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INTRODUCTION 
“We have some beautiful buildings and a serious challenge; we need to support the mission 
needs of the Church whilst keeping all the buildings of the Diocese compliant with the law 
and their occupants safe and comfortable. We must do this within the finances available to 
us. This document is written to help you make your land and buildings a well-run asset that 
supports you and your community”.  

Hilary Foley – Director of Estates 

 

The Diocesan Estates Policies and Operating Procedures (DOPs) B are provided as 
guidance to Managers and to employees on how a wide range of issues should be 
managed in relation to the Diocesan and Parish Estate. 

 
The underlying rationale to DOPs B is to provide a framework of policies and 
procedures which ensure that all property is managed so as to  

 
• Provide the most effective and efficient pastoral provision for the diocese 

 
• Maximise the income from diocesan capital holdings 

 
• Protect our Catholic heritage 

 
• Protect the environment  

 
• Ensure the safety of all users of the estate 

 
It also provides employees, volunteers and Line Managers with relevant forms, 
letters, and documents in a series of Appendices for use in the appropriate 
circumstances. 

 
Estates policies provide general and practical advice as well as guidance on a range 
of estates issues in order to ensure all employees (and volunteers) manage the estate 
effectively and in addition to ensuring adherence to all applicable legislation. 

 
Estates procedures support and supplement the policies by giving a step- by-step 
account of specific arrangements that apply in particular circumstances. 

 
Forms and Guidance notes are also provided throughout relating to the policies and 
procedures. 
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FOREWORD 
 

God’s Church here in the Diocese of Portsmouth is formed of many and varied 
communities, held together in the same Truth of Christ both in doctrine life and 
worship. We need common operating procedures across the Diocese to ensure 
compliance with the needs of both canon and civil law. In addition, and especially in 
the light of the church’s call to the work of new evangelisation, we need to ensure 
harmonised collaboration. We have a responsibility to ensure that people, buildings, 
and money are treated carefully allowing us to perform our duties “with the diligence 
of a good householder” (Canon 1284§1). 

 
So, I present to you an updated version of our Diocesan Policies and Operating 
Procedures for Estates - DOP B. These DOPs have the status of particular law for the 
Diocese of Portsmouth. They must be understood and followed in the broad areas of 
human resource, schools, buildings, and finance. 

 
I am very grateful to all those who have compiled these procedures and ensure their 
regular review and updating. 

 
 

In Corde Iesu 
 

+Bishop Egan 
Bishop of Portsmouth 
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Working Together: The Bishop’s Vision 
 

The Bishop of Portsmouth and the Trustees are fully aware of their duty of care to all 
our employees, and to anyone who works within the Diocese of Portsmouth. 

 
Diocesan policies must comply fully with the current statutory regulations. However, it 
is our aim that our policies do more than comply with regulations. 

 
It is our aim that our policies provide a framework of guidance for all who work within 
the Diocese: guidance to support and encourage us all in our work, to enable a working 
environment that is based on co-operation, respect for each other’s gifts, tolerance 
and support for each other’s limitations and above all, fairness and justice in our 
dealings with each other. 

 
Please read these policies, become familiar with the procedures and the forms, and 
help us to ensure that our work together fulfils our aims of respect, tolerance, and 
fairness. 

 
Throughout these DOPs, the Portsmouth Roman Catholic Diocese will be referred to 
as ‘the Diocese’. This expression shall include any representative acting for or on 
behalf of the Diocese Trustees, for example the Curia, Priests or any other 
representative appointed to carry out work on behalf of The Portsmouth Roman 
Catholic Diocese. 

 
This DOP is subject to changes brought about by relevant legislation, regulations and 
changes in best practice. Any changes and amendments that may be made to this 
document will be brought to the attention of line managers and Parishes. They will 
then be guided towards the current version online: 

 
http://www.portsmouthdiocese.org.uk/procedures 
Guidance on any Estates and Property matters are available from the 
Curia: Estates Team: Tel. 02394 216480 

 

http://www.portsmouthdiocese.org.uk/procedures
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3. Example Post Project Review 
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B2A  Policies for Capital Maintenance & Development Projects 
 
Luke 14: 28-30: "Suppose one of you wants to build a tower. Won't you first sit down and 
estimate the cost to see if you have enough money to complete it? For if you lay the 
foundation and are not able to finish it, everyone who sees it will ridicule you, saying, 'This 
person began to build and wasn't able to finish.' 

 
 

Operative date March 2021 

Owner Director of Estates 

Review date March 2024 

For action by All priests, employees and volunteers 

 
 
 
Policy statement 

These policies cover: 
• Capital projects under £2,000 
• Capital projects between £2,000-£50,000 
• Capital projects between £50,000-£250,000 
• Capital projects over £250,000 
• Additional policies for listed buildings 

Responsibility for 
dissemination to new 
employees 

 
Line Managers 

Mechanisms for 
dissemination 

This policy will be promoted via the Diocese of 
Portsmouth’s internal newsletter and intranet and 
published on the Diocese of Portsmouth website. 

 
Training implications 

 
All parish priests, employees and volunteers at induction.  
 

Resource implications There are no resource implications arising from this policy. 
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1. Introduction 

 
The aim of this set of policies is to ensure that all diocesan and parish sites and buildings 
are maintained in a safe condition and their future value protected.  

 
2. Purpose 
 

This set of policies sets out the requirements of the Trustees of the Diocese, to ensure 
that capital projects are managed safely and appropriately, while minimising the 
financial risk to the Parishes and Diocese.  

 
3. Scope 
 

This set of policies and procedures will be applied to all property owned by or 
controlled by Portsmouth Roman Catholic Diocesan Trustees Registered. They apply 
to new capital works, alterations etc. and to repairs to existing buildings. 

 
4. Roles and responsibilities (relating to the church estate and according to Canon 

Law)  
 

4.1. Bishop 
 

The Bishop is ultimately responsible for the temporal goods of the diocese finances of the 
diocese including all church property. He is responsible for ensuring full compliance with 
Statute and Canon Law. He must regularly visit each part of the diocese. Canon 473 §1 The 
Bishop must ensure that everything concerning the administration of the whole diocese 
is properly coordinated and is directed in the way that will best achieve the good of that 
portion of the people of God entrusted to his care. 

