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	Jon Henderson
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Charity Commissioners Report of Trustees

URC Annual Returns

Annual Reports of Organisations


Reconciliation of Members







Copyright Returns







Y/E Children stats
Duties
Duty Secretary on Sundays – alternate months

Duty Secretary on Sundays – alternate months

Communion Duty – 10.30 service every month

Communion Duty – 10.30 service every month

Fire Marshall





Fire Marshall
Charity Commission Returns (change of Trustee)
Elders nominations/elections
Good practice Reviews with organisations

Register of Members and church Directory
DBS Validations





Elders/members certificates








Stewarding Rostas








Induction of new elders








DBS Validations








Address Labels

Meetings

EM & CM check and amend (as necessary) 

EM & CM Agendas – draft, agree and distribute
minutes and forward to Minister for approval

Deal with matters arising

EM & CM Minutes – draft agree and circulate








Meetings diary, Elders rotation, Holiday planner







Newcomers/Adherents list
Handbooks
Church Secretary, Elders, Good Practice


Communion Procedures

New Groups, Short Guide to St John’s,


Communion Table Layout
St John’s Charity, TGIS




Stewarding duties
Relationships

Caretakers – line manager (joint)


Caretakers – line manager (joint)

Finance and Property




Newsletter distribution (CM Agendas)
Archives (inc Gift Register) Joan Fairley


Lettings Secretary
Order of Service – notices



Order of Service - notices








Pre School Management Team (ex officio)


Publicity and Promotions Team







Pastoral Care Team






PV to Minister







Funerals - Johnstone Brown (inc plans of interments)
Synod

Named Secretary for receipt of communications

Compliance
URC Handbook





CCLI
URC Good Practice

Data Protection Act

Vacancies
Vacancy Committee, liaison with interim moderator, 
Vacancy Committee, liaison with interim moderator

Church Profile and Terms of Settlement


Church Profile and Terms of Settlement
 Elders
Election and appointment of Elders/Trustees
Those members of the Elders’ Meeting of St John’s United Reformed Church Orpington who are qualified to serve as charity trustees are collectively the Charity Trustees of the Charity and are appointed and act in accordance with the procedures for the time being laid down by the Church Meeting of St John’s United Reformed Church Orpington which shall be in conformity with the Scheme of Union of the United Reformed Church.

Rotation

Elders normally serve on the Elders Meeting for a maximum of eight years. Except in exceptional circumstances (e.g. where there is a high level of retirements or where a serving Elder is called to serve as an Office Bearer) they must then stand down for a period of one year before being appointed to the same or another position.  

Serving Elders appointed as Office Bearers may serve a further maximum period of eight years after which they must retire from the meeting for one year before being eligible to serve the same or another position.    

Elders are normally appointed at the Annual General Meeting and, following induction, normally commence their period of service on the 1 September following appointment.  

Procedures for election of Elders

The election of Elders normally takes place at the Annual General Meeting following a declaration in the Newsletter by the elders’ meeting of the vacancy/ies at least 12 weeks prior to the Annual General Meeting.  As soon as practicable after the declaring of the vacancy/ies the Church Secretary distributes nomination slips to members inviting them to nominate members to fill the vacancy/ies. Where appropriate, nomination forms include terms of reference for the vacant position(s).  Nominations, which do not need to be seconded or to have the consent of the nominee, must be in the hands of the Minister (or in the absence of a Minister the Church Secretary) eight weeks before the Church Meeting at which elections are to be considered.  All those whose names appear on 10% or more of the nomination slips are eligible to be approached to serve as Elders.  The Minister approaches each nominee in turn starting with the one who has received the highest number of nominations.  Should this person choose not to serve, the next is approached and so on until the required number of vacancies is filled.   Should it not prove possible to fill the vacancies, the Minister will return to the Elders for advice on how to proceed. The Minister and Elders may consider it appropriate to be flexible about this percentage in the event that the target figure of 10% is not achieved.  

The names of those who have agreed to serve on the elders’ meeting are taken to the church meeting for election.  Of those voting at the Church Meeting, a majority of 60% in favour is required.
Procedures for election of Office Bearers (Church Secretary, Treasurer and Property Elder)
Office Bearers are nominated by the Elders Meeting and appointed by the Church Meeting.  Of those voting at the Church Meeting, a majority of 60% in favour is required.
Office Bearers wishing to retire before their eight year period for rotation has expired should, wherever possible, give one year’s notice.   In the event that the Treasurer or Property Elder do not wish to serve on the Elders Meeting, they shall be represented on the Elders Meeting by an elected Elder (but not classified as an Office Bearer).  

