

AN ABC OF SOME ASPECTS OF CHURCH BUSINESS, EVENTS AND SOME ROLES AND TEAMS
PLEASE DO NOT REMOVE

The following sets out only a summary of many of the groups and roles and events in the parish of Herne and Greenhill (and our two churches St Martin’s and St Peter’s) and what they entail. It cannot be comprehensive.  For more information, please ask the leaders or contacts whose names are at the end of this note. We are always keen to find new volunteers. Don’t be shy!
The Annual Accounts-the church treasurer is required to prepare financial accounts for the church to cover the period from 1 January to 31st of December. Such accounts usually have to be audited by an independent third party or, if the income during the year is above £25,000, may have to be independently examined by third parties.  Depending upon the size of income the auditing third party or independent examiner need not be an accountant. Their appointment is approved at the APCM.  Such accounts are approved by the PCC subject to formal approval and adoption at the next APCM.
The Annual Parochial Church Meeting (the APCM)- each year before 31st May the church has to hold a parish meeting to which all members of the congregation are invited (although usually only those on the electoral roll have a right to vote). The Incumbent and the PCC will present reports on the electoral roll, the business of the Deanery Synod, pastoral matters, the fabric of the building, parish business generally together with the annual accounts for the previous year ending 31st December. The church wardens give a report on the year. A full report on the church activities is usually prepared in advance with reports from various organisations. 
At the APCM the auditor is appointed and the Deanery Synod representatives (every three years) members of the PCC, and deputy churchwardens are elected by those members of the congregation who are on the electoral roll. The churchwardens are also elected annually but from an electorate comprising not only those people on the electoral roll but also those attending the APCM who are actually on the local government electoral roll for the parish (See Churchwarden below).
Bell ringing- a group of volunteers who ring bells for church services and special occasions at St Martin’s Church. Ringing practice is on Wednesday evenings. This is also a social group and may meet to ring bells at other churches
Caretaker; a part-time paid role. Provides supervision for both church halls often including opening and closing after events. Also, undertakes general repairs to both under auspices of the fabric committee
Charity Shop- every Friday at St Peter’s Church.  Sale of second-hand goods and clothes for church funds
Church administrator- a paid part-time role. The administrator prepares the church notice booklets, service sheets, and prints off relevant booklets for the church including the APCM booklet and church guide. He or she may deal with general correspondence and administrative matters.
Church Cleaners- a dedicated band of volunteers who clean St Martin’s Church every week usually on a Tuesday morning and on one off special occasions. 
Churchwardens- The role of churchwarden is historically one of the oldest public offices and used to be the link between the secular parish and the church parish. The churchwardens are appointed annually at the APCM. They are the bishop’s representatives. Each warden sits on the PCC This parish is entitled to have two churchwardens and if there are more than two nominees an election would be held at the APCM. The wardens are responsible for the parish in the absence of the incumbent (especially if there is a vacancy). Otherwise, they work with the incumbent to keep order at church services, arrange for the church to be open for and attend at casual services during the week or weekends (for example baptisms funerals or school services). It is a legal and heavy commitment. They also have limited authority to lead services in the absence of an incumbent. The wardens are also responsible for the fabric and equipment of the building and must provide a report to the APCM each year. 
To qualify for election or appointment as a churchwarden the candidate has to be over 21 years of age, be on the electoral roll, be a communicant in the Church of England, not be the subject of any barring order and declare that he or she is are fit and proper person to act both as charity trustees and financially. Candidates are proposed and seconded formally for election or appointment at the APCM. There are specific nomination forms for this. 
Because of the original link between the local church and the local parish the electorate comprises both those who are on the church electoral roll and those whose names appear on the local government electoral roll. The election of the churchwardens is usually one of the first acts at the APCM and takes place in a special part of the APCM agenda called the vestry meeting.
Church Representation Rules 2025- these are available on line and cover all issues relating to the administration of the Church, the Dioceses and Synods and the PCC. Speak to the PCC Secretary
Deputy or Assistant Churchwardens- church rules do not formally recognise the role of a deputy / assistant churchwarden. However, because there is a second place of worship in the parish historically there has been a deputy churchwarden whose role was to be responsible for St Peter’s church. A formal scheme was adopted at the APCM in 2024 whereby two deputy churchwardens can be appointed and they are entitled to sit on the PCC. A deputy does not have any formal authority in his or her own right but works with the churchwardens to undertake any task or roles that the churchwardens require for the whole of the parish and not merely St Peter’s.
Qualification for election as a deputy is the same as for a churchwarden but election is only by those on the church electoral roll and not (in addition) the people on the local government roll. 
Deanery Synod Representatives- the parish is part of the Reculver deanery which is one of the deaneries forming the Canterbury Diocese.  This comprises the clergy in the deanery but in addition each parish in the deanery is entitled to elect, at the APCM, two non-clergy (lay) representatives to attend the Reculver Deanery Synod meetings. These are basically meetings (usually, about three times a year) of clergy and lay people to help formulate the administration of local churches within the Diocese. The appointment of the lay representative is for three years and the electorate is those on the electoral roll. The current PCC secretary for this parish has been appointed secretary to this Deanery Synod.
Electoral Roll (for the church)-if you live in the parish or live outside the parish but regularly worship at one of our churches, and in both cases, you consider yourself to be in communion with the Church of England you are entitled to apply to be on the electoral roll. You have to be over the age of 16.
If you are on the roll you are entitled to vote at the APCM and at any other extraordinary meetings that might be called by the parish. You cannot stand for appointments on the PCC or as churchwardens or deputies unless you have been on the roll for over six months. 
You can apply to be on the electoral roll at any time. Annually the roll is revised about six weeks before the APCM and the electoral roll officer can remove or add names at that time. The revised roll is published about two weeks before the APCM and during that time no changes can be made until after the APCM. The roll is completely rewritten every six years and everyone then has to reapply to be on the roll.
There are specific forms to be completed to apply for being on the electoral roll. These can be obtained from the PCC secretary or electoral roll officer.
The numbers of people entitled to be elected members of the PCC depends upon the number of people on the electoral roll. This is determined by the Church Representation Rules.
Electoral Roll Officer-this officer does not have to be but is usually elected onto the PCC as one of the members of the PCC. He or she is responsible for keeping the electoral roll up-to-date and ensuring that appropriate notices are published before the revision of the roll or when the roll is completely rewritten. He or she reports at the APCM.
Fabric committee- again this is a committee that is not recognised in the Church Representation Rules. However, there is a group of willing volunteers who have formed the committee. Churchwardens are entitled to be on the committee as a matter of authority as they are responsible for the fabric of the church buildings including Herne Church Hall. The committee oversees what work has to be undertaken whether planned or as an emergency and also considers other strategic work for the betterment of the church buildings. A committee report is usually given to the PCC at each meeting. A formal report on the fabric of the building is given to the APCM and its compilation forms part of the churchwardens’ duties.