 
4.2 Trustees 

 
Our Trustees are responsible for ensuring that everything that is done in the name of 
Portsmouth Roman Catholic Diocesan Trustees Registered (PRCDTR) is in accordance with 
the wishes of the Bishop in delivering its charitable objectives with the diligence of a good 
housekeeper Canon 1284. The Trustees must also ensure that the Diocese complies with 
all legal and regulatory requirements.  

 
      4.3     Deaneries and Pastoral Areas 

 
         Under Canon 374 §1 every diocese or other particular church is to be divided into 

distinct parts or parishes, in order §2. to foster pastoral care through common action. In 
the Diocese of Portsmouth, the Parishes in Pastoral Areas and Deaneries work together 
for the benefit of all Parishioners in a geographical area, following Vatican Instruction 

http://www.vatican.va/archive/ENG1104/_INDEX.HTM
http://www.vatican.va/archive/ENG1104/_INDEX.HTM
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N200720a VII. a.  
 

4.4  Parish Priest 
 

Under Canon 519 the Parish Priest is the proper pastor of the parish entrusted to him, 
exercising the pastoral care of the community committed to him under the authority of 
the diocesan bishop in whose ministry of Christ he has been called to share, so that for 
that same community he carries out the functions of teaching, sanctifying, and 
governing…according to the norm of law. 

 
 

4.5 Parish Committees 

Under Canon 537 the Parish Finance Committee should consist of all parish clergy and at 
least three lay people appointed by the Parish Priest. Its responsibilities include protecting 
people or property and conserving all parish property, protecting boundaries, 
maintenance of buildings and development projects, preparing an inventory, and ensuring 
that rents are collected. For major projects it is recommended that a dedicated sub-
committee is formed.  It is also responsible for ensuring, as far as possible, that the Parish 
has sufficient financial resources to perform its major functions both in the present and 
for the future. 

 
4.6  Curia 

 
         Under Canon 469 the Diocesan Curia (which includes the Diocesan Estates Team) role is 

to assist the Bishop in governing the entire diocese, especially in directing pastoral action, 
in providing for the administration of the diocese, and in exercising judicial power. In the 
Diocese of Portsmouth, the Curia also provides support to the Priests and their Parishes 
in complying with all areas covered by these operating procedures, and should be the first 
point of call to advise on any areas of concern. 

 
 

5. Compliance with Statutory Requirements 
 

The primary statutes associated with this policy are: 
 

5.1.         Control of Asbestos at Work Regulations (2012) 
5.2.         Health and Safety at Work Act (1974) 
5.3.         Management of Health and Safety at Work Regulations (1999) 
5.4.         The Construction (Design & Management) Regulations (2015) 

 
B2A Policies for Capital Maintenance & Development Projects 
 
6. General Principles for Capital Projects 
 
6.1.  Before planning a Capital Project, parishes must refer to their Property Maintenance Log 

https://www.legislation.gov.uk/uksi/2012/632/contents/made
https://www.legislation.gov.uk/ukpga/1974/37#:%7E:text=Health%20and%20Safety%20at%20Work%20etc.%20Act%201974,and%20use%20of%20dangerous%20substances,%20and%20for
https://www.legislation.gov.uk/uksi/1999/3242/contents/made
https://www.legislation.gov.uk/uksi/2005/1541/contents/made
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and Parish Asset Management Plan.  
6.2. The parish should also review its Parish Property Return. 

 
6.3. Further details of this policy and procedures may be found in DOP B1 here.  

 
6.4. Before any significant investment in the estate, a Deanery or Pastoral Area review must 

be carried out, unless a written exemption is obtained from the Chief Operating Officer. 
 

6.5. At the initial stage of any project the Parish must contact the Grants and Bids Officer to 
enquire what external funding might be available. 
 

6.6. All Mission and Evangelisation Projects will require Consultation and a Feasibility Study. 
 

6.7. Consent must be obtained for all Capital works as defined in the Terms and References 
of the Trustees Committees, and the following procedures.  
 

6.8. Wherever necessary planning permission or any other statutory consent including 
compliance with tree preservation orders and conservation areas, shall be obtained for 
all projects prior to the commencement of work. 
 

6.9. On completion of all Capital projects approved by Trustees, confirmation of final costs 
must be provided to the Director of Estates, to enable a report to be provided to the 
Trustees at the following meeting.  
 

6.10.  Appeals regarding the application of any Estates Policy, should be addressed in the first 
instance to the Director of Estates who will raise the matter with the Chief Operating 
Officer, then FAR, then the Trustees. 
 

7. Outline Business Case 
 

7.1. All development projects and, where advised appropriate by the Diocesan Estates Team, 
larger maintenance projects must complete an Outline Business Case.  
 

7.2. This must include a consideration of the impact of their project on neighbouring 
parishes and their pastoral area, and where possible should involve consultation with the 
Parish Pastoral Council in addition to the Parish Finance Council, who should fulfil their 
role under Vatican N.200720a 111-113 
 

7.3. It must consider the impact of capital investment on the ongoing viability of the parish. 
 

7.4. It must also consider the impact of any loss of potential revenue or ongoing revenue 
costs on the parish.  
 

7.5. Detailed procedures will be found here.  
 

8. Art, Architecture and Patrimony Committee 
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8.1  All alterations to the interior of churches, of any value, including installation of new or 

removal of old statutory or art work or significant changes in decoration or floor 
coverings, or the installation of audio-visual equipment must be reviewed by the Art, 
Architecture and Patrimony Committee.  

 
8.2  All new build churches and extensions to churches must be referred to the Art, 

Architecture and Patrimony Committee before being sent for capital project approval.  
 
8.3  All alterations to the interiors of listed or listable churches will require the support of the 

Art, Architecture and Patrimony Committee before submission to the Historic Churches 
Committee. 

 
8.3 This team consists of up to six members nominated or approved by the Bishop. The 

Committee meets as required under its Chair. Details of the membership of the 
Committee and its Terms of reference may be found here. 

 
8.4 Details of the Procedures to be followed may be found here 
 

 
9. Listed Buildings  

 
9.1. Where parishes contain listed or listable buildings the following additional requirements 

apply, irrespective of the value of the works. 
 
