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Parish Property Management Guide




A guide for parish property management generally, and for the support of voluntary workers appointed by their Priest/Council to assist in the upkeep of Parish Property











The Diocesan Property Office
The Pastoral Centre, Balmoral Road, Lancaster, LA1 3BT

This guide provides general information and is intended to be used by Priests, employees, and voluntary workers engaged in parish property management. 

It is not a complete statement of the Trustees’ responsibilities under Charity and other legislation. 

More specific advice about particular problems may be sought from the Diocese by contacting: - 

The Diocesan Property Office
The Pastoral Centre
Balmoral Road
Lancaster
LA1 3BT	

Tel:  01524 596063


	Title
	Name
	Email

	Diocesan Property Manager 
	Ken Dennis 
	Ken.Dennis@lrcd.org.uk

	Diocesan Health & Safety Practitioner 
	Lesley Routh
	Lesley.Routh@lrcd.org.uk

	Diocesan Property Surveyor 
	Mark Atkinson 
	Mark.Atkinson@lrcd.org.uk

	Diocesan Property Administrator 
	Mandy Fuller
	Mandy.Fuller@lrcd.org.uk




Any feedback, queries, or updates that you deem necessary or advisable for this document.  Please do not hesitate to contact the above office.  We welcome your feedback!






Foreword

‘Foxes have holes, and the birds of the air have nests, but the Son of Man has nowhere to lay his head’.  With these words, Our Blessed Lord indicates the passing nature of this world and reminds us that our true homeland is in heaven.  Even so, during the days of His life on earth, He had need of shelter.  The stable at Bethlehem, the home in Nazareth, His habit of enjoying the hospitality of Martha and Mary, of Zacchaeus, and even of Simon the Pharisee, remind us that buildings play their part in serving the Gospel.  We remember too, the person or family that provided the Upper Room - all prepared – in which the Last Supper was celebrated.

And so, following the good work of my predecessors, I wish to encourage a spirit of responsibility throughout the Diocese regarding the attention we give to our property.

The Parish and Diocesan properties, which provide space, shelter and amenity for our spiritual, social, and housing needs, must have proper care and attention if they are to fulfil their function of supporting the Church’s mission, as well as providing for our retired priests. It is therefore important that management structures are in place to maintain our buildings and keep our people safe. We cannot effectively fulfil this and other support functions without the many wonderful volunteers within our parishes. It is of concern that volunteers are becoming more difficult to attract, particularly with our listed properties. 

Voluntary workers play an essential and valuable role in all our parishes.  They carry out many varied tasks according to their skills and the time that they make available for the benefit of the Church. The reducing number of priests in active ministry means that more help than ever is now needed at the parish level to ensure that our property is well maintained and that health and safety and other legislation is followed for the protection of all parish workers and those worshipping in our churches.

In the management of their property, parishes do have a diocesan resource to call upon.  The property and finance offices exist to provide advice and support. The diocesan offices are limited to the budget provided by the diocesan levy, so it is important that we seek to structure our parish management as best we can to include the care and safeguarding of our property. 

This updated Parish Property Management Guide seeks to provide advice as to how this can be achieved; it also provides guidance on the parameters to be followed, which enable the Diocesan Trustees to fulfil their duties under the Charities Act. The document also refers to our reorganised Health and Safety management system ‘Safety Toolbox’, and cross-references with the Diocesan Health and Safety Policy.

On behalf of the Diocesan Trustees, I wish to take this opportunity to thank everyone involved in the practical support of our parishes, without whom it would be impossible to provide spiritual and pastoral well-being to our communities.

With sincerest, good wishes, prayers and thanks.

Yours in Christ, 
[image: ]
+Paul Swarbrick
Bishop of Lancaster
June 2026
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[bookmark: _Section_1_—][bookmark: _Section_2_-][bookmark: _Section_1_-]Section 1 - Introduction of Parish Property Management 

Purpose 
The Trustees have delegated responsibility for the care and maintenance of parish property to the parishes.

This guidance explains how parish personnel can work together as a Parish Property Team (PPT).

The PPT is how the Parish Priest ensures that the parish’s corporate responsibilities relating to property are exercised in accordance with civil law and diocesan policy.

It is for the Priest (or Priest in charge) to decide on the amount of work to be delegated to the PPT.  However, the priest is always responsible in canon law.


Role of the Parish Priest
References to the Priest in this document refer to the Parish Priest or Priest-in-Charge.

It is the Priest’s responsibility to:

· oversee the overall management of parish property.
· determine how much work should be delegated to the Parish Property Team; and
· ensure that the parish fulfils both its civil and canonical responsibilities.


Roles of the Parish Property Team (PPT) 
The Parish Property Team (PPT) supports the Occupier (see 2b), which includes:

· the Parish Priest, the Parish Pastoral Council, and the Parish Finance Committee (established under Canon Law).

The PPT works with all those who carry out paid or voluntary work for the parish to ensure that:

· parish property and facilities are properly managed and maintained.
· the Trustees can meet their legal obligations under the Diocesan Trust Deed and Charity Law; and
· the parish complies with requirements set by the Charity Commission and relevant civil authorities


Responsibilities of the PPT
When acting as part of the PPT, members are responsible for ensuring that:

· parish property and buildings meet legal standards of safety and maintenance.
· property matters are managed in line with civil law and diocesan procedures; and
· appropriate records and reports are kept for accountability and audit purposes.

Members may also serve in other parish roles or groups (such as the Parish Pastoral Council or other ministries). However, when serving as part of the PPT, their role is specifically to ensure compliance with civil law and diocesan regulations.


Support and Advice
The Trustees have appointed a Diocesan Property Manager whose role and function is to represent and advise the Parish Priests and Diocesan Trustees regarding property matters.  

The Diocesan Property Manager (and/or his team) can also support and advise the PPT in their work.   

The Diocesan Property Manager’s role is to support, guide, advise, and ensure consistent standards of property management across the Diocese. 

For further information, see Role of the Diocesan Property Manager/Team in Section 2e


Governance and Reporting 

Accountability 
The PPT operates under the authority of the Parish Priest.

The Priest is accountable to the Diocesan Trustees for all property and related financial matters, as well as the Bishop in canon law.

The PPT’s work should be transparent, documented, and open to review by the Diocesan Property Office Manager.

Meetings
The PPT meets regularly (recommended: at least quarterly) and more often if required by specific projects or maintenance needs.

Each meeting has a brief agenda and a written record (minutes).

Minutes should be shared with the Parish Priest and the Finance Committee. 
Relevant copies should also be shared with the Diocesan Property Manager (or office).