Within the committee there is a specific member responsible for Health and Safety
Flower arrangers- the church has a group of willing volunteers who regularly put together displays of flowers for specific services such as at Easter and Christmas or if required for general services such as baptisms and weddings. The volunteers usually meet once a week. The cost of flowers should be provided by the church.
Garden or Churchyard Committee-this is a group of volunteers who meet usually monthly to look after the churchyard, cut the grass, undertake planting of shrubs, bushes and flowers to enhance the churchyard. Part of the churchyard has been left for rewilding to encourage birds, insects and mammals to inhabit the churchyard.
Hall Secretaries and caretaker- we have two volunteers who are responsible for managing lettings of the Church Hall Herne and St Peter’s Greenhill. They coordinate the bookings at each hall and collect rental for the lettings. We also have a volunteer who acts as caretaker for both halls.
Lunch Club on a Thursday and tea/coffee social on Tuesday morning - these separate events are both held at St Peter’s Church.  The social occurs every Tuesday morning and the lunch club meets once a month every Thursday to share a cooked meal cooked by volunteers.
Music at the Church – the Choir and the Worship Band- these two separate groups provide music to accompany services and special events including weddings and funerals. The choir practices weekly on a Thursday evening and the Worship band weekly, currently on a Tuesday evening.
Parochial Church Council (The PCC)-effectively council members act like the directors of a company and members assist the churchwardens and the incumbent in the management and administration and setting the forward strategies of the churches and the parish. Members are responsible for ensuring that there are relevant policies to cover health and safety, safeguarding, recruitment and many other issues. They should receive reports from the treasurer upon the finances of the church and from the churchwardens or the fabric committee to deal with the condition of all church buildings. Although there is no minimum number of meetings per year the PCC has to be able to conduct the business of the church properly so, historically, our PCC has met monthly with breaks in August and in December.
Members come from our congregation. It is hoped that together members will have a broad range of skills and interests in such subjects as finance, administration, the fabric of the buildings, music and church services. However, we are not looking at people who are necessarily professionally qualified in these areas. Willing and skilled amateurs are always encouraged!
Given the number of people on the electoral roll the PCC currently should include nine lay (non clergy) persons who are elected from the congregation at the APCM. Each member is appointed for a period of three years and we have a rolling set of candidates, as each year three members of the PCC will either step down and may individually offer themselves for re-election to the PCC. If there are more than three nominees putting themselves forward for a position on the PCC then there would usually be an election at the APCM. Otherwise, the three nominees will automatically be appointed at the APCM.
If there are insufficient candidates to take up the three vacancies then the PCC will have a casual vacancy for that three-year position. There are rules for filling such a vacancy
To be elected to the PCC you have to be actual communicants, be aged 16 or above and have been on the electoral roll for six months and declare you are fit and proper person both to act as a charity trustee and financially. The electorate is only those on the electoral roll
At present the PCC comprises(a) the incumbent (usually acting as chair) which is a church appointment, (b)any lay reader appointed to the parish; although the reader is elected annually to the PCC (c) the 2 churchwardens (elected as above) (d) the 2 Deanery Synod representatives (elected as above) (e) 2 deputy churchwardens and (f) the members of the PCC (currently there should be nine); both e and f are elected by the congregation.  In addition, the PCC may also co-opt two other members onto the council and the PCC has considerable discretion to make such a co-option. Normally a coopted person has a specific skill or interest which we feel is useful to the PCC or ought to be represented.
There are forms for nomination to the PCC and these can be obtained from the PCC secretary. In the four weeks leading up to the AP CM forms are always made available publicly in both churches.
If members hold various positions (for example someone is both Deanery Synod Rep and churchwarden) they still only have one vote on the PCC
Pastoral Teams – there are several small teams of helpers who bring worship to care homes, residential homes and schools. Often communion is given and some members of the congregation are licenced by the bishop to administer home communion bringing already consecrated bread and wine to the recipient. This is not as daunting as it might sound. Training is provided and there is always a service pattern to follow. There is also a Home Bible Study group that meets on line
PCC Secretary- the secretary does not have to be on the PCC but historically he or she has been persuaded to be elected as member of the PCC so they have the right to cast votes at any PCC meeting. The secretary is responsible for ensuring minutes are taken of each meeting and that agendas are published in advance and papers sent to the members in good time. He or she will also be responsible for preparing the papers for the APCM, correspondence, drafting resolutions for the council and in particular putting together the notices for the APCM and the APCM booklet which is available to the members of the congregation. The secretary should also become familiar with the provisions of the Church Representation Rules which govern the conduct of the APCM, the PCC and the administration of business. The secretary does not have to be formally qualified.
PCC Treasurer-the treasurer does not have to be on the PCC but historically he or she has been persuaded to be elected as a member of the PCC so that they have a right to cast votes at a PCC meeting. The treasurer does not have to be a qualified accountant but should be numerate, well-organised and become familiar with the Church of England’s requirements for preparing accounts. Training is offered. There is a separate Gift Aid Secretary who claims gift aid from HMRC on any relevant donations
Readings and prayers- there is a group of people who share the bible readings at both churches and present the prayers at each service. These are coordinated by the Readings secretary
Safeguarding Officer-although the officer does not have to be on the PCC it is strongly recommended that he or she is a member. The officer is responsible for safeguarding, being the welfare of all members of the congregation (particularly the elderly, the vulnerable and children). The officer is responsible for ensuring that training is kept up-to-date, all relevant DBS checks are obtained for any particular position (if necessary) and reporting to the PCC on any issues of concern relation to safeguarding. He or she may liaise with the Diocesan Safeguarding team.
Server at the Altar: he or she lays out the communion vessels for and clears up after communion. Also assists the vicar at communion including giving the wine from the chalice. May also be the crucifer; that is the person who carries the cross at significant church services.
Youth and young people’s groups- as a parish we are blessed with numerous children’s groups whether for worship or play. These are run by many members of the congregation generally who give much time and experience. In particular
· Bubble Church- a twice monthly informal Sunday morning service at St Martin’s
· Messy Church- a monthly meeting with a meal served
· Little Fishes- for pre schoolchildren. This play group meets weekly at St Peter’s Church with light refreshments
· Tuesday Toddlers- again for pre -school children meeting weekly at the Church Institute
· Wednesday Hang Out at St Peters – aimed at those aged 12 to 14 years. Meets effectively every second and fourth Wednesday’ Provides games, sport (football, table tennis and, snooker), art classes and occasionally drama
· August activity days at St Peters Church 