9.2. All staff and volunteers are to be made aware that the property is listed or listable and 

that special rules apply to its care. It is a criminal offence to make unauthorised 
alterations to listed buildings with the sanction of possible imprisonment. 

 
9.3. No alterations, removals or additions are to be made to the building or its surroundings 

without consulting the Diocesan estates team.  
 
9.4. All works to listed or listable buildings must be carried out under the oversight of a 

Conservation Accredited Architect or Surveyor.  
 
9.5. All alterations, removals or additions to listed or listable churches will require a Faculty 

(consent) from the Historic Churches Committee, which should be submitted via the 
Diocesan Estates Team.  

 
9.6. All alterations, removals or additions to locally or nationally listed presbyteries, halls and 

the exterior of all buildings may require separate planning consent from the relevant 
local authority. 

 
9.7. In an Emergency, an ‘Emergency Faculty’ may be obtained with the support of the 

Diocesan Estates Team within hours. In all other cases the full process may take months. 
Allow enough time for the process.  

https://historicengland.org.uk/services-skills/training-skills/heritageskills-cpd/conservation-accreditation-for-professionals/#Section2Text
https://catholic-historic-churches.org.uk/
https://historicengland.org.uk/advice/planning/consents/lbc
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9.8. VAT must be reclaimed via the Listed Places of Worship Grants Scheme LPWGS for all 

qualifying invoices related to the maintenance of listed churches.  
 

10. Emergency Works 
 

10.1. If Quinquennial Surveys, compliance reports or inspections identify a significant risk of 
death or injury, a modified approval process will be followed to minimise delay in 
arranging remedial works.  

 
10.2. Consideration should be given to closing the building or an alternative method of 

minimising the immediate risk, and the Diocesan Estate Team should be contacted 
immediately to advise on requirements.  

 
10.3. Emergency Works under £10,000 will not require Trustee Approval, but may instead be 

approved in writing by the Director of Estates, Emergency Works under £50,000 may be 
approved in writing by the Director of Estates if authorised by the Chief Operating 
Officer, and reported to the Trustees at the next meeting. 
 

11.  Requirements for Consultants 
 

11.1. Under current construction legislation, all Parish or Diocesan building works, including 
those on residential buildings, are considered to be commercial not domestic.  
 

11.2. If more than one contractor or ‘dangerous works’ will be involved, you will need to 
appoint (in writing) a Principal Designer, who holds responsibility for the Health and 
Safety of the contractor and any people who might be affected by the project. 
 

11.3. Dangerous works are defined by our insurers as working on roofs, utilities 
(gas/water/electric) and hot works. 
 

11.4. If the contractor is prepared to undertake the Principal Designer role, in addition to the 
Principal Contractor role, this must be agreed in writing. 
 

11.5. Parish priests, staff or volunteers may undertake the Principal Designer role for simple, 
single contractor projects including no ‘dangerous works’, if they have the appropriate 
knowledge and experience.  
 

11.6. Building professionals are recommended for all except the simplest parish building or 
repair projects. Even apparently simple repairs could mask far greater problems needing 
attention.  
 

11.7. For listed buildings, the work must be overseen by a conservation accredited 
professional.  
 

11.8. A list of consultants whose qualifications and public liability insurance have been 

http://www.lpwscheme.org.uk/4step_process.html
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checked may be obtained from the Diocesan Estates team. Parishes intending to use 
consultants not on the list must obtain consent from the Diocesan Estates Team.  
 

11.9. Parishioners or their relatives should not act as consultants within their own parish; this 
would create great difficulties if problems develop.  

 
11.10 Consultants must be appointed in writing, with agreed terms and conditions and a 

written scope of work. Fees above the ‘de minimus’ level must go to the relevant 
committee for approval before appointment.  
 

11.11 Procedures for the appointment of consultants may be found here.  
 
12.  Delegation of Capital Projects Decisions 

 
12.1. The Trustees Board will define Capital projects policy, including that for approval and 

management of all capital projects over £250,000.  
 
12.2. The Trustees Board will also act as the Board of Appeal for projects rejected by or 

referred by the Finance Audit and Risk Committee, using the agreed Appeal Procedures. 
 
12.3. The Finance Audit and Risk Committee will review and approve all projects between 

£250,000 and £50,000 following the procedures laid out here.  
 
12.4. Occasionally, for exceptional projects, the Finance Audit and Risk Committee may pass 

the decision on approval straight to the Trustees. 
 
12.5. The Capital Expenditure Panel have delegated review and approval of all projects 

between £50,000 and the agreed ‘de minimus’ level.  
 
12.6. The Finance Audit and Risk Committee will also act as the Board of Appeal for projects 

rejected by or referred by the Capital Expenditure panel, using the agreed Appeal 
Procedures.  

 
12.7. At any stage in the approval process, the Finance Audit and Risk Committee or Board of 

Trustees may form a New Project Committee to help in their decision making and to run 
the project. 

 
13. Definition of the ‘de minimus’ level for Capital projects as agreed by the Trustees 

 
13.1. The ‘de minimus’ level for capital projects is currently defined as £2,000 for overdrawn 

parishes (with no reserves), and £5,000 for parishes in credit.  
 

13.2. These figures also apply to the employment of consultants. 
 

13.3. For the year 2021 until Trustee review, spending within the ‘de minimus level’ should be 
restricted to those inspections required in the Diocesan Policy for the Day-to-Day 
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management of their estate, works to keep the buildings wind and weathertight, and 
comply with statutory requirements, including maintaining residential property in a state 
fit for human habitation.  

 
 

14. Delegated Authority to sign Building Contracts 
 

14.1. No orders may be placed valued above the ‘de minimus’ figure without written Trustee 
Approval.  
 

14.2. Following approval by the relevant Trustee Committee, building contracts below £10,000 
may be signed by the Parish Priest. 
 

14.3. All building contracts over £10,000 will be between the Portsmouth Roman Catholic 
Diocese (on behalf of the relevant parish) and the contractor.  
 

14.4. All contracts will be signed under Deed. 
 

14.5. All contract information and supplementary information for JCT contracts must be 
provided in electronic form and held by the Diocese for 15 years.  
 

14.6. Following approval by the relevant Trustee Committee, building contracts between 
£10,000 and £100,000 may be signed by the Director of Estates, Chief Operating Officer 
or a Trustee.  
 

