipts:

(a) Mass Stipends (including Holy Souls Masses), and

(b) Stole fees for baptisms, weddings and funerals.
Music License
Copying music without permission is against the law – everywhere.
Licensing agencies

Copying lyrics and music, if you only make special service sheets once or twice a year, then getting permission each time might be cheaper than paying for an annual license.

Do you need both a Calamus licence and a CCL?

If you are regularly copying texts administered by Calamus and texts administered y CCLi, you should get both licences. If you are regularly copying texts administered by only one agency, get a licence from that agency. Then for texts administered by the other agency, compare the cost of their annual licence with the cost of getting one-time-use permissions directly from the owners of the copyrights.

Calamus

The Calamus licence covers much – but not all – of the contemporary catholic parish repertoire. A Calamus licence allows you to:

· reproduce words of hymns and songs on service sheets (one time use);

· reproduce the music of their melody lines on those sheets;

· reproduce the published art work of people’s editions on those sheets.

A Calamus licence does not allow you to:

· make permanent copies of words and melody lines;

· copy any full scores or parts from those scores;

· make any arrangement of a work.


The conditions are that you must:

· pay an annual licence fee;

· make a quarterly return of works copied;

· print the proper acknowledgements of copyright on your service sheets;

· print the details of the licence on your service sheets.

· You must have purchased sufficient published copies of the work for use by the parish musicians.

Christian Copyright Licensing International (CCLi)

CCLi is the agent for most evangelical and free church authors and composers. It administers the copyrights of more than 150,000 works. There is a useful ‘song search’ facility on its website.

CCLi offers a ‘words only’ licence: the Church Copyright Licence (CCL). It allows you to make OHP slides; make service sheets; input texts on a computer; and make arrangements of music where no arrangement is published. Permission to reproduce melody lines can be applied for an extra cost to you: a Music Reproduction Licence (MRL).

Licence holders make an annual return of texts copied.

CCLi administers texts whose copyright is owned by the
following publishers, among many others:

Kevin Mayhew Publications, Oxford University Press, Thankyou
Music, Make Way Music, Jubilate Hymns, Canterbury Press, A & C
Black, Harper Collins, Stainer & Bell.

New to the Parish
Ensure new parishioners are made to feel welcome!  Please ask them to complete a New Parishioner Information sheet .
A registration document is available in PAMIS or you can find a registration form in the Administrators Forum, under the topic called ‘Parishioner Registration’ http://psf.portsmouthdiocese.org.uk/index.php
Wedding Planning

Preliminary information
1. Are the parties Catholic, one Catholic/Christian, or Catholic/non believer?

2. Are both parties baptized? Catholic parties Confirmed?

3. Any previous Marriage(s) if so then you will need the annulment paperwork (see below under ‘Paperwork’)?

4. Do the parties live in our Parish? If they do not then they will need permission from their Parish priest(s) including a declaration of ‘Freedom to Marry’ (this will be needed even if their own Parish church is within our own Pastoral Area).

5. Are they British citizens or members of the Economic Union (EU)?

6. Has advice of the costs of marriage been advised to the parties involved such as the ‘Authorisation Person Fee’, Flowers and Organist costs (if required), Marriage Certificate, and donation to the Priest.
7. Full names, addresses, date of birth, and contact information (including email).

Sequence of Events
· The Couple must check and confirm the date and time are available at the Church, and submit their request in writing or by email.
· Parish Office to send introductory letter with summary of requirements and help with flowers/organist details if required. 
· The couple must make an appointment to see the Registrar to register the wedding and apply for wedding licenses with authorizes the Church to marry them (the Registry Office then issues a notice of intended wedding, and after 15 days if no objections are made, they issue the license to the couple). Advise the couple that there is a fee for this service.
· The couple must arrange an appointment with the Parish Priest to complete the “Church Marriage Form”. They will then need to discuss and plan the Music, Hymns, Readings, Prayers etc, and ask any questions or make requests. Both parties need to attend and bring with them:
Paperwork
· Birth certificates
· Confirmation certificates, need the name and address of the Church
· Copy of the Baptism certificate(s) (a recent copy made with the last 6 months), to establish freedom from any possible impediments such as a previous marriage, ordination, solemn profession.
· Letters of Freedom, from each Parish in which the parties have resided for at least 6 months (if this proves difficult a Form of Afficavit may be used, sworn statement by the party that he/she is free to marry, corroborated by two trustworthy witnesses, there is an official form for this).
· Where applicable – proof of dissolution of former marriage: Death certificate/declaration of nullity by the Church/dispensation or declaration of freedom to marry following any tribunal.
· Blue Marriage Licenses (to be checked by the named Authorised Person).
· Marriage Preparation Form – available from the Catholic Printing Company, Farnworth – tel: 0161 873 7457
For a Proposed Mixed Marriage
The Parish Priest will complete an “Application for Mixed Marriage” form

The same documents are required as for a marriage in which both parties are Catholics (see above): For the Non Catholic party:-

· Certificate of Baptism. A parent or a relative may be able to attest the Baptism, if a certificate cannot be obtained (photographic evidence may be considered). If there is no such testimony, then the person is to be considered as unbaptized and a ‘Dispensation from Disparity of Worship’ must be completed with the Priest, and sent to the Chancellor for signed permission. A dispensation form is also required if the non-Catholic party is a non-believer and has not been baptized.

· Statement re “Freedom to Marry”. Made by a responsible person, such as a parent, or responsible relative. This should be a statement to the effect that the non-Catholic has never been married before since many non-Catholics consider divorced persons “free to marry”.

· The couple to meet up with the Church flower ladies is applicable, to discuss standard prices/arrangements, and any special requests. Also to book the organist directly if required. Own arrangements are acceptable, but Parish Office should be informed about the arrangements that have been made i.e. any musicians/solo singers 
· If advised to do so by the Parish Priest, the couple must be booked and attend a “Preparation for Marriage” course (these are usually conducted at weekends).

· The couple may come back to see the Parish Priest again nearer the wedding date to finalise details and/or to practice the ceremony.
· The Parish Office must raise an invoice for applicable charges (Certificate/Authorised Person Fee/Flowers if applicable)

· Arrangements for Church flower ladies/or own florist to be confirmed so that access to the Church can be given during office hours, usually the day before the wedding.

The Wedding Day
· The Sacristan will open the Church and prepare the altar/candles etc.

· Authorised person (if different from the Priest conducting the ceremony) to attend the wedding, witness it, and sign the marriage register with the couple, then issue the Marriage Certificate. Only Registrars ink should be used.   Authorised person to be added or removed and must be via the local Registry office and the Diocese, and can take a number of weeks to set in place. 
· Confetti is permitted providing it is recyclable, and immediately outside the Church only.
· Attendees are asked to respect the car park and take any rubbish away with them
· Cars are parked at the owners own risk, and the Church accepts no responsibility for vehicles and their contents.
Final Administration
· After  the ceremony, the Blue Marriage Licenses should be completed. Top left hand corner – enter the number of Entry from the Marriage Register, and bottom right corner, Groom and Bride’s father’s names.
· The Authorised Person should complete a certified copy of the entry made in the Register, using the forms provided, and in Registrar’s ink.
· Blue Licenses AND official copy (completed by the Authorised Person) to be sent to the Registrar with the next quarterly Marriage Returns
· Notification of Marriage form should be completed and sent to the Parish (or Parishes) of Baptism, for their records to be updated.
Petty Cash Voucher





Date:             1st July, 2013                        Cash Out:  £5-00





Detail:            Cleaning Materials              Cash In:    £1-50





                                                                      Total:       £3-50


Voucher Number:  2
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