Reporting
The PPT should provide a quarterly report to the Parish Priest that includes:  

· outstanding or planned works 
· Costs to date of all projects
· compliance with statutory requirements (e.g., fire safety, electrical testing, insurance) – via Safety Toolbox 
· any issues requiring diocesan advice or approval

[bookmark: _Int_0M7nt5Wb]The Parish Priest should forward significant reports or proposals (e.g., major repairs - any works over £8,000 per work/project - sales, or leases) to the Diocesan Property Manager for review and guidance.

Record Keeping
All property-related records — including inspection certificates, contracts, correspondence, and meeting notes — must be:

· stored securely in the parish office.
· backed up electronically where possible; and
· made available for review by diocesan auditors or authorised personnel upon request.
· See Appendix E for further clarification

Please see the Lancaster Diocese Website  - GDPR/Data Protection Policy

Communication
The PPT should maintain clear lines of communication with;

· the Parish Priest
· the Parish Finance Committee; and
· the Diocesan Property Manager.

Urgent property or safety concerns must be reported immediately to the Parish Priest, who will notify the Diocese as appropriate.


Summary

The Trustees retain overall legal responsibility for diocesan property.

The Parish Property Team – PPT - assists the Parish Priest in ensuring that all property matters comply with civil law, Canon Law, and Charity Commission requirements.

The Diocesan Property Manager/Office provides professional advice and practical support to both parishes and the Trustees.

[bookmark: _Section_3_Roles][bookmark: _Section_2_-_1]Section 2 - Responsibilities

[bookmark: _3a_-_Responsibilities][bookmark: _2a_-_Responsibilities]2a - Responsibilities of the Trustees
Under civil law, the Diocesan Trustees are the legal owners of all diocesan and parish property. They hold these assets in trust for the charitable purposes of the Roman Catholic Church within the diocese. The Roman Catholic Diocese of Lancaster is registered under charity number 234331.
The Trustees must ensure that all property, funds, and resources are managed properly, lawfully, and in accordance with the Diocesan Trust Deed, Charity Law, and Charity Commission requirements.
They are responsible for safeguarding the Church’s assets and ensuring they are used to advance its mission and pastoral work. This includes maintaining suitable places of worship, supporting clergy, and ensuring all property is safe, insured, and well-maintained.
Trustees must also ensure compliance with civil obligations such as health and safety, property law, employment law, and data protection.
Although the Trustees retain legal responsibility, they delegate the day-to-day management of parish property to Parish Priests and Parish Property Teams (PPTs). These local managers act within the diocesan policy and under the Trustees’ authority.
Oversight and guidance are provided by the Bishop and the Diocesan Property Manager, who must be involved in significant property transactions to ensure good governance and compliance with both civil and canon law.
Trustee Powers and Limitations
The Trustees may delegate routine management tasks to parish personnel, but must personally approve all major property decisions, such as sales, purchases, long-term leases, or contracts. They must also authorise any expenditure above approved financial limits.
Trustees cannot delegate their legal accountability. They remain responsible for ensuring that all charitable assets are protected and used in the best interests of the Diocese, following Charity Commission guidance on trustee duties.
[bookmark: _3b_-_Responsibilities]
2b - Responsibilities of the Priest

Under the Occupiers’ Liability Acts 1957 and 1984, a Catholic priest can be considered an occupier if he has control over church premises such as the church, parish hall, or presbytery. This means he owes a duty of care to those who enter the property.

Under the 1957 Act, the priest owes a duty to lawful visitors—like parishioners, volunteers, and guests—to ensure they are reasonably safe while on the premises. This includes inspecting and maintaining buildings, repairing or warning about hazards (like wet floors or broken steps), supervising events, and ensuring contractors are competent.

Under the 1984 Act, the priest owes a more limited duty to trespassers. He must take reasonable steps to prevent foreseeable harm if he knows about a danger and that trespassers might enter the area—for example, by locking unsafe areas or posting warning signs.

In practice, the priest should maintain the church and grounds, manage risks during parish events, and protect both lawful visitors and trespassers from avoidable harm. While the diocese usually holds insurance and ownership, the priest could still be personally liable if he fails to take reasonable care.
To assist and facilitate Health and Safety activities within parishes, the Trustees have provided a web-based Health and Safety management system.  Safety Toolbox – See section 4.  The safety toolbox system calls for the appointment, where possible, of a Parish Health and Safety Representative.

[bookmark: _3c_–_The][bookmark: _2c_–_The]2c – The Parish Property Team (PPT) – Responsibilities and Governance

Purpose
The Parish Property Team (PPT) is appointed by the Parish Priest to help coordinate and oversee the maintenance, safety, and efficient operation of all parish buildings and facilities. The team ensures that parish property is safe, compliant, well-maintained, and managed in accordance with diocesan and trustee policies.
Appointment of Members
The Parish Priest selects members of the PPT, ideally including individuals with relevant professional or practical experience, such as retired or semi-retired professionals, executives from commercial or local government backgrounds, construction or facilities management workers, and those with administrative or secretarial skills. Members serve in an advisory capacity and must not take on professional duties that require qualified contractors, consultants or the Diocesan Property Office.
[bookmark: _Health_&_Safety]Health & Safety
As property matters often have health and safety implications, one PPT member should be appointed Parish Health & Safety Representative. This role supports compliance with the Health and Safety at Work Act 1974, the Management of Health and Safety at Work Regulations 1999, and relevant fire and building safety legislation.
Leadership and Meetings
The Parish Priest may act as Team Leader or appoint a Team Leader and an Assistant Team Leader. The Team Leader convenes meetings when important property matters arise or when recommendations are required. Urgent issues may be addressed by the Team Leader after consultation with the Priest and members, with all actions reported at the next meeting.
Decision-Making and Financial Authority
No property may be bought, sold, leased, or substantially altered, and no expenditure exceeding £8,000 for building works may be committed without written approval from the Trustees. Approval is obtained through the Parish Priest under the Diocesan Property Approval Process.  See Appendix B: Workflow of Diocesan Approval
Listed and Historic Buildings
For listed or historic buildings, professional advice must be obtained before any work that may affect the building’s structure, appearance, or heritage value, even where costs are below £8,000. Always consult the Diocesan Property Office before proceeding.
Local & Nationally Listed
In recent years, there have been initiatives from government bodies and Historic England for local planning authorities to create Local Heritage Lists for buildings which are “identified by plan-making bodies as having a degree of heritage significance meriting consideration in planning decisions but which do not meet the criteria for designated heritage assets”.

This issue is particularly relevant to an ecclesiastical diocese because whilst we have 28 listed churches and several listed buildings, we have many more which might fit the description of “having a degree of heritage significance”, indeed, we have already had several of such buildings locally listed.