14.7. All building contracts over £100,000 must be signed by a Trustee.  
 

14.8. A Trustee may not sign a building contract over £10,000 for their own parish. 
 

15.  Post Project Feedback and Review - Projects up to £50,000 
 

15.1. Projects under £50,000 should be reviewed by the Parish Finance Committee upon 
completion. Any significant findings or lessons learned should be forwarded to the 
Diocesan Estates Team, for incorporation into a report for the Trustees.  

 
15.2. Confirmation of final project cost must be submitted to the Capital Expenditure Panel 

following final accounts within 3 months.  
 
16. Post Project Feedback and Review - Projects over £50,000 

 
16.1. Projects that have been approved at a value of over £50,000 require a post construction 

review to be carried out by the Diocesan Estates Team, approximately six months after 
defects liability period is complete to evaluate the development, procurement, delivery 
and commissioning processes of a project.  
 

16.2. This must include a confirmation of final project cost and should be submitted to the 
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next timetabled approving committee.   
 

B2B:  Procedures for Capital Projects 
  

17. Procedures for Appointment of Consultants 
 

17.1. Selecting the principal professional is often the most difficult choice in commencing a 
building project, particularly for new build or alterations. 
 

17.2. Where fees are likely to exceed £2,000, quotations must be requested from three firms.  
 

17.3. Generally, for building repairs a building surveyor is the appropriate professional whilst 
new work or alterations require an architect. For larger projects an architect may require 
quantity surveyors, topographical surveyors and consulting engineers (structural, 
mechanical and electrical). 
 

17.4. While parishioners or their relatives should not act as professionals; parishioners may 
recommend consultants or other denominations in your area may be able to advise.  
 

17.5. A list of approved firms may be obtained from the Diocese. Alternative building 
professionals may be used once qualifications, references and professional indemnity 
certificate have been checked. 
 

17.6. Where the design consultant is unknown, references should be taken and the parish 
priest and his advisers are recommended to actually view their work. Final selection can 
be based on a "beauty parade" of short-listed candidates.  
 

17.7. For new churches the final decision rests with the Bishop who may wish to be involved in 
the selection process. 
 

17.8. On larger projects the principal professional, usually an architect, will be able to advise 
on other professionals to assist him. However, the parish is strongly recommended to 
appoint its own quantity surveyor who is responsible to the parish for cost control.  
 

17.9. Large scale projects require a project manager who will oversee the other design 
professionals and act as the client representative. Other duties will include monitoring 
asset disposals or procurement including land, buildings and contents. The project 
manager would prepare and update the cashflow analysis, and will need to liaise with 
the parish funding team. Keeping the parish and Diocese on target for key financial 
decision making is crucial. 

 
17.10. All professionals must provide evidence of Professional Indemnity insurance cover to at 

least £2 million, but higher may be required for large projects.  
 
17.11. Fees must be negotiated at an early stage. Fees up to feasibility study may be 

negotiated on a "no contract–no fee" basis. But if the fees on the project are likely to 
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exceed £2000, these fees must be submitted to the Capital Expenditure Panel on the 
Capital projects form. 
 

17.12. Initially the professionals may indicate fees as a percentage of the total construction 
cost. The most satisfactory safeguard for the parish is to settle on an agreed lump sum 
with each professional.  
 

17.13. Payment is usually at agreed interim stages of design work. In aggregate the total of all 
professional fees and disbursements, such as site visits and printing, should not exceed 
15% (excluding VAT) of the initial estimated cost. Large project fees would be nearer 
12%. 
 

17.14. The parish priest, as agent to the Trustees, will need to sign agreements with each 
building professional.  
 

17.15. The best approach is to follow the standard form of engagement of the relevant 
professional body.  
 

18. Procedures for ‘de minimus’ expenditure up to £2,000  
 

18.1. These procedures apply to the Commissioning of Surveys and Minor Contracts under 
£2,000 (or £5,000 where a parish is in credit). 
 

18.2. Revenue expenditure is considered to be works of routine maintenance on the fabric or 
heating system of the church or other properties not involving demolition or additions 
of any sort.   
 

18.3. While there is no formal approval process for minor contracts, it is still essential to 
ensure that all consultants and contractors are competent to carry out the works, and 
comply with the requirements of our insurers. 
 

18.4. Remember that projects below £2000 may still require Arts Architecture & Patrimony 
approval, building control sign off and/or listed building or planning consents. If in 
doubt please contact the Diocesan Estates Team. 
 

18.5. It is also essential that you sensibly plan the work so the risks involved are managed 
from start to finish.  
 

18.6. If the Parish does not appoint a Principal Designer, it is important to understand that the 
Parish Priest will be responsible for the Principal Designer liabilities and must not 
undertake this responsibility unless they fully understand and are competent to fulfil the 
role of Principal Designer.  
 

18.7. It is anticipated that three quotes will be obtained to ensure that best value for money is 
obtained, whenever appropriate.  
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19. Procedures for projects between ‘de minimus’ and £50,000 
 

19.1. These procedures apply to projects which will be approved by the Capital Expenditure 
Panel, a sub-committee of the Finance Audit and Risk Committee.  
 

19.2. The Diocesan Estates Team should be contacted as soon as any project is identified. The 
Diocese will respond promptly to confirm the actions required and identify whether an 
application for grant funding might be appropriate. 
 

19.3. Before submitting any project to this committee, the parish must be up to date with all 
compliance inspections required under Policy B1A and have a Parish Asset Management 
Plan, in order to ensure that the panel is able to make an informed decision.  
 

19.4. Due to the complex nature of these projects and the varying expertise held within 
parishes, it is advised that the Diocesan Estates Team is contacted at an early stage for 
advice and to assist the parish with preparing for the Committee.  

 
19.5. Completed proposals for the Capital projects committee but must be submitted no later 

than 7 working days before the meeting date. Projects missing key information and 
signatures will be rolled over to the next scheduled meeting.  

 
19.6. A report must be prepared for each Trustee application, incorporating a coversheet, 

report and capital project form.  
 
19.7. The report must include a photograph of the building site or exterior for identification 

purposes. 
 
