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	St. Luke Cedar Hill

Anglican Church of Canada
3821 Cedar Hill Cross Road

Victoria, BC  V8P 2M6




Ministry Position Title:
Wardens including:


People’s Warden, elected by the parishioners of St. Luke’s.


Rector’s Warden, appointed by the Incumbent.
Term of Office:
Until their successor is elected/appointed, as appropriate.  However their term of office may not exceed 6 years.
Supervision & Support:
Reports to: 
Incumbent (Rector’s Warden)




St. Luke’s Parishioners (People’s Warden)

Staff Liaison: 
Parish Administrator

Committee Responsible for this Ministry:  Parish Council between Annual Vestry meetings
Population(s) served:
St. Luke’s’s Parishioners and the Diocese of British Columbia

Purpose: 
With the Incumbent, the wardens carry out the directions of the Diocesan Synod and annual Church Vestry, as well as the implementation of the policies of the Diocese, in a position of primary leadership in the Parish. They are bound by the constitution, canons and regulations in force and that are, from time to time, amended by the Anglican Synod of the Diocese.
Duties & Responsibilities (from Canon 6.8, Regulation 6.8.01)):


· To see that the divine service is regularly and decently performed by the persons licensed by the bishop or holding the bishop’s permission to officiate, and to ensure that all things requisite for divine service are provided.

· To set an example of regular attendance and hearty response on the part of the congregation, and generally to assist and support the incumbent by zeal and moral support in all matters affecting the welfare and advancement of the parish; to take care that order is preserved in the church, and to see that the parishioners are sufficiently accommodated in the church.

· To have supervision of all financial matters of the parish, and to ensure that a financial statement is drawn up each month for presentation to the parish council.

· To ensure that the incumbent's stipend is paid in full regularly each month.

· To ensure that the yearly accounts, duly examined and reviewed, are laid before the parishioners at the annual meeting; and that a copy of such accounts is sent to the diocesan finance officer, as well as the parish annual return form sent from the Synod office.
· To hand over to their successors in office any cash balance in hand after the approval of the accounts, together with the church goods and inventory.

· To ensure that all properties belonging to the parish are in repair and insured; and all premiums and taxes are paid (See Canon 6.6 – Insurance).
· To execute contracts normally entered into on behalf of the parish, having obtained the previous consent or subsequent ratification of the parish council.

· To undertake, with the incumbent, the management and control of the church cemetery or cemeteries within the parish, subject to the terms of any trust affecting the same, and subject to the regulations on cemeteries.

· To ensure the following books or records are kept by the parochial (parish) authorities:

(1) Register book or books of baptisms, confirmations, banns, marriages and burials;

(2) A register of all services that take place in the church, with the names of the officiating ministers, and the offerings received;

(3) The minutes and resolutions of the vestry meetings and parish council;

(4) The parish accounts;

(5) The constitution, canons, and regulations of the Diocese, to be retained permanently in the parish, in addition to any other copies required by the incumbent and other officers;

(6) An inventory of all church goods and lands.

· At the beginning of the year to assist the incumbent in preparing and promptly submitting a table of statistics on a form provided by the diocesan office.

· To provide for the care of the parish during the annual holiday of the incumbent.

· To report to the bishop the death of the incumbent, or the inability from any cause to fulfill the duties of the incumbent.

· To take care of the rectory during the vacancy of the incumbency.

· To assist the incumbent in the appointment of all lay employees.

· To assist in the completing, signing and remitting of all necessary filings under the Income Tax Act, in a timely manner, so that the parish’s standing as a registered charity be maintained.
And,

· Ensures that the Church Office has a current, up-to-date file containing all building blueprints, property maps and related materials which record assets, structures, etc.

· Prepares an annual report for presentation to the Congregation at the Vestry Meeting. 

Skills/Knowledge Required:


· Good social and communication skills.

· Organized and dependable.

· Intimate knowledge of the issues of the Parish in relation to those of the Diocese.

· Knowledge of the canons of the Diocese of British Columbia.

· Some financial management and budgetary training is an asset.

Qualifications Required:


· Be known in the Parish and a regular member for at least 12 months.

· Regularly attend church services and be aware of the issues affecting the Parish.

· Able to work as a member of a team.

Limits of the Position:


· Comply with the Diocesan Privacy and St. Luke’s Parish Confidentiality policies. Copies of both are available from the Parish Office.

· Comply with the Sexual Misconduct Policy of the Diocese of British Columbia and sign an acknowledgement form.

· Ensure that a completed Screening in Faith Checklist is on file. 

· Attend a Diocesan Safe Church Training Session at the beginning of the ministry and every three years thereafter.

· Undergo a Criminal Record Check prior to commencing the ministry and every three years thereafter.  

Terms of Work/Service:
· Prepare for and attend Wardens’ meetings.

· Prepare for and attend Parish Council Meetings.
· Attend the annual Parish Council Retreat and the Annual Vestry Meeting.
· Attend additional Committee meetings as required.

· Has authority to sign cheques on behalf of the Parish.

· Attend Church functions on a regular basis.

Training Provided: 
· “On the job” training, as required.

· Safe Church Training Sessions.
Position Risk Assessment: 
High
Benefits & Opportunities:


· To become an integral part of an effective Parish leadership team.
· To build a close working relationship with the Incumbent.
· To have a profound effect on the overall financial well-being of the Parish.
· To have a profound effect on the tone and direction of the Parish, in keeping with its mission statement.
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