We have consulted several independent planning experts and received various and sometimes conflicting opinions as to the effect of this listing. If you look at government sites, they say “Local heritage listing is recognised in the National Planning Policy Framework as a way of recording heritage assets identified as having local significance. The relative significance of such assets can then be taken into account when making planning decisions”. So it's clear from the words “taken into account” that this is likely place restrictions on our ability to develop our sites, and it will probably affect values. From experience with planning authority conservation officers, we are aware they can be fervent in their desire to preserve a building which many would regard as doubtful heritage value.

Some years ago, there was a piece of legislation designed to designate local buildings/assets as “Assets of Community Value” – the Localism Act 2011. This is not the same thing as local listing and is of far less significance.

If you are approached regarding either Local Listing or Assets of Community Value, please contact the Property Office.

[bookmark: _3d_–_Services][bookmark: _2d_–_Services]2d – Services in which the PPT may provide – if requested by the Priest

Legal, Diocesan, and Insurance Compliance
The PPT advises the Parish Priest and Finance Committee on relevant legal, diocesan, and insurers’ requirements, including:

· Health and safety (Health and Safety at Work etc. Act 1974),
· Fire safety (Regulatory Reform (Fire Safety) Order 2005),
· Accessibility and facilities for disabled persons (Equality Act 2010 and Building Regulations 2010 – Part M), and
· Security and safeguarding of parish premises.

If suitable expertise is not available within the parish, advice must be sought from the Diocesan Property Office or the Diocese Health & Safety Practitioner.

Procurement and Contracting
The PPT may assist in contracting for goods, services, or works where proposals are accepted by the Finance Committee, agreed by the Parish Council, and approved by the Parish Priest.  Advice may be sought from the Diocesan Property Office concerning the procurement and contracting process.

Leased & Rented Property Management
The PPT supports the management of leased and rented parish properties, ensuring compliance with tenancy obligations and relevant legislation, including the Landlord and Tenant Act 1954, Housing Act 1988, Building Safety Act 2022, and the Renters Rights Act 2025 (which came into force May 1st, 2026, in England). A managing agent must be used for residential lettings.

Parish Facilities and Support
The PPT liaises with parish groups to provide suitable office, meeting, and workspaces and to ensure a safe and inclusive environment. The Finance Committee must agree on expenditure in line with diocesan protocols.
	
Premises Operations and Security
Responsibilities include:

· Managing keys, keyholders, and security systems
· Overseeing cleaning, maintenance, and caretaking,
· Managing heating, lighting, and inspections (as per Electricity at Work Regulations 1989 and Gas Safety Regulations 1998)
· Grounds maintenance, and
· Servicing and repair of parish equipment.

Health and Safety Oversight
The PPT supports the Parish Health and Safety Representative(s) in reviewing compliance using the Diocesan Safety Toolbox system to monitor risk assessments, training, and incident reporting. Help and advice can be sought from the Health and Safety Practitioner via the Diocesan Property Office.

Small Building Works
For minor repairs and small works, the PPT may specify requirements, obtain quotations, oversee works, and recommend payments. The Diocesan Property Office should be consulted before major works. 

Churchyards and Memorials
The PPT liaises with undertakers, monumental masons, and others involved in churchyard works, ensuring compliance with diocesan and civil regulations and health and safety standards. 
 See the guidance document ‘Managing Graveyards’ in Safety Toolbox.

Key Legislation and Guidance – see Appendix D
Contact the Diocesan Property Office for any further guidance.

[bookmark: _3e_-_Role][bookmark: _2e_-_The]2e - The Diocesan Property Manager & Office

The Diocesan Property Manager and their team are responsible for supporting Parishes in caring for their buildings and land owned by the diocese — including churches, presbyteries, parish halls, offices, schools, and other properties. 

They aim to support the parishes to ensure their places are safe, well-maintained, legally compliant, and fit to support the mission and pastoral life of the Church. They work closely with parish priests, finance committees, and the diocesan leadership to help manage developments and the long-term upkeep of diocesan assets.

Key areas include:

Property advice for parishes: Supporting parishes with guidance on maintenance, repairs, projects, insurance, and legal responsibilities, including health and safety.

Building & Engineering projects: Assistance with overseeing all refurbishments, extensions, and new construction, including obtaining necessary permissions and approvals.

Property transactions: Managing the purchase, sale, or rental of diocesan property in line with Church, civil, and charity law.

Legal and compliance oversight: Supporting the parishes to ensure they follow civil and Church regulations, including planning laws and insurance requirements.

Sustainability: Promoting environmentally responsible practices and improvements, such as energy efficiency and carbon reduction.

[bookmark: _Section_4_–][bookmark: _Section_3_–]Section 3 – Understanding Civil Law and Canon Law 

This section explains the difference between civil law and canon law, and how each applies to the management, maintenance, and use of Church property.

Every priest, staff member, and volunteer involved in parish administration should be familiar with both systems of law, as parish activities often intersect with both.

Civil Law
Civil law refers to the legal system of the country in which the parish operates.

· Authority: Civil government (national, regional, or local).

· Focus: Matters such as property ownership, contracts, leases, health and safety, taxation, employment, insurance, and compliance with local regulations.

· Purpose: To ensure the lawful, safe, and fair management of property and finances within society.

Examples:
· Registering property titles in the correct legal entity (almost invariably the diocese).
· Complying with building codes, fire regulations, and workplace safety laws.
· Ensuring insurance coverage meets civil requirements.
· Following employment and volunteer screening laws (e.g., background checks).

Key Principle:
Church property must always comply with civil law in matters of safety, ownership, and financial accountability.


Canon Law
Canon law is the legal system of the Catholic Church. It governs how Church property is acquired, used, and administered in accordance with the Church’s mission and teaching.

· Authority: The Pope, Bishops and Parish Priests - (according to the Code of Canon Law, especially canons 1254–1310 concerning temporal goods).

· Focus: Ensuring church property is used for the mission of the church — worship, education, charity, parish, community, and support of clergy.

· Property: To safeguard the church’s goods and ensure their use aligns with spiritual objectives and moral principles.


Examples:
· The parish priest administers property “under the authority of the diocesan bishop.”
· Sale or long-term lease of Church property may require written permission from the bishop. 
· Parish funds must be used for the purposes intended by donors or parishioners.
· Records of donations, bequests, and property transactions must be kept in accordance with canon law.

Key Principle:
All Church property is held in trust for the mission of the Church and must be used according to canon law and diocesan policy.


Working Within Both Systems
In most cases, civil law and canon law coexist. Compliance with both is essential.