19.8. The need for the project should be identified on the quinquennial, or alternatively an 

inspection report or photographs demonstrating the need must be provided.  
 
19.9. The Diocesan Estates Team should be consulted on land matters, planning and technical 

details and the appointment of consultants. The final report must confirm that the parish 
complies with all civil law aspects of construction, such as; building regulations, 
planning, fire precautions, listed building consents, disability access, health and safety, 
asbestos surveys, Construction, Design and Maintenance regulations, party wall act, 
building insurance, etc. 
 

19.10. All projects must demonstrate the support of the Parish Finance Committee and Pastoral 
Area Coordinator. Development projects should also provide evidence of wider parish 
and external community consultation. The parish priest should form a parish project 
committee to help and advise him on all aspects of the proposed scheme. The parish 
priest and his committee will be responsible for the project from inception through to 
completion and final clearance of any loan. 

 
19.11. Any project over £2,000 requires as a minimum a written scope of work to enable 

comparable quotations to be obtained. More complex projects require a full schedule of 
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work and drawings or annotated photographs, and for larger projects a full specification 
and drawings must be provided.  
 

19.12. As a wide range of projects fall within the remit of this committee, consideration must 
be given to an appropriate process to obtain value for money. For simple or smaller 
projects three quotations may be adequate, for projects over £10,000 a full tender 
process is expected. 

 
19.13. If in doubt, the Diocesan Estates team will advise on the appropriate level of 

information and tender process to be provided.  
 

19.14. Once a full set of costs available, the parish must indicate confirm how the finance is to 
be provided.  
 

19.15. If applications are to be made to Living Our Faith Renewing Facilities Fund or to cash in 
DOPIF, sufficient time must be allowed for the process.  
 

19.16. If parishes are proposing to use their own resources, the Diocesan Management 
Accountant must sign off the Capital Project form to confirm that the money is available.  
 

19.17. The report must include the name and full contact details of the person who has been 
appointed as Principal Designer.  
 

19.18. A flow chart summarising the process may be found here. Some projects will follow the 
steps very quickly in a straight line through the chart. Others of a more complicated 
nature may move through the procedure much more slowly, but the basic principles 
apply to every project. 
 

20.  Procedures for all projects between £50,000 - £250,000 
 

20.1. Projects of this scale will be submitted to Finance Audit and Risk Committee for 
approval. It is anticipated that projects will have previously have been to the Capital 
Expenditure panel to approve the appointment of consultants.  
 

20.2. It is expected that all projects anticipated to cost more than £50,000 will be planned in 
accordance with the RIBA Plan of Work 2020 framework. This organises the project from 
initial feasibility stage to post project evaluation, and will be familiar to your consultants.  
 

20.3. It is anticipated that all projects of this scale will be submitted to Diocesan Estates Team 
at the end of Stage 0, once the initial proposal and core project requirements have been 
discussed by the Parish Finance Committee, but before consultants have been 
appointed. 
 

20.4. At this point, if the Diocesan Grants, Fundraising and Development Team have not 
already been involved, they will be invited to comment on the proposals. 
 

https://www.architecture.com/-/media/GatherContent/Test-resources-page/Additional-Documents/2020RIBAPlanofWorktemplatepdf.pdf
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20.5. The Diocesan Estates Team will then confirm the process to be followed before the 
project is submitted to the Finance Audit and Risk Committee for approval.  
 

20.6. In addition, an Outline Business Case must be prepared with the support of the Diocesan 
Finance Team. Details of this process may be found here.  
 

20.7. Documentation for Project Application. The following information should be provided to 
the Diocesan Estates team to be summarised within the report for all projects to be 
submitted to Finance Audit and Risk Committee: 
 
20.7.1. The need for the project and reasons for the size of the building. 
20.7.2. The results of the parish consultation exercise. 
20.7.3. If applicable, the support of the Art, Architecture and Patrimony Committee.  
20.7.4. The total estimated costs of the project including fees and VAT, and the phasing 

of the works with costs. Costs estimates should be provided by the design 
professionals 

20.7.5. Parish financial resources available and any loan facility required. If a loan is 
required please see additional procedures for approval required by the Diocesan 
Finance Team.  

20.7.6. Some simple plans of the proposals. Site plan, and buildings’ layout and 
elevations. 

20.7.7. Details of the structure of the project management team and consultants 
involved.  

 
20.8. In the case of a major project, that is to say of significant size in the context of the 

parish, its needs and financial record, the Finance Audit & Risk Committee may ask the 
parish priest and one or two members of the parish team to attend one of its meetings 
to discuss the proposals. 
 

21. Procedures for projects anticipated to cost in excess of £250,000. 
 

21.1. All projects anticipated to cost over £250,000 must be approved by the Board of 
Trustees.  
 

21.2.  Projects at this value will have required approval by a previous sub committee for 
consultant fee expenditure.    

 
21.3. All projects must be run in accordance with the latest RIBA scheme of work.  

 
21.4. Stage 0: Expression of Interest (Initial consultation) 

 
21.4.1.   For larger or more complex projects it is proposed that an Expression of Interest 

Form is completed, at this point a meeting should be arranged between Estates, 
Finance and Chief Operating Officer to assess whether the project should be 
taken further. Fundraising will be included to assess whether a scheme may be 
eligible for a grant application 
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21.4.2.   This meeting should identify issues to be explored with the Parish, during any 

site visit/further discussion, and which Committees and Process to be followed 
21.4.3. Confirm Requirements 
21.4.4. Setup Parish Steering Group 
21.4.5. Consider Fundraising Grants 
21.4.6. Confirm whether HCC Faculty required 
21.4.7. Confirm Planning or Pre-App  
21.4.8. Trustee Approval Route 

 
21.5. Stage 1: Site Visit and further consultation 

 
21.5.1. If the project rejected at Expression of Interest Stage, Parish to be informed by 

the    Chief Operating Officer. 
21.5.2. If accepted at Expression of Interest Stage the Estate Team will visit the Site and 

confirm project brief with Parish.  
21.5.3. Agree consultants to be appointed and arrange for fee tenders. 
21.5.4. Pre-App advice may be required. 
21.5.5. Fundraisers contact parish to discuss consultation and grant availability & 

requirements 
21.5.6. Finance Team check Parish viability 
21.5.7. At end of this stage Approval in principle to be obtained from Trustees 