Powers to co-opt

The Elders Meeting has the power to co-opt any non serving Elder on to the Elders Meeting to fill a casual vacancy or to undertake a specific function with full powers to speak and vote.  Such appointment will run only to the following Annual General Meeting when the position, if still required, must be sanctioned by Church Meeting.  

Executive Responsibility

Neither the Minister nor any other person employed by St John’s has any executive management responsibility for the administrative or financial management of St John’s. 
EM 7 December 2011
Nomination process for new Church Secretary
URC Handbook: EM to nominate from among its members a Church Secretary (or Secretaries) to be elected by the CM to serve both the EM and the CM.  
Procedure for appointment of New Church secretary (based on EM Sept 2011):

Elders submit suggestions to the Minister. The Ministers and Church Officers (CSs, Treasurer and Property Elder) meet to prioritise the list and the Minister then approaches nominees.  When an elder has accepted the appointment, this is confirmed by the next EM and the name(s) submitted to CM for approval.  

Procedures for ordination and induction 

Ordination is the calling and acceptance to the role of eldership requiring a statement of commitment concerning the nature, faith and order of the United Reformed Church.  Induction is the acceptance of the office in this congregation.    Elders are ordained for life.
The service of ordination and induction takes place at the first available communion service when all the appointees can be present.  Laying on of hands and the right hand of fellowship are offered by the minister and two elders, normally the church secretary and assistant church secretary.  At communion, the minister personally serves new elders first with the elements.   
After the service, the new elders sign the first elders’ minute book and are presented with a certificate of ordination.  Their names are added to the display list in the elders’ room.
Members
Becoming a member
After attending membership classes, those who wish to become members are asked to submit a written request to the church secretary. 
(If the person applying is already a member of another church (s)he should speak first to the minister then notify the secretary of their existing church to request a change of membership to St John’s and notify the church secretary of St John’s that this has been done). 
The application to join should state the person’s full name, address, telephone number and email address.  If a transfer from another church is involved, the name of the church and a contact person are also required.   The church secretary submits the requests to elders who then submit a recommendation to the church meeting.  

Membership certificates are held by the Church Secretary (and can be obtained from the Bookshop, Church House) and there are different certificates for; transfer from another church, reaffirmation of faith and confession of faith.

When approved, by church meeting, new members are welcomed in to membership at the first available service of Communion when they sign the Register of Members in the Minister’s vestry. 
Church Secretary 

updates Register of Members, orders free copies of Reform, amends Newsletter distribution lists and
writes a message of welcome in the Newsletter and give addresses/telephone numbers for members to update

 Pastoral Care Elders appoint Pastoral Visitor

Faith Development Elder meets new members to give them house-group information and arrange for one leader to make a personal invitation as appropriate 
The Associate Members Roll
The URC Scheme of Union states that one of the functions of the Church Meeting is:

(viii) To admit and transfer members, to maintain standards of membership, and to suspend or remove names from the membership roll, always on advice from the elders' meeting;

Our own constitution states:

The Charity Trustees of the Charity are appointed and act in accordance with the procedures for the time being laid down by the Church Meeting of St John’s United Reformed Church Orpington which shall be in conformity with the Scheme of Union of the United Reformed Church.

From the above you will see that removal of members from the Membership Roll is the prerogative of CM under the advice of the EM. 

The St John’s Associate Members Roll is a pragmatic approach to controlling the Membership Roll in the absence of written resignations from people who have not attended St. John's over some years.  Interest is taken to mean a financial commitment or some involvement in an activity   Formal removal from the Roll can only be achieved by submitting proposals to CM but members transferred to the Associate Roll are treated for statistical purposes as having resigned; they do not have an allotted PV nor receive communications such as the TRIO letters.  If they return at some stage, they are reinstated to the full Membership Roll. 
Procedure 
Every two years, the Membership Roll is reviewed by the Pastoral Team and a list of members who no longer attend or show any interest in St John’s is prepared.   Ministers and PVs are consulted as well as friends who are members and, where possible, the intent of the member determined.  When a list has been prepared, this is submitted to EM for formal acceptance.  Periodically the list of members on the Associate Members Roll is/(should be) submitted to CM for final removal.