	Area
	Civil Law Requirement
	Canon Law Requirement

	Property Ownership
	Legal title held by diocese or parish trust according to national property law.
	Property recognised as belonging to the juridic person (parish, diocese, or order).

	Building Projects
	Planning permission, building codes, insurance, and health & safety compliance.
	Bishop’s consent for major works or significant expenditure.

	Financial Management
	Annual accounting, tax compliance, and audit as required by law.
	Transparent stewardship, use of funds for mission, and accountability to the bishop.

	Employment/Volunteers
	Compliance with labour laws, safeguarding, and background checks.
	Conduct consistent with Catholic values and pastoral responsibilities.




Summary

Both civil law and canon law serve to protect the people and property of the Church:

· Civil law safeguards the Church’s legal and financial integrity in society.
· Canon law safeguards the Church’s spiritual mission and proper governance.

All parish and diocesan property is charitable property, held in trust for the Church’s mission. It must be managed responsibly, following both civil law and Canon Law, to ensure it remains safe, properly maintained, and used for worship, ministry, and the wider needs

All clergy and parish workers share responsibility for upholding both systems faithfully and conscientiously.

[bookmark: _Section_4_-][bookmark: _Section_4_-_1]Section 4 - Health and Safety 

[bookmark: _Health_and_Safety]Health and Safety - Safety Toolbox 
The PPT should pay paramount regard to the health and safety of all people associated with the parish in the enactment of their duties and decisions.

The Diocesan Trustees have put in place a web-based health and safety management system called Safety Toolbox (STB) and have appointed a Health and Safety Practitioner to support the parishes. 

All Parish Priests and parish H&S representatives have a personal STB account. PPT members should have rudimentary knowledge of how the system works, the functions, and the assistance it provides to aid the PPT in their property management objectives. 

The parish health and safety representative should report to the PPT on the progress generally and compliance with statutory requirements, such as gas and electrical inspections and asbestos management. The PPT should support the safety representative in the required tasks.

Health and Safety covers more issues than property, although much is relevant to property activities. Full details of the Diocesan Health and Safety arrangements are contained within the Diocesan “Health and Safety Policy and Guidance” document, which can be viewed on the Safety Toolbox website, or viewed and downloaded from the Lancaster Diocese website. 

The main H&S headings (arrangements) under the Health & Safety at Work Act 1974 are:

General Arrangements
1. Accidents, Incidents and First Aid
2. Major incidents
3. Competence
4. Consultation
5. DSE
6. Driving for work
7. Drugs and alcohol
8. Environment
9. Events
10. Food Safety
11. Hazardous substances
12. Infection, prevention and control
13. Manual handling
14. Night shelters
15. Personal safety
16. PPE
17. Safeguarding of children, young people and vulnerable adults
18. Smoking
19. Lone working

Person-centred arrangements
20. Children and young people at work
21. Disabled persons
22. Mental well-being and work-related stress
23. Migrant workers
24. New and expectant mothers
25. New Starters
26. Occupational Health
27. Older workers

Premises management arrangements
28. Asbestos
29. Building structure
30. Control of Contractors, building repair and maintenance work
31. Electrical safety
32. Heating equipment
33. Landlord's obligations
34. Legionnaires' disease
35. Licensed premises
36. Lifting operations and lifting equipment
37. Safe access, egress and workplace
38. Safe environment and welfare facilities
39. Safe plant and equipment
40. Slips, trips and falls
41. Working at Height

Fire Safety

Risk Management and Performance Management
42. Risk identification
43. Risk assessment
44. Risk management
45. Measuring performance
46. Health and Safety audit

The implementation of Safety Toolbox will automatically generate tasks for the activities you should undertake. Once your buildings have been populated by completing the site setup checklists in the online system, clear and helpful advice on risk assessments, asbestos, electrical, gas and fire safety, etc, is provided. 

For small routine maintenance activities, the Safety Toolbox system also provides advice on pre-qualifying tradesmen and assessing small contractors’ suitability. The system also covers larger projects, including the use of CDM (Construction Design and Management Regulations 2015). For the larger projects, the Diocesan Property Office should be involved and will assist. The Parish should also review the HSE briefing note; CDM, a short guide. https://www.hse.gov.uk/pubns/indg411.htm

[bookmark: _Section_5_–]Section 5 – Diocese and Parish Insurances and Legal Liabilities

Overview
The Diocesan insurance policy, which covers all parishes and other diocesan bodies, provides cover for:
· Property
· Contents (including a priest’s contents)
· Public and Product Liability – covering injury or damage to third parties or their property
· Employers’ Liability – covering injury or illness sustained by employees in the course of their duties.
· Clergy travel and employee business travel.

Property and contents insurance is provided by the Catholic National Mutual, a company owned by the member diocese and registered in Guernsey.

All other cover is arranged via the Catholic Insurance Service Limited, which acts as an intermediary (broker) placing cover with appropriate insurers. The Catholic Insurance Service Limited is registered in England and is owned by the Bishops’ Conference of England & Wales and the Bishops’ Conference of Scotland.

The Catholic National Mutual and the Catholic Insurance Service Limited are separate and independent companies.

The Diocesan policy protects clergy, trustees, employees and other workers, including volunteers, engaged in authorised work or activities for or on behalf of a Parish or other Diocesan organisation, etc.

Note - licensed clubs, which are subject to lease or occupation license (i.e. not parish managed/parochial), are not covered by the Diocesan Policy and must make their own arrangements for insurance cover.

Administration
The Diocesan Finance Office administers all insurance matters. All questions relating to insurance should be referred to this office.

Any incident on a Diocesan property or a Diocesan event involving personal injury, e.g. trips and falls, should be reported immediately to the Diocesan Property office.

Any other claim, please report to the Diocesan Finance Manager.

Making a claim for loss or damage to property and contents 
Any loss or damage must be reported immediately to the Catholic National Mutual, and the Diocesan Property Office.

A claim can be made by either contacting the Diocesan Finance Office or the Catholic National Mutual. The contact details of CNM are:

The Catholic National Mutual Limited, 
Level 5 Mill Court, 
La Charroterie, 
St Peter Port, 
Guernsey GY1 1EJ

Email to:	claims@cnm.gg 	

Telephone:	During Office Hours - 01481 732789
Outside Office Hours - emergency assistance only (Vericlaim UK Ltd) - 0844 8793284 

All other claims
If there has been an incident on parish or other diocesan property involving personal injury, you should notify the Diocesan Property Office immediately - regardless of whether a claim may result.

Any claim, or even an indication of a possible claim, made against the Diocese, a Parish, or clergy, trustees, employee and other workers, including volunteers, must be forwarded immediately and unanswered to the Diocesan Finance Manager.