 
21.6. Stage 2: Concept Design (Outline Proposal) 

 
21.6.1. Appoint Consultants if required to prepare Planning drawings or Initial Works    

Drawings & Schedules 
21.6.2. Parish to confirm approval. Applications to Patrimony/HCC if applicable 
21.6.3. Outline Planning Application 
21.6.4. Confirmed Budget Costs reviewed by Finance 
21.6.5. Complete Parish consultation required and develop Fundraising Strategies 
21.6.6. Place on Trustee Risk Register 

 
21.7. Stage 3: Developed Design 

 
21.7.1. Confirm who will be fulfilling Principal Designer role 
21.7.2. Preparation of Working Drawings and Full Specification or Schedule of Works 
21.7.3. Prepare a Tender list of contractors 
21.7.4. Check Insurances & references 
21.7.5. Confirm receipt of Patrimony/Historic Church Committee/Living Our Faith/Grant    

Approvals 
21.7.6. Confirm Final Pre-tender estimate 
21.7.7. Finance to confirm funding streams as expected 

 
21.8. Stage 4: Tender Stage 
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21.8.1. Complete Asbestos R&D survey if applicable 
21.8.2. Go out to tender or obtain quotations as appropriate. 
21.8.3. Prepare Tender Report  

21.8.4. Confirm all Statutory Approvals in place 
21.8.5. Confirm Parish /grant funding in place 
21.8.6. Final Project Approval by Trustees 
21.8.7. Appoint Contractor 

 
21.9. Stage 5: Onsite Construction 

 
21.9.1. Arranging for Contract Signature by authorized signatory 
21.9.2. Ensuring Finance has bank details & purchase orders for all suppliers 
21.9.3. Review of H&S plan 
21.9.4. Monitoring of Works on site and attendance at site meetings or remote monitor 

as appropriate. 
21.9.5. Check for project creep 
21.9.6. Feedback to Risk Register and Progress log, report to Trustees on Trustee 

approved projects 
 

21.10. Stage 6: Handover and Completion 
 

21.10.1. Building handover 
21.10.2. Defects Inspection & Rectification 
21.10.3. Review & settle final account 
21.10.4. Ensure guarantees logged and stored 
21.10.5. Ensure Building H&S Manual held by parish  
21.10.6. Electronic copies of Initial statutory services inspection certificates to be   

uploaded to Diocese 
 
21.11. Stage 7: Ongoing Requirements 

 
21.11.1.  Review Fire Risk Assessment, and carry out Occupiers Health & Safety  

walkround 
21.11.2. Schedule next year’s inspections 
21.11.3. Carry out Post Project review with support from the Diocese 
21.11.4. Final report to Trustees on cost outcome & removal from Risk Register 

 
22. Additional procedures if a Living Our Faith Application is required. 
 
22.1. The parish must contact the Living Our Faith Administrator to inform them of the desire 

to make an application to the Living Our Faith Committee, and to obtain an Application 
Form.  
 

22.2. This form is for use to support applications for grant funding from the Living Our Faith 
and Pastoral Area Lay Formation Fund and the Living Our Faith Renewing Facilities Fund. 
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22.3. A description is required of the project, together with costs, success indicators and 
evidence of support from the parish and pastoral area coordinator.  

 
22.4. If the application is being made to the renewing facilities fund, then a draft of the 

information required for the capital expenditure panel report would provide appropriate 
supplementary information.  

 
22.5. Alternatively, for the Laity fund a copy of the Outline Business Case is requested 

together with a letter of support from Formation for Mission. 
 
23. Additional procedures if a Diocesan Development Fund Application is required  

 
23.1. The  

 
24. Procedures for the selection of building contracts and contract administration. 

 
24.1. For smaller projects, the contract is the written acceptance of a contractor's quotation 

and specifications or on specifications and drawings prepared by the design 
professionals. 
 

24.2. For projects above £20,000 in value the building contract should be a JCT (Joint 
Contracts Tribunal) standard form with interim and final payments at 28 days from 
certification. 

 
24.3. For projects above £50,000 in value a Quantity Surveyor is recommended to 

administrate the contract. 
 

24.4. The Client is the Trustees of the Portsmouth Diocesan Trust and the parish priest may 
sign as agent to the Diocesan trustees for projects under £10,000.  

 
24.5. Contractors must not be appointed until the project has received Trustee consent. 

 
24.6.  The building professionals will recommend a tender list of least three suitably 

competent contractors. The building professional should state whether there is any 
conflict of interest in connection with any contractor or sub-contractor.  
 

24.7. The building professional will certify payment. Once payment is certified, the parish is 
legally bound to pay, even if the parish disagrees with the certification. The building 
professional decides when to issue the certificate of practical completion. 
 

24.8. The parish takes over full responsibility for a building at practical completion, including 
insurance. The maintenance period runs for six to twelve months during which time the 
contractors rectify any defects.  
 

24.9. At the commissioning stage, the contractors should provide for full "as built" drawings 
of the buildings and operation manuals for the plant and equipment. Staff will need 
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training to operate equipment. All documents and safety plans must be securely 
archived on the parish premises. Once the project has completed the defects period, the 
building should be maintained as any other parish building. 
 

25.  Procedures for Post Project Feedback and Review  
 

25.1. The purpose of a post project review is to look at the effectiveness and efficiency of the 
project delivery process. It should be considered a lessons learned report, focused more 
specifically on how things could be done differently in the future. 

 
25.2. It might identify: 

 
25.2.1. Mistakes that could be avoided in the future. 
25.2.2. Successful strategies that might be adopted in the future. 
25.2.3. Procedures or resources that could be improved. 

 
25.3. The report should focus on the lessons that can be carried forward.  

 
25.4. However, it is important that it does not simply become a time-consuming paper 

exercise. Nor should it be a PR exercise - an opportunity to pat each other on the back 
and claim every aspect of the project was successful.  

 
25.5. Only genuinely important aspects of the project should be assessed, and only viable and 

worthwhile lessons proposed for adoption. 
 

 
 
 
  
 

 
B2C: Guidelines 
 

4. Additional Guidelines for Parishes planning projects on listed buildings.  
5. Example parish consultation document 
6. Example Post Project Review 
7.  
 