Want more information? Are you interested in helping? Just Ask! 
The above can only be a brief summary of positions or church business. Lots of other events happen during the year and require planning and help. There are other specific roles that have not been mentioned and often these roles are legally defined by the Church and reference should always be made to the substantive applicable rules. However, if you are interested in helping or finding out more information about any of the above (or more) then have a word with any of the following who will be pleased to point you in the right direction
· Revd Chris Carnaby Denyer- our incumbent (the Vicar) 
· Deborah Waller- lay reader – pastoral care – Deanery Synod Representative
· Priscilla Cox- Deputy Churchwarden and Deanery Synod representative, PCC fabric committee and overview for caretaker and cleaners
· John Bennett – Churchwarden and Fabric Committee and charity shop and PCC
· Sarah Bingham – Churchwarden and helps lead Messy Church, Bubble church and the Worship Band
· Andrew Gough- PCC secretary, PCC, Electoral Roll Officer and Gift Aid Secretary. Server at the Altar. Also helps at the Youth Hang out at St Peter’s. 
· Sheila Gough- PCC treasurer and pastoral care
· Anne Ackland- Safeguarding officer and pastoral care
· Peter Frost and John Dilnot- Fabric Committee
· Doug Bubb- Health and safety and Fabric Committee
· Carolyn Thomas- Tuesday Toddlers
· Sheila Bennett- Little Fishes and Home Bible Study
· Clair Stay- the Churchyard garden
· Susan Record – Choir and bellringing
· Jean Dilnot- booking secretary for St Peter’s 
· Wendy Dinley – Readings secretary and booking secretary for Herne Church Hall

Please refer to the Church Directory for contact details or ask the vicar


     Andrew Gough PCC Secretary Information correct as at August 2026
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