Adherents

Adherents are included in the Directory of Members and Friends.  Elders are encouraged to seek out and talk to adherents and newcomers after worship both in the Link and in the Church.  The pastoral team will regularly review pastoral visitors for adherents as appropriate and every effort will be made to involve them in elders’ teams, house groups, the ad hoc choir, music group, and fellowship team events.  
Church Meetings

FUNCTIONS (URC Handbook)
The church meeting consists of those persons who have been admitted to the full privileges and responsibilities of membership of the United Reformed Church and whose names are included on the church roll. It meets quarterly by routine and additionally for special business when required. The minister normally presides.  
The functions of a church meeting are: 

i)  To further the church's mission locally;
ii)  To develop local ecumenical relationships;

iii)  To further the church's compassionate ministry in the locality and throughout the world;

iv)  To consider and support the wider work of the church 
v)  To consider public questions in relation to the Christian faith;

vi)  To bring concerns for consideration by the elders' meeting and wider councils of the church;

vii)  To call a minister with the concurrence of Synod;

(viii)  To elect elders and officers, determining their number and period of service, and representation to wider councils;

(ix)  To admit and transfer members, to maintain standards of membership, and to suspend or remove names from the membership roll, always on advice from the elders' meeting;

(x)  To consider, always on advice from the elders' meeting, any application for recognition as a candidate for the ministry and to transmit it, if approved, to Synod;

(xi)  To adopt financial reports;

(xii)  To receive reports and proposals from the elders' meeting, Synod and General Assembly and to authorise appropriate action;

(xiii)  On the recommendation of the elders' meeting to make or provide for the making of arrangements for the proper maintenance of buildings and the general oversight of all the financial responsibilities of the local church;

(xiv)  To do such other things as may be necessary in pursuance of its responsibility for the common life of the church.
STANDING ORDERS

Standing Orders (male references include female)
1. The business of the meeting is confined to subject mentioned on the agenda and matters of urgency.

2. A matter of urgency may only be included in the business of a meeting if consent is given by 60% of the members present and voting.

3. A notice of motion must be in the affirmative.  It must be addressed to the church secretary four weeks prior to the quarterly meeting and an agenda for the meeting shall be published in the church two Sundays before the meeting.

4. At the meeting members must rise before speaking, and they must address the chair.

5. Should the chairman rise while a member is speaking, the latter must stop and resume his seat.

6. The chairman shall be empowered to adjourn a meeting on his own initiative for such period of time as he deems advisable should exceptional circumstances warrant same.

7. A member may speak on a motion for only five minutes.  He must confine his remarks to the motion under discussion.

8. A member may not speak more than once on a motion or amendment, except the proposer of the original motion or amendment, who has the right to reply.  In this he must not touch on fresh subject, but confine himself to answering questions put by other speakers, and explaining points requiring elucidation.  A speaker who considers that he has been misunderstood may at the discretion of the Chairman be allowed to make an explanation.

9. A member may rise to a point of order.  He must, however, state his contention as briefly as possible, and not make a speech.

10. An amendment must not negate the terms of the original motion.

11. A motion or amendment must be seconded immediately after the mover or proposer’s speech.  If there is no seconder the proposition falls.

12. A motion or amendment may be withdrawn by the proposer with the consent of the seconder and the agreement of the members present, if voting on the motion or amendment has not yet taken place.

13. Until an amendment has been disposed of, no other amendments can be considered.

14. A member cannot propose or second more than one amendment to the same motion.

15. If an amendment is carried it shall become or form part of the substantive motion.

16. When a member has finished speaking, the following motions of order shall have priority and be taken without discussion, viz. “that the question be now put”, or “that the Chairman do proceed with the next business”.

17. A motion similar in meaning to a previous motion on which a vote has been taken may not be moved again within 6 months of the previous decision.

18. Motions which may result in financial expenditure of more than £100 shall be referred by the secretary to the Treasurer for their advice before a vote is taken.