 

Approvals 
 

The signatures below certify that this document has been reviewed and accepted 
demonstrating that the signatories are aware of all requirements contained herein and 
are committed to ensuring their provision. 

 

https://cbcew.org.uk/wp-content/uploads/sites/3/2018/11/guidance-listed-buildings.pdf
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	19. Procedures for projects between ‘de minimus’ and £50,000
	19.1. These procedures apply to projects which will be approved by the Capital Expenditure Panel, a sub-committee of the Finance Audit and Risk Committee.
	19.2. The Diocesan Estates Team should be contacted as soon as any project is identified. The Diocese will respond promptly to confirm the actions required and identify whether an application for grant funding might be appropriate.
	19.3. Before submitting any project to this committee, the parish must be up to date with all compliance inspections required under Policy B1A and have a Parish Asset Management Plan, in order to ensure that the panel is able to make an informed decis...
	19.4. Due to the complex nature of these projects and the varying expertise held within parishes, it is advised that the Diocesan Estates Team is contacted at an early stage for advice and to assist the parish with preparing for the Committee.
	19.5. Completed proposals for the Capital projects committee but must be submitted no later than 7 working days before the meeting date. Projects missing key information and signatures will be rolled over to the next scheduled meeting.
	19.6. A report must be prepared for each Trustee application, incorporating a coversheet, report and capital project form.
	19.7. The report must include a photograph of the building site or exterior for identification purposes.
	19.8. The need for the project should be identified on the quinquennial, or alternatively an inspection report or photographs demonstrating the need must be provided.
	19.9. The Diocesan Estates Team should be consulted on land matters, planning and technical details and the appointment of consultants. The final report must confirm that the parish complies with all civil law aspects of construction, such as; buildin...
	19.10. All projects must demonstrate the support of the Parish Finance Committee and Pastoral Area Coordinator. Development projects should also provide evidence of wider parish and external community consultation. The parish priest should form a pari...
	19.11. Any project over £2,000 requires as a minimum a written scope of work to enable comparable quotations to be obtained. More complex projects require a full schedule of work and drawings or annotated photographs, and for larger projects a full sp...
	19.12. As a wide range of projects fall within the remit of this committee, consideration must be given to an appropriate process to obtain value for money. For simple or smaller projects three quotations may be adequate, for projects over £10,000 a f...
	19.13. If in doubt, the Diocesan Estates team will advise on the appropriate level of information and tender process to be provided.
	19.14. Once a full set of costs available, the parish must indicate confirm how the finance is to be provided.
	19.15. If applications are to be made to Living Our Faith Renewing Facilities Fund or to cash in DOPIF, sufficient time must be allowed for the process.
	19.16. If parishes are proposing to use their own resources, the Diocesan Management Accountant must sign off the Capital Project form to confirm that the money is available.
	19.17. The report must include the name and full contact details of the person who has been appointed as Principal Designer.
	19.18. A flow chart summarising the process may be found here. Some projects will follow the steps very quickly in a straight line through the chart. Others of a more complicated nature may move through the procedure much more slowly, but the basic pr...
	20.  Procedures for all projects between £50,000 - £250,000
	20.1. Projects of this scale will be submitted to Finance Audit and Risk Committee for approval. It is anticipated that projects will have previously have been to the Capital Expenditure panel to approve the appointment of consultants.
	20.2. It is expected that all projects anticipated to cost more than £50,000 will be planned in accordance with the RIBA Plan of Work 2020 framework. This organises the project from initial feasibility stage to post project evaluation, and will be fam...
	20.3. It is anticipated that all projects of this scale will be submitted to Diocesan Estates Team at the end of Stage 0, once the initial proposal and core project requirements have been discussed by the Parish Finance Committee, but before consultan...
	20.4. At this point, if the Diocesan Grants, Fundraising and Development Team have not already been involved, they will be invited to comment on the proposals.
	20.5. The Diocesan Estates Team will then confirm the process to be followed before the project is submitted to the Finance Audit and Risk Committee for approval.
	20.6. In addition, an Outline Business Case must be prepared with the support of the Diocesan Finance Team. Details of this process may be found here.
	20.7. Documentation for Project Application. The following information should be provided to the Diocesan Estates team to be summarised within the report for all projects to be submitted to Finance Audit and Risk Committee:
	20.7.1. The need for the project and reasons for the size of the building.
	20.7.2. The results of the parish consultation exercise.
	20.7.3. If applicable, the support of the Art, Architecture and Patrimony Committee.
	20.7.4. The total estimated costs of the project including fees and VAT, and the phasing of the works with costs. Costs estimates should be provided by the design professionals
	20.7.5. Parish financial resources available and any loan facility required. If a loan is required please see additional procedures for approval required by the Diocesan Finance Team.
	20.7.6. Some simple plans of the proposals. Site plan, and buildings’ layout and elevations.
	20.7.7. Details of the structure of the project management team and consultants involved.
	20.8. In the case of a major project, that is to say of significant size in the context of the parish, its needs and financial record, the Finance Audit & Risk Committee may ask the parish priest and one or two members of the parish team to attend one...
	21. Procedures for projects anticipated to cost in excess of £250,000.
	21.1. All projects anticipated to cost over £250,000 must be approved by the Board of Trustees.
	21.2.  Projects at this value will have required approval by a previous sub committee for consultant fee expenditure.
	21.3. All projects must be run in accordance with the latest RIBA scheme of work.
	21.4. Stage 0: Expression of Interest (Initial consultation)
	21.4.1.   For larger or more complex projects it is proposed that an Expression of Interest Form is completed, at this point a meeting should be arranged between Estates, Finance and Chief Operating Officer to assess whether the project should be take...
	21.4.2.   This meeting should identify issues to be explored with the Parish, during any site visit/further discussion, and which Committees and Process to be followed