Failure to report an accident or potential claim immediately may invalidate insurance cover - leaving the parish liable for any resulting costs.

All claims other than property and content loss or damage will be dealt with by the Catholic Insurance Service Limited, contact details: 

Catholic Insurance Service, 
Suite 5, 
Oxford House, 
Oxford Road, 
Thame, 
Oxfordshire OX9 2AH

Email: enquiries@catholicinsuranceservice.co.uk
Telephone: 01296 422030

This is a summary of property-related insurance. For any further information on any insurance matter, please contact the Diocesan Finance Manager. 




[bookmark: _Section_6_–]Section 6 – Surveys and Inspections

6a - Condition Surveys and Quinquennial Inspections
Many parishes hold in their archives a condition survey of their buildings, prepared by a qualified architect or surveyor.  

These surveys are sometimes carried out as Quinquennial Inspections (QQIs), which are formal inspections undertaken every five years.

While quinquennial inspections are not mandatory in the Catholic Church, many parishes choose to commission them as a valuable tool for planning future maintenance and repair work.

Such inspections are especially beneficial for older or traditionally constructed churches where detailed assessment of the building structure, heating and electrical systems, timber condition, and potential infestations is advisable.  For modern buildings, a less detailed inspection may often be sufficient.

Parishes can seek advice from the Diocesan Property Office on the advantages and limitations of formal quinquennial inspection and other types of condition surveys to help determine the most appropriate approach for their property.

6b - Gutter Maintenance
Blocked gutters and rainwater downpipes are one of the most common causes of property damage across diocesan buildings. It is therefore essential that;
· Gutters and rainwater systems are regularly inspected, cleaned, and kept clear
· Work at height is carried out only by a competent contractor using safe access equipment, and
· The Property Office is consulted about where access is difficult, or specialist advice is required.

[bookmark: _Section_7_–]Section 7 – Repairs, Renewals, and Alterations

Any work identified through a quinquennial survey, or observed as necessary at any time, should begin with the preparation of a comprehensive list or schedule of works.  Including detailed descriptions of all items to be repaired, renewed, or maintained.

Parishes should note there may be a requirement for planning or building regulation approval, and advice from the Diocesan Property Office must be obtained, even if the total value is less than £8k.

No approach should be made to consultants or contractors until this discussion and initial review have taken place.

Budget estimates should then be obtained; these can be provided by, or in consultation with, an appointed surveyor.
[bookmark: _Section_8_–]Section 8 – Parish & Diocesan Approval

Property Projects and maintenance work on unlisted buildings may proceed – subject to the points mentioned in Section 7 - as follows:-

· Up to £8,000
· Projects with a total cost of £8,000 or less may be approved locally by the Parish Priest.

· £8,001 to £25,000
· Projects within this range must be reviewed and approved by both the Diocese Property / Health and Safety Committee and the Finance Committee

· Over £25,000
· Projects exceeding £25,000 require Trustee approval, following a positive recommendation from the Diocesan Property / Health and Safety Committee and Finance Committee.

Listed Buildings – any work to a listed building must be discussed with the Diocesan Property Office, in the first instance.  No approach to Consultants or Contractors should be made without the Diocesan Property Office knowing in advance.
See Appendix B for workflow

Note: For any level of Application, the Safety Toolbox requirements listed under the Application Notes section, must be completed before submitting the form to the Diocesan Property Office.


Committee Meetings Schedule
· Diocesan Property Committee – meets monthly – papers should be submitted 2 weeks before the date of each meeting. (Application forms can be found on the Diocese website: Resources / Property / H& S / Application Form)

· Finance Committee – meets periodically, 5 times per year.

· Trustee Meetings – meets monthly – usually on the first Tuesday of the month (except August & December).

See the ‘Schedule of Trustee Meeting Dates’ on the Diocesan website for exact dates
Lancaster Diocese Website  




[bookmark: _Section_8a_-][bookmark: _Section_8a_-_1]Section 8a - Categories
For clarity and consistency, all property projects will be assigned an approval category:

· Category 1 – Essential and Unavoidable Works

These are works that must be carried out immediately to meet legal obligations or to keep the building safe and usable.

Examples include:-

· Making the building windproof and/or watertight
· Carrying out urgent health and safety repairs
· Repairing the heating systems in case of complete failure.

· Category 2 – Necessary Works

These are works that are important to prevent serious disruption or damage and should be planned as soon as possible.

Examples include:-

· Replacing heating systems before they fail completely
· Rewiring electrical systems for safety or compliance
· Avoiding repeated spending on short-term or temporary fixes

· Category 3 – Development Projects

These are improvement or expansion projects designed to enhance parish facilities or worship spaces.

Examples include:-

· Building or improving Parish Halls
· Upgrading or enlarging existing parish facilities
· Church re-ordering projects – these require the written support of a member of the Diocesan Liturgy Formation Team, but the Property office must be consulted before any report or plan is prepared.

Fast-tracked – There is a process for urgent, emergency approvals, and Parishes should contact the Diocesan Property Office to discuss if their work comes under this.


[bookmark: _Section_8b_-]Section 8b - Property Proposals and Approvals
Any property project costing more than £8,000, or any work involving a listed building (local or national listing), must be discussed with the Diocesan Property Office first.

To avoid unnecessary expense on design or survey work, parishes should prepare an outline schedule of work and a budget cost estimate before seeking Trustee approval.

Once reviewed, the Trustees may:	

· Approve the proposal with a defined maximum budget.
· Request a full tender process before final approval (normally requiring three tenders).

All submissions to the Property / Health and Safety Committee must be signed by the Parish Priest and accompanied by full project details, a breakdown of costs, and any relevant supporting documents.

Structural or External Changes
Trustee approval is required for any work that affects the structure of a building or significantly changes its external appearance, regardless of cost.

Such work may also require Building Regulations approval and/or Planning Permission – parishes should contact the Diocesan Property Manager in the first instance.

Listed Buildings
· Work at listed churches must be approved by the local Historic Churches Committee (HCC).
· Work on other listed buildings and/or in conservation areas (e.g., presbyteries) requires approval from the Local Authority.
· No approach should be made or applications submitted to the Local Planning Authority or the HCC without prior consultation with the Diocesan Property Office.

Health & Safety Compliance
When reviewing submissions, the Trustees and their sub-committees will take into account how well the parish has engaged with the Safety Toolbox management system.  Note: Failure to complete the basic tasks/compliance within this system could mean deferred or declined submissions.  Please speak with the Health and Safety Practitioner (H&SP) at the Diocesan Property Office for assistance.