19. A quorum shall consist of 15% of member of the Congregation*.

20. Voting shall be by show of hands, no proxy votes being accepted, or by ballot, when the chairman shall so decide or at least 25 members shall so demand.  In the latter case, this may be before a vote is taken or upon the declaration of the result of a vote by show of hands.  If the motion to be voted on would mean a change to the constitution then it must be agreed by 60% of those present and voting.
21. The meeting shall terminate its business by 22.00 hours.

22. The ruling of the chairman on a point of order shall be final unless challenged by at least 25 members and unless 75 per cent of the members present vote to the contrary.

23. Any of these standing orders may be suspended with the consent of 60 per cent of the members present and voting.
*Adopted CM 13 October 2004)
Standing Orders adopted 1972
Precepts and Procedures

Church Benevolent Fund: A retiring offering is held after the quarterly communions (administered by the Minister at his/her discretionary).

Halls used by Synod or CTO: One-off Synod and CTO events at St John’s are to be treated as church core activities and not subject to hall letting charges.  Where bookings are for a series, a donation will be sought, using the concessionary rates applied to church organisations by way of a guideline. (EM Sept  2011)

Before starting up any new church groups, church members and friends will be asked to talk their plans through with the relevant Team Leader. This will ensure that the Elders know what is going on and can uphold the new venture in prayer and support. Elders should ascertain the time place and frequency of meetings, who is targeted, leadership plans and financing particulars.  

Legacies/Gifts: It is the policy of the church not to display donor details with items displayed.  Gifts of articles and how legacies have been applied (not the amount) are recorded in the Book of Gifts.

Finance:

Expense claims (with receipts) and Invoices from suppliers (when approved by the originator) are passed to the Treasurer for payment. 

Pay-ins:  Sunday Duty and Organisation Treasurers all have separate pay-in books (to facilitate identification).
CAF mandate:  Bills paid electronically require authorisation from a counterparty who is given a copy of the invoice if in excess of £1,000.  Cheques under £1,000 need one signature, those in excess of £1,000 require two signatures.  All users of the accounts have independent electronic pass words and a shared telephone password.  

Legacies: Legacies are applied in accordance with the decision of elders taking account of terms of the will and suggestions of relatives.  The Treasurer may, without further reference, transfer any residue after the purchase to general funds. (EM November 2007)

Special appeals: In order to avoid the risk of making members feel they are subject to too many financial appeals from the church, retiring offerings will only be made for emergency disaster appeals exceptionally at the discretion of the Minister/EM.  
Training Costs: In line with Synod policy St John’s encourages members to take advantage of URC training schemes [e.g. TLS] and commits itself to assisting students through prayer and practical measures.  St John’s will assist members seeking financial assistance for URC training schemes by contributing an amount normally up to one third of the costs.  (EM 6 July 2005)
Charity and Disaster Support
Excellent work has been done over the years by members of St John’s to raise money, provide supplies and generally support numerous charity and disaster appeals.  At times the sheer number and variety of these can seem overwhelming and it can be very difficult, both as individuals and as a caring community, to prioritise them.  

In order for us as a community to best direct our efforts and resources, the Church and World Committee should be contacted if anyone with a connection to St John’s has a specific appeal or charity they would like to invite our Church Members to support.  Either the Church and World Elder or Church Secretary should be contacted with any request.
For funerals
Members: The only charge for the funeral service is for the Organist and Caretaker.  Families of members pay a concessionary rate for the use of the halls.

Non-Members are charged the full charge rate for the use of the Church and fees for the Minister, Organist and Caretaker.  Halls are charged at the full charge rate.  

DBS checks for elders: The Ministers, Church Secretaries and Youth and Children’s Work Elder and the Property Team Elder must always be DBS checked (EM OCT 2009, then referred to CRBs). 

Young people will not be considered for a leadership role Plugged In or the Place until one full year has lapsed from the time they leave the group. Instead they will be encouraged to join the leadership team of other groups, subject to consultation with siblings/parents already in that group.  (EM 3/11/04 as amended Nov 2010)

All age communion: TGIS (Junior Church) departments from Sparklers upwards attend services of communion and are invited to participate in the taking of the elements. (CM 23 April 2006 as amended Nov 2010)