	21.4.3. Confirm Requirements
	21.4.4. Setup Parish Steering Group
	21.4.5. Consider Fundraising Grants
	21.4.6. Confirm whether HCC Faculty required
	21.4.7. Confirm Planning or Pre-App
	21.4.8. Trustee Approval Route
	21.5. Stage 1: Site Visit and further consultation
	21.5.1. If the project rejected at Expression of Interest Stage, Parish to be informed by the    Chief Operating Officer.
	21.5.2. If accepted at Expression of Interest Stage the Estate Team will visit the Site and confirm project brief with Parish.
	21.5.3. Agree consultants to be appointed and arrange for fee tenders.
	21.5.4. Pre-App advice may be required.
	21.5.5. Fundraisers contact parish to discuss consultation and grant availability & requirements
	21.5.6. Finance Team check Parish viability
	21.5.7. At end of this stage Approval in principle to be obtained from Trustees
	21.6. Stage 2: Concept Design (Outline Proposal)
	21.6.1. Appoint Consultants if required to prepare Planning drawings or Initial Works    Drawings & Schedules
	21.6.2. Parish to confirm approval. Applications to Patrimony/HCC if applicable
	21.6.3. Outline Planning Application
	21.6.4. Confirmed Budget Costs reviewed by Finance
	21.6.5. Complete Parish consultation required and develop Fundraising Strategies
	21.6.6. Place on Trustee Risk Register
	21.7. Stage 3: Developed Design
	21.7.1. Confirm who will be fulfilling Principal Designer role
	21.7.2. Preparation of Working Drawings and Full Specification or Schedule of Works
	21.7.3. Prepare a Tender list of contractors
	21.7.4. Check Insurances & references
	21.7.5. Confirm receipt of Patrimony/Historic Church Committee/Living Our Faith/Grant    Approvals
	21.7.6. Confirm Final Pre-tender estimate
	21.7.7. Finance to confirm funding streams as expected
	21.8. Stage 4: Tender Stage
	21.8.1. Complete Asbestos R&D survey if applicable
	21.8.2. Go out to tender or obtain quotations as appropriate.
	21.8.3. Prepare Tender Report
	21.8.4. Confirm all Statutory Approvals in place
	21.8.5. Confirm Parish /grant funding in place
	21.8.6. Final Project Approval by Trustees
	21.8.7. Appoint Contractor
	21.9. Stage 5: Onsite Construction
	21.9.1. Arranging for Contract Signature by authorized signatory
	21.9.2. Ensuring Finance has bank details & purchase orders for all suppliers
	21.9.3. Review of H&S plan
	21.9.4. Monitoring of Works on site and attendance at site meetings or remote monitor as appropriate.
	21.9.5. Check for project creep
	21.9.6. Feedback to Risk Register and Progress log, report to Trustees on Trustee approved projects
	21.10. Stage 6: Handover and Completion
	21.10.1. Building handover
	21.10.2. Defects Inspection & Rectification
	21.10.3. Review & settle final account
	21.10.4. Ensure guarantees logged and stored
	21.10.5. Ensure Building H&S Manual held by parish
	21.10.6. Electronic copies of Initial statutory services inspection certificates to be   uploaded to Diocese
	21.11. Stage 7: Ongoing Requirements
	21.11.1.  Review Fire Risk Assessment, and carry out Occupiers Health & Safety  walkround
	21.11.2. Schedule next year’s inspections
	21.11.3. Carry out Post Project review with support from the Diocese
	21.11.4. Final report to Trustees on cost outcome & removal from Risk Register
	22. Additional procedures if a Living Our Faith Application is required.
	22.1. The parish must contact the Living Our Faith Administrator to inform them of the desire to make an application to the Living Our Faith Committee, and to obtain an Application Form.
	22.2. This form is for use to support applications for grant funding from the Living Our Faith and Pastoral Area Lay Formation Fund and the Living Our Faith Renewing Facilities Fund.
	22.3. A description is required of the project, together with costs, success indicators and evidence of support from the parish and pastoral area coordinator.
	22.4. If the application is being made to the renewing facilities fund, then a draft of the information required for the capital expenditure panel report would provide appropriate supplementary information.
	22.5. Alternatively, for the Laity fund a copy of the Outline Business Case is requested together with a letter of support from Formation for Mission.
	23. Additional procedures if a Diocesan Development Fund Application is required
	23.1. The
	24. Procedures for the selection of building contracts and contract administration.
	24.1. For smaller projects, the contract is the written acceptance of a contractor's quotation and specifications or on specifications and drawings prepared by the design professionals.
	24.2. For projects above £20,000 in value the building contract should be a JCT (Joint Contracts Tribunal) standard form with interim and final payments at 28 days from certification.
	24.3. For projects above £50,000 in value a Quantity Surveyor is recommended to administrate the contract.
	24.4. The Client is the Trustees of the Portsmouth Diocesan Trust and the parish priest may sign as agent to the Diocesan trustees for projects under £10,000.
	24.5. Contractors must not be appointed until the project has received Trustee consent.
	24.6.  The building professionals will recommend a tender list of least three suitably competent contractors. The building professional should state whether there is any conflict of interest in connection with any contractor or sub-contractor.
	24.7. The building professional will certify payment. Once payment is certified, the parish is legally bound to pay, even if the parish disagrees with the certification. The building professional decides when to issue the certificate of practical comp...
	24.8. The parish takes over full responsibility for a building at practical completion, including insurance. The maintenance period runs for six to twelve months during which time the contractors rectify any defects.
	24.9. At the commissioning stage, the contractors should provide for full "as built" drawings of the buildings and operation manuals for the plant and equipment. Staff will need training to operate equipment. All documents and safety plans must be sec...
	25.  Procedures for Post Project Feedback and Review
	25.1. The purpose of a post project review is to look at the effectiveness and efficiency of the project delivery process. It should be considered a lessons learned report, focused more specifically on how things could be done differently in the future.
	25.2. It might identify:
	25.2.1. Mistakes that could be avoided in the future.
	25.2.2. Successful strategies that might be adopted in the future.
	25.2.3. Procedures or resources that could be improved.
	25.3. The report should focus on the lessons that can be carried forward.
	25.4. However, it is important that it does not simply become a time-consuming paper exercise. Nor should it be a PR exercise - an opportunity to pat each other on the back and claim every aspect of the project was successful.
	25.5. Only genuinely important aspects of the project should be assessed, and only viable and worthwhile lessons proposed for adoption.
	B2C: Guidelines
	4. Additional Guidelines for Parishes planning projects on listed buildings.
	5. Example parish consultation document
	6. Example Post Project Review
	Approvals
	Amendment Record