As a minimum, each parish must have completed the following Safety Toolbox actions before submitting a property proposal:

· Complete the set-up questionnaire and put all parish buildings on the system
· Undertake the premises inspection and checklist
· Complete any fire risk assessments
· Complete the safe access and egress assessment
· Undertake any asbestos survey
· Gas and Electrical Inspections are up to date
[bookmark: _Section_8c_–]Section 8c – Financing of Property Projects
Parish building and maintenance projects can be funded in several ways:

1. Parish Funds
2. Diocesan finance, or overdraft facilities
3. Special Fundraising – such as direct appeals or donations
4. Sale of Property
5. Insurance Claims
6. Grants

These sources can be used individually or in combination.  Note: Items 3 to 6 are classed as ‘additional funding’.

Use of Pooled Investment Funds (PIF)
In exceptional cases, and only with the specific agreement of the Diocesan Trustees, parishes may access their Pooled Investment Funds (PIF).  Use of PIF is not classed as ‘additional funding’.

Funding Limits
To manage resources fairly across the Diocese, the Trustees limit the total amount that may be spent on new projects using existing parish funds, Diocesan finance, or PIF to £1,000,000 per annum across all parishes.

Funding requirements by project type

Category 1 – Essential and Unavoidable Works
· Should be funded entirely from Parish funds and/or Diocesan finance

Category 2 – Necessary Works
· Should be funded maximum 50% from parish/Diocesan funds and the remainder from ‘additional funding’ (items 3 - 6)

Category 3 – Development Projects
· Should be funded at least 75% from ‘additional funding’ (items 3 – 6)

See Section 8a for examples 

Grant Applications
· Parishes are advised to consider grant applications wherever possible; advice can be obtained from the Diocesan Property Office.

· No parish should apply for grants without consultation with the Diocesan Property Office. A copy of the Grant bodies T&Cs should be sent for review.

· If the grant application is successful, Trustee approval is required before accepting the offer, along with full project details.


[bookmark: _Section_9_–]Section 9 – Selecting Contractors and Tradespeople

For any work on parish property;

· [bookmark: _Int_JHdLw3Mb]At least three contractors or tradespeople should be invited to tender for the work. There are exceptions to this general advice, for example, if the work is highly specialised or if an alternative way of establishing true market value is found, i.e. an independent QS.
· For smaller jobs, a trusted local tradesperson may be used on a time and materials basis, if a fully itemised invoice is submitted before payment.
· Ensure a Contractor Due Diligence Checklist* is completed and submitted back to the Diocesan Property Office. 
See Appendix C for guidance on pre-qualification

*To find the Contractor Due Diligence Checklist, please open your STB and under Resources, in the search bar type ‘Contractor’.  A page of guides will appear – the form can be found on the right-hand side of this page, under Attachments.
 

Please remember to submit the form back to the Diocesan Property Office

No Contractor should be used without due diligence, and checks, being in place.

All Contractors/Tradespeople invited to tender must;-

· Have a proven track record of high-quality work
· Be properly pre-qualified in accordance with Safety Toolbox guidance 
See Appendix C
· Provide evidence of technical expertise, relevant experience, and examples of similar recent projects.
· Hold valid insurance, which must be checked and verified prior to work starting (a minimum of £1m for general works, and £5m for hot works, gas and electrical).
· Be members of trade organisations as appropriate.

NOTE: Any work at height over 2 metres must be carried out only by competent and trained individuals. High-risk or specialist maintenance work—such as electrical or gas servicing, structural repairs, roofing, or other hazardous tasks*—must only be performed by qualified, professional contractors that have been pre-qualified.
*Check with the Diocesan Property Office if unsure


Following a serious life-endangering incident at one of our parishes in 2017, where a contractor was appointed without following our property pre-qualification procedures, the Diocese was issued a warning by the Health and Safety Executive.  Any further or similar transgression will be dealt with more severely. 
[bookmark: _Section_10_-]Section 10 - Tenders

When inviting firms to tender for work;-
· Provide each contractor with a complete list and a clear description of the required work.
· Include details about the quality of materials to be used, especially for projects over £8,000
· A full professional specification is not always necessary, but each tenderer should describe in detail what work will be carried out for the quoted price.
· The Parish should review the HSE briefing note; CDM, a short guide. https://www.hse.gov.uk/pubns/indg411.htm

All tenders must:
· Be fixed price offers, valid for at least 6 weeks
· Clearly state whether VAT is included or to be added
· Include payment terms as per contract

[bookmark: _Section_11_-]Section 11 - Value Added Tax (VAT)

· Lancaster Diocese is not registered for VAT, so it cannot reclaim or charge VAT
· VAT is zero-rated under Schedule 8, Group 12 of the Value Added Tax Act 1994 for approved works that provide or improve access and facilities for disabled people, in accordance with HMRC VAT Notice 701/7.
· Historically, listed churches may have been eligible to reclaim VAT on certain qualifying repair and conservation works through the Listed Places of Worship Grant Scheme (LPWGS). The scheme closed on 31 March 2026 and is no longer accepting applications. Accordingly, no allowance has been made within this report for the recovery of VAT through the LPWGS or for the availability of grant funding.  There is now a new government fund, the Places of Worship Renewal Fund, which provides grants for repair and improvement projects, but it is not a direct VAT refund scheme in the way LPWGS operated.

The Diocesan Finance Office can provide further advice and guidance on VAT, and the Diocesan Property Office on grants.
[bookmark: _Section_12_-]Section 12 - Managing Projects and Paying Invoices

A suitably experienced member of the Parish Property Team (PPT), or another qualified person, should act as the main contact with the contractor or tradesperson and monitor the quality and progress of the work.

All work must be completed to a satisfactory standard before final payment is authorised.

For longer projects, interim payments may be made, but only for work already completed and verified.

No payments should be made in advance of work being carried out.

All payments must be made by cheque or direct bank transfer from the parish account — cash payments should be avoided.

[bookmark: _Section_13_–]Section 13 – Seeking Outside Assistance

Where a task requires specialist knowledge or expertise beyond what is available within the Parish Property Team (PPT), the matter should be referred to the Diocesan Property Office. 

The Diocesan Property Office can also provide advice and connect parishes with qualified professionals or competent volunteers who can assist with:

· Property surveys and condition inspections
· Testing of gas and electrical installations
· Identification and management of asbestos-containing materials (ACMs)
· Other specialist property or maintenance matter

[bookmark: _Section_14_–]Section 14 – Larger or more Complex Projects

For larger, more technical, or complex projects, it will normally be necessary to engage a qualified architect, surveyor, or engineer.