Year end deadlines
12 December

Notice of EM Vacancies to N/L Editor

05 January

Email Minister/leaders to request Annual Reports

08 January

Receive Annual Return for completion

10 January

Annual Report of Trustees to Treasurer

10 January

Email leaders for children/youth stats for Annual Return

15 January

Elders’ Nomination forms to NL distributor for Feb NL

19 January

Notice of EM Vacancies to N/L Editor for Feb Newsletter

19 January

Notice of Copyright return in Newsletter

30 January

E Nomination forms/Box in Link

28 January 

File Church Annual Return

28 January 

Notice in Order of service for one month re Copyright return

1 February

Submit CCL Return

15 February

CM Agenda to N/L Distributor

7 March

Annual Reports from organisations 

31 March

Print Annual Reports of organisations 
15 April


AGM Notice of Meeting and Reports to NL distributor
16 May


AGM
Funerals

Family details

Deceased..........................................................    D of Death................................   D of Birth...........................

Relatives.......................................................... Address............................................................................Tel.....................

Relatives.......................................................... Address............................................................................Tel....................

Undertakers: .........................................................................................(.Minister to advise undertaker of charges to be disbursed)

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Booking Arrangements: Minister to fix date and time of service in consultation with Alison Bruce.

NB Services must be in the afternoon (no earlier than 1pm) to avoid conflict with pre-school arrangements.  Friday afternoons are preferred.  Wednesday and Thursday afternoons should be avoided.  

When date and time are fixed, Minister to advise Organist (normally John Castle with Janet Godden or Brian Beacroft as alternates) , Caretaker, Church Secretaries (for stewards and AV), Morag Slater for flowers (if applicable)
Service particulars (date/time, etc) :.....................................................................................................................................

Things to think about: Order of Service, charity appeal, Book of Remembrance, venue of reception, tribute for Newsletter. 

Catering: Alison Bruce is happy to advise families. Family of bereaved is responsible for arranging catering in the halls. In exceptional circumstances, church members may wish to organise the catering.  

Fees/Charges 

N.B. Ministers, organist and caretaker rates are sometimes determined by the undertakers.  
Church Service 



Members

Non - members

Minister’s fee and expenses 

          -



£150

Organist
  £75



£  75

Caretaker
  £50



£  50

Sanctuary and Link                                                      



£270
Total                                                                  
 £125  


£520

Reception




Member

`
Non – member’







families


           families

In Morton Hall
  -



  £65

In Link
  -



  £33

Use of Kitchen
  -



  £25

Use of Cutlery
  -



  £10

Use of China
  - 



  £10

Check list for day of the service

Before service: 

Caretaker

Check heating is on if necessary and premises are clean and tidy. Facilitate entry of catering staff.  

Open church up one hour before service. 

Be on duty in Bancroft gardens to ensure visitors do not obstruct neighbours’ entrances. 

Let catering staff in and liaise as necessary

If a funeral, section off part of car park if necessary for hearse and put out coffin stand if an internment is involved.

Clear up after reception and lock up premises. 

Duty Steward: 

Switch lights on; put out pulpit fall (white); replace drinking water in pulpit; rope off back pews  if necessary; Check stewards have arrived and distribute orders of service.  Open/close windows.  Operate sound system. Organise stewards to distribute Orders of Service and have collection plates ready at the end for donations.(Gift Aid envelopes are available).

After service:

Duty Steward to collect money donated and give to family (or send to undertakers with a copy of the letter to the family).  Switch out lights, close windows, replace pulpit fall.  

Caretaker to switch off heating, clean up after service/reception and lock up building. 

St John’s United Reformed Church, Orpington

Wedding Particulars 

Date of Wedding ………………………………………………..      Time ………………………………………………….

Bridegroom:

Name …………………………………………………………………
Date of Birth/Age ………………………

Address ………………………………………………………………

Tel No ………………………………….

………………………………………………………………………..

Marital Status: Batchelor/Widower/Previous marriage dissolved


Father’s Name ……………………………………………………….

Occupation ……………………………..

Mother’s Name ………………………………………………………                   Occupation ……………………………..

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Bride:

Name …………………………………………………………………
Date of Birth/Age ………………………

Address ………………………………………………………………

Tel No ………………………………….

………………………………………………………………………..

Marital Status: Spinster/Widow/Previous marriage dissolved


Father’s Name ……………………………………………………….

Occupation ……………………………..

Mother’s Name ………………………………………………………                   Occupation ……………………………..

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Witnesses : (1) ……………………………………………………….  (2) ……………….………………………………………….

