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YOUR ARCHDEACON’S PARISH VISITATION
INFORMATION AND GUIDANCE

INTRODUCTION
In this Diocese, Archdeacons’ Parish Visitations take place every 5 years. Often the Area Dean, with the support of the Deanery Lay Chair, will carry out the Visitation on the Archdeacon’s behalf.
The visitation has two purposes:
· to ensure that everything is in good order and that the legal requirements are being properly met
· to give an opportunity for you to reflect on the life, mission and ministry of your parish and to share something of that with your Archdeacon or Area Dean. 
Whether Archdeacon or Area Dean, we come to advise, support and encourage the parish, not to find fault!

STEPS IN THE PROCESS
1. The Archdeacon will write to the parish at the beginning of the calendar year if they are to receive a Visitation in the next 12 months.
2. The Archdeacon/Area Dean will arrange a suitable date with the parish priest, as far ahead as possible. 
3. About six weeks before the date of the Visitation, the ‘Information and Guidance’ is sent to the parish priest from the Archdeacon/Area Dean’s office. 
4. The parish should begin to prepare for the visitation 
· by ensuring that documents, registers, policies etc. are available and up to date, and that items which should be on public display are so.
· by completing the Parish Information Form and returning it to the Archdeacon/Area Dean at least two weeks before the date of the Visitation. Clergy and churchwardens should involve others such as the Treasurer, PCC Secretary, Gift Aid Secretary, Leadership Team etc in completing this form
· by forwarding to the Archdeacon/Area Dean with the Parish Information Form a copy of the latest PCC Annual Report and Financial Statements, and any other documents that you feel might be useful (e.g. a Mission Action Plan)
· Informing the wider congregation about the visitation and its purpose
5. The Archdeacon and/or Area Dean, with the Deanery Lay Chair wherever possible, carry out the Visitation, meeting with the clergy and churchwardens (and a few others if wished) and carrying out the inspections (see below). Normally about three hours should be allowed, with extra time if there is more than one church building in the parish.
6. The Archdeacon/Area Dean or Lay Chair will prepare their report based on the information provided and the discussions on the day of the Visitation. 
7. The Archdeacon will normally wish to discuss the report with the PCC, and will arrange this with the parish priest. S/he might also welcome the opportunity to join the congregation in worship at a Sunday service and preach.
8. Copies of the final visitation report are sent to the Parish Priest, PCC Secretary and Churchwardens as well as to the Suffragan Bishop. The Archdeacon, Area Dean and the Deanery Lay Chair will also keep copies.
We hope the visitation report will provide encouragement as well as helping the PCC to identify some jobs to do and to set some of its objectives

INSPECTIONS
You should be prepared for the Area Dean and Lay Chair to cover the following areas:

The church building
The person leading on the Visitation will have their own copy of your latest Architect’s Quinquennial Inspection Report, but you should make sure that your copy is available on the day of the visitation.
We will want to look around the Church, both outside and inside, and consider the state of the building with reference to the Quinquennial Inspection Report.
Please be prepared to discuss
· the general condition of the building, and any particular problems being experienced at the time
· progress made on the recommendations in the QI report
· security, including any recent break-ins or thefts (including metal theft)
· insurance cover
· access to the building for those with disabilities
· health and safety (see below)
· procedures for the handling and banking of money

The contents of the church
These should be listed in the parish inventory (see below). We will want to check that valuable items such as the silverware are present, and kept securely. There should be photographs of all valuable silverware and other plate, stained glass, antique furniture etc., with copies kept at a separate location.


Documents and Registers that should be kept in the church safe
The following should be kept securely in the safe. On the day of the visitation it is helpful if they could be laid out on a table just beforehand. You may wish to use this as a checklist:
(Those marked * = if applicable)

	Important Documents

	The Terrier and Inventory
	

	The Log Book
	

	Faculty Certificates
	

	Marriage Certificate book
	

	Registers (including any completed but not yet deposited in the Diocesan Archive)

	Marriage Registers
	

	Banns of Marriage Register 
	

	Baptism Register
	

	Confirmation Register
	

	Register of children admitted to Holy Communion before confirmation*
	

	Burial Register (and churchyard plan)*
	

	Register of Burial of Cremated Remains (and churchyard plan )*
	

	Service Register
	

	Receipt for registers (and other documents) deposited in the Diocesan Archiv*
	



Other Documents that should be available
Again, please would you lay these out on a table beforehand:
(Those marked * = if applicable)
	Policies

	Safe Church Policy
	

	Child Protection Policy
	

	Adults who may be Vulnerable Policy 
	

	Health and Safety Policy
	

	Fire Risk Assessment
	

	Other Documents

	PCC Minute Book
	

	APCM Minute Book
	

	Electoral Roll
	

	Electrical Inspection Certificate
	

	Lightning Conductor Test Certificate*
	

	Central Heating Boiler Service Certificate
	

	Fire Extinguisher Service Certificate
	

	Christian Copyright Licensing International (CCLI) Licences*
	

	Contracts of Employment*
	

	List of church key-holders
	



Items that should be displayed on a public notice board inside the church
(Those marked * = if applicable)

	Safe Church Policy
	

	Policy Statement on Safeguarding Children and Young People
(See Safeguarding Policy 2016, p.47)
	

	Policy Statement on Safeguarding Adults
(See Safeguarding Policy 2016, p.49)
	

	Employer’s Liability Insurance Certificate
	

	Certificate of Authorisation of Eucharistic Assistants
	

	Table of Fees (including local ‘optional extras’)
	




The Churchyard and Boundaries
They will want to check the general maintenance, care and safety of the grounds to ensure that the Churchyard Regulations are being followed, including the requirement to test the safety of memorials every six months.

The Church Hall (if applicable)
They will want to look round any Hall/Community Centre, both outside and inside, and consider the condition of the building
As with the Church building, please be prepared to discuss
· the fabric and general state of the building
· any work that needs doing and its costs
· access to the building for those with disabilities
· security and insurance
· health and safety


Parsonage House (if applicable)
They will not wish to visit the house, but want to be assured that it is in a good state of repair and that it adequately meets the needs of its occupant and family. A conversation about general fuel costs and energy efficiency would be helpful.

Other Properties
They will want to know of any other properties for which the parish has some responsibility, such as a curate’s house, church school etc.

Vision, Mission and Ministry
Please fill in the separate Parish Information Form to give the Archdeacon/Area Dean and Lay Chair an overview of your parish’s life and witness. We suggest that this is done by the Standing Committee and used as an opportunity to reflect on how well your parish is doing in relation to the three elements of our Diocesan Vision: Growing, Nurturing and Serving.
We would also welcome your thoughts about the future, particularly in relation to the Deanery Mission Action Plan, and the opportunities that are available for the parish’s ongoing mission.

If you are unfamiliar with anything mentioned above, then please feel free to enquire about it from your Archdeacon or Area Dean beforehand. See also the Reference Notes provided.

It is unlikely that any parish will have everything perfectly in place and up to date. Please don’t be anxious about that. Your Archdeacon/Area Dean will advise on how to rectify any omissions, in order of priority.
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