Before contacting any professional consultant, you must:

· Contact the Diocesan Property Office - in the first instance.
· The Diocesan Property Office will advise on suitable professionals, formal appointment procedures, and agree on appropriate fee arrangements.
· No professional should be appointed, nor any work commissioned, without prior approval from the Diocesan Property Office.

[bookmark: _Section_15_-]Section 15 - Residential and Commercial Leases

Many parishes hold property under either domestic residential tenancies or commercial leases. It is essential that all such agreements are professionally arranged and managed, and that the Diocesan Property Office is consulted at the earliest opportunity before any new lease or renewal is agreed.

See Appendix D for further information


Residential Tenancies (AST/APTs)
Residential lettings to outside parties are usually arranged under an Assured Shorthold Tenancy (AST). However, under the Renters’ Rights Act 2025, ASTs have been abolished since 1st of May 2026 and replaced with Assured Periodic Tenancies (APT).

Existing ASTs may continue under their current terms until renewal, after which they will automatically convert to the new tenancy type. Because of these significant legal changes, all parishes must consult the Diocesan Property Office before entering into, renewing, or amending any AST.

For new residential lettings, a professional landlord’s agent should be engaged to manage setup and ongoing administration. Following consultation and advice from the Diocesan Property Office, a Trustee application will be required before proceeding.
For further advice:- https://www.gov.uk/guidance/renting-out-your-property-guidance-for-landlords-and-letting-agents
Commercial Leases
Commercial leases are required for external businesses or organisations that occupy any part of parish property on an exclusive basis. They are not suitable for shared or short-term use, though a lease of exclusive space may include the right to share other areas.

All commercial tenancies must be professionally arranged and are subject to Trustee approval. The Heads of Terms must be drafted by a qualified professional and agreed in consultation with the Property Office.

Marketing and negotiation of commercial leases should be handled by an approved commercial property agent, as advised by the Diocesan Property Office. Agency fees are usually a one-off cost, as most commercial tenants are responsible for their own management and maintenance.

If any issues arise during the tenancy, parishes should contact the Diocesan Property Office for advice and support.


[bookmark: _Section_16_–]Section 16 – Hall Hire

The Diocesan Hall Hire Agreement must be used for all non-parish organisations hiring or using parish buildings or facilities. The standard template is available on the diocesan website and has been formally approved at the national level and by the Diocese’s insurers.
This agreement ensures that all use of parish premises is properly managed, legally compliant, and restricted to activities that are consistent with the values and teachings of the Catholic faith.
A Memorandum of Understanding (MOU) may be used to support collaborative hiring arrangements between schools and parishes. This provides a clear framework for roles, responsibilities, and expectations where staff may serve across both settings. An MOU helps ensure transparency in areas such as supervision, funding contributions, safeguarding requirements, and lines of accountability, enabling both the parish and school to work together effectively while maintaining compliance with relevant policies and procedures.  Please speak with the Diocesan Property Office for further details.
[bookmark: __Section_17_–] Section 17 – Land and Property to be sold

Any proposal to sell, transfer, or otherwise dispose of parish property or land must be referred to the Diocesan Property Office at the earliest opportunity. 

This includes any informal approaches or offers received from third parties, which should be reported immediately to the Diocesan Property Office. The Diocesan Property Office will advise on the appropriate course of action and, where necessary, liaise directly with external parties on behalf of the parish and Trustees.

Under the Charities Act 2022 (which updates the Charities Act 2011), the sale or disposal of any property owned by or on behalf of a charity must follow certain legal steps. 

These include:

· A written report from a qualified surveyor or adviser.
· Making sure the proposed disposal is in the best interests of the charity.
· Obtaining formal approval from the Diocesan Trustees before any agreement is made.

After taking professional advice and consulting the Property Office, the parish must submit a formal application to the Diocesan Trustees for approval before moving forward with any sale or disposal.

Note: There is also a Canonical process to be followed in parallel to the civil process. Any queries, please contact the Bishop & Trustee’s Secretary.
[bookmark: _Section_18_–]Section 18 - Land / Legal
Legal issues may arise from time to time such as Encroachment, Adverse possession, Prescriptive rights, Wayleaves, Easements, etc. Of particular concern can be Solar panels, Media masts, EV chargers and rights requested for Broadband/WiFi services and the like. 

PLEASE REFER ANY OF THESE ISSUES, OR ANYTHING YOU THINK MAY BE SIMILAR, TO THE PROPERTY OFFICE
Section 19 – Helpful documents and application forms

All documents and forms can be found on the Diocese Website under Property, H&S – please check for versions/dates so you have the most up-to-date document. 
https://www.lrcd.org.uk/departments/property-and-health-safety

[bookmark: _APPENDIX_A_–]APPENDIX A – Acronyms and Description

	
Acronyms
	
Description

	ACM
	Asbestos Containing Materials

	CDM
	Construction Design & Management (Regulations)

	CSCS
	Construction Skills Certification Scheme

	DPM
	Diocesan Property Manager

	EHO
	Environmental Health Officer

	HCC
	Historic Churches Committee

	HSE
	Health & Safety Executive

	HSP
	Health & Safety Plan

	IPAF
	International Powered Access Federation

	LPW
	Listed Places of Worship

	NICEIC
	National Inspection Council for Electrical Installation Contracting

	PASMA
	Prefabricated Access Supplies & Manufacturers Association

	PIF
	Pooled Investment Fund

	RAMS
	Risk Assessments and Method Statements

	CIS
	Catholic Insurance Service

	CNM
	Catholic National Mutual

	MAT
	Multi Academy Trust

	STB
	Safety Toolbox

	PPC
	Parish Property Committee

	PCC
	Parish Council Committee

	PPT
	Parish Property Team

	PSL
	Preferred Supplier List




[bookmark: _APPENDIX_B_–][bookmark: _￼APPENDIX_B_–]
APPENDIX B – Flowchart of Approvals - Projects over £8k and Listed Buildings

[image: ]
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[bookmark: _APPENDIX_C_–][bookmark: _APPENDIX_C_–_1]APPENDIX C – Pre-Qualification

Before any contractor or tradesperson is engaged, the parish must confirm that they meet the Diocese’s pre-qualification requirements.  The Contractor Due Diligence Checklist must be completed prior to any works commencing.  Documents to be submitted include:

1. Insurance verification – valid certificates for;

· Public Liability (minimum £1 million) - £5 million for all high-risk activities – advice can be sought from the Diocesan Property Office.
· Employer’s Liability (if applicable)
· Professional Indemnity (for design or specialist advice)

2. Health & Safety compliance – evidence of:

· Current risk assessments and method statements (RAMS) for the work proposed
· Training records and any relevant competency certificates (e.g. CSCS, Gas Safe, NICEIC, IPAF, PASMA)
· A written Health and Safety Policy (for those with 5+ employees)

3. Professional references* – at least two references for similar work completed in the past three years, where applicable.

4. Legal and regulatory compliance* – confirmation that the contractor is competent and trained to do the work.  This can be checked by reviewing STB – if the contractor is not on STB, the Contractor Due Diligence Checklist (found on STB) must be completed by the Contractor and sent to the Diocesan Property Office, prior to work commencing.  

All Contractors and Suppliers, already checked and compliant, can be found on Safety Toolbox.  Only contractors who have been verified and appropriately certified are permitted to commence work.

Note: Parishes should retain all pre-qualification documents on file and periodically review them to ensure they have the latest information. 
See Appendix E for more information on retaining documents


*Where any doubt exists, advice should be sought from the Diocesan Property Office before proceeding.




[bookmark: _APPENDIX_D_–]APPENDIX D – Useful Government Resources

The following official GOV.UK resources give authoritative guidance on managing residential and commercial leases in England. Review them regularly for updates.

This list is not exhaustive. Use it alongside the Diocesan Property and Finance guides, found on Safety Toolbox, and best practices.

	Renting out your property: Landlord responsibilities (residential)

	https://www.gov.uk/guidance/renting-out-your-property-guidance-for-landlords-and-letting-agents

	Tenancy agreements: a guide for landlords (England & Wales)
	https://www.gov.uk/tenancy-agreements-a-guide-for-landlords/what-you-should-include-in-a-tenancy-agreement


	Domestic private rented property: Minimum Energy Efficiency Standard (EPC band E) – landlord guidance
	https://www.gov.uk/guidance/domestic-private-rented-property-minimum-energy-efficiency-standard-landlord-guidance


	Renting business property: tenant responsibilities (commercial)
	https://www.gov.uk/renting-business-property-tenant-responsibilities


	Renewing your commercial property lease
	https://www.gov.uk/renewing-your-commercial-property-lease


	Health and Safety Executive (HSE): Managing asbestos in buildings
	https://www.hse.gov.uk/asbestos/duty.htm


	Fire safety in the workplace (Regulatory Reform (Fire Safety) Order 2005)
	https://www.gov.uk/workplace-fire-safety-your-responsibilities


	Building regulations approval
	https://www.gov.uk/building-regulations-approval


	Listed buildings and conservation areas

	https://www.gov.uk/guidance/conservation-area-and-listed-building-consent


	Health and Safety at Work etc. Act 1974
	https://www.legislation.gov.uk/ukpga/1974/37/contents


	
Management of Health and Safety at Work Regulations 1999
	https://www.legislation.gov.uk/uksi/1999/3242/contents

	
Regulatory Reform (Fire Safety) Order 2005
	https://www.legislation.gov.uk/uksi/2005/1541/contents

	
Equality Act 2010

	https://www.gov.uk/guidance/equality-act-2010-guidance
https://www.legislation.gov.uk/ukpga/2010/15/contents


	Building Regulations 2010 (Part M)
	https://www.gov.uk/government/publications/access-to-and-use-of-buildings-approved-document-m


	Construction (Design and Management) Regulations 2015
	https://www.hse.gov.uk/construction/cdm/2015/index.htm
https://www.legislation.gov.uk/uksi/2015/51/contents


	Building Safety Act 2022
	https://www.legislation.gov.uk/id/ukpga/2022/30
https://www.gov.uk/guidance/the-building-safety-act


	Landlord and Tenant Act 1954
	https://www.legislation.gov.uk/ukpga/Eliz2/2-3/56


	Renters Rights Act 2025
	https://www.legislation.gov.uk/ukpga/2025/26/contents


	Charities Act 2011
	https://www.legislation.gov.uk/ukpga/2011/25/contents


	1988 Housing Act
	https://www.legislation.gov.uk/ukpga/1988/50/contents






[bookmark: _APPENDIX_E_–][bookmark: _APPENDIX_E_–_1]APPENDIX E – Guidance on Retaining Documentation 

This Appendix is a guide to help parishes manage records responsibly, in accordance with UK data protection law and Catholic principles of respect, honesty, and care for the dignity of every person. 

Information containing personal data should always be:

1. Collected only when necessary
2. Data is kept secure and confidential
3. The data is used only for its intended purpose
4. The data/information is deleted or destroyed once no longer needed

Any queries should be directed to the Diocese GDPR & Data Protection Officer - Father Phillip Wrigley 


1. Parish Staff and Volunteers

· What to keep: Application forms, DBS checks, references, training records, emergency contacts
· How long to keep: For the duration of service plus 6 years after they leave (in case of employment or service queries)
· What to do following this: Securely delete or shred

2. Contractors and Suppliers

· What to keep: Pre-qualification forms, insurance details, training certificates, and safety documentation
· How long to keep: While the contractor is active and for up to 5 years after their last work for the parish
· What to do following this: Securely delete or shred

3. Safeguarding Records

Safeguarding records are covered under a separate diocesan safeguarding policy, which can be found on the Diocese website. Parishes must follow the policy for the handling and retention of any safeguarding information. Safeguarding

4. Financial & Procurement

· What to keep: Invoices, receipts, payroll, contracts, and financial statements
· How long to keep: 7 years from the end of the financial year (for audit and HMRC purposes)
· What to do following this: Securely delete or shred


5. Legal Records & Certification

· What to keep: Planning permissions, Building Regulations approvals, drawings, plans and legal documents.  Emails relating to planning and building approvals. Fire, Electrical and Gas certification.
· How long to keep: Permanently (as part of the parish’s historical and canonical record)
· What to do following this: Keep securely stored and backed up

6. Sacramental and Pastoral Records

· What to keep: Baptism, marriage, confirmation, and burial registers; parish rolls
· How long to keep: Permanently (as part of the parish’s historical and canonical record)
· What to do following this: Keep securely stored and backed up


7. General Correspondence and Emails

· What to keep: Routine emails or notes not needed for parish business
· How long to keep: Up to 2 years, unless they relate to finance, contracts, or official matters
· What to do following this: Delete or archive as appropriate
· Planning permissions, building regulation approvals and other formal approvals. Building designs and plans. Keep and archive.


Summary 

When in doubt, ask:

1. Is this information still needed for a clear parish purpose?

2. Is there a legal or diocesan reason to keep it?

If not, dispose of it securely.


By managing records carefully, parishes demonstrate respect for privacy, uphold the Church’s integrity, and honour the trust placed in us by those we serve.
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