Rehearsal Date: ……………………………………….
Time …..............................

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Administration
Booking Arrangements:

Church/Hall with Alison Bruce

Organist (John Castle, Janet Godden)

Registrar (Jackie Pasifull, Margaret Collins)

Caretaker

Sound System

Services not included

Order of Service

Flowers : Morag Slater is usually willing to undertake directly with the family.

Stewards

Charges 

Minister





£180

Organist





£100
Registrar (including certificate fee)


£80

Audio Visual




£70

Caretaker
  £70

Church, Sanctuary and Link



£300

Total






£800

[image: image2.emf]
Wedding Services

Dear

St John’s Church is pleased to submit proposals for your wedding day.  Our Minister the Revd Jennifer Millington will preside and she will be happy to discuss arrangements with you and advise you on the order of service and procedures.

Our charge for conducting a wedding at St John’s amount to £615 which includes use of the Church and Link meeting room and the fees and expenses of our minister, registrar, organist, and premises manager.  A deposit of £100 is required which is refundable up to six months prior to the wedding date.  It is non-refundable thereafter. The breakdown of these fees is set out below. Please bring cheques to the wedding rehearsal, each made payable as indicated.

These charges do not include the order of service or provision of flowers although we are happy to advise you of service providers.  If you wish to use the premises for the reception, this may be arranged subject to availability.  St John’s does not provide catering facilities but excellent kitchen facilities are available. 

We hope that your wedding day will be a happy one.

Breakdown of Fees

Minister  
        £150

Organist  



         
        £75

Registrar (including certificate fee) 
        £70

Caretaker                                                      £50

Sanctuary and Link                                       £270

(Cheques to St John’s United Reformed Church. 

£100 as deposit.£170 balance)                                                     

Total




                 £615
(The provision of flowers may be discussed with Mrs Morag Slater: 0208 467 1418. Any further bookings of Church Halls may be discussed with Alison Bruce: 01689 871084) 

Baptisms

Procedures and Check List

Baptism particulars

Minister
Advise Stars administrator of baptism details:

Name of child.................................................................................................
Date of Birth …....................

Full names of parents................................................................................................................................... 

………………………………………………………………………………………………………………………. 

Mother’s maiden name…………………………………Father’s profession…………………………………..

Address……………………………………………………………………………………………………………..

………………………………………………………………  Tel……………………….email………..……………...

Godparents………………………………………………………………………………………………………………………………………………………………………………………………………………………………


Date of baptism………………………………………

<><><><><><><><><><><><><><><><>

Prior to date of Baptism

Minister: Check Stars administrator (Pat Strivens) or Overseer is available for the baptism to welcome families and read congregational promise 

             Advise TGIS Co-ordinator (Charlotte Mace & Fiona Drysdale) of number of guests: 
Stars administrator : Arrange for baptismal certificate to be prepared (Betty Matthews)

Pass details to Y & C Elder, TGIS Co-ordinator, Welcoming Team, Secretary Order of Service, leaders of Just Babies, Toddlers, Pre-School.  


Enter child/family details into Stars data base


If baptism date is close to Stars’ celebration, check invitation sent to family

Arrange for bible to be inscribed (Betty Matthews)
Arrange for flower posy to be prepared

Contact family to check that all is well and advise them who will meet them in the Link.  Confirm arrival time no later than 10.15am and determine approximate number and ages of children.

Inform TGIS Co-ordinator of number and ages of children 0 - 3….…  4 - 7….…  8 - 11…..  Older…….

TGIS Co-ordinator: Circulate details to all department leaders. 

Sunday of baptism

Minister
Check water has been put in font

At conclusion of service sign Baptismal Register

Stars administrator:

Open Baptismal Register in minister’s vestry and enter details for signature

Put water in font

Check welcoming team is aware of baptism and can advise re availability of crèche etc

Check baptismal certificate and words of the promise are to hand 

Check that posy, bible and gift are in place and 2 children from TGIS have been asked to present

Put out reserved cards in front pews for family and friends

Put out words of the blessing cards in baptismal pews and lectern ready for parents/godparents

Ask family to move into church at 10.20 am and escort to minister’s vestry.

When children leave, invite visiting children to join and escort them to departments

At conclusion of service, invite baptismal party to Link for coffee.  
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ST JOHN’S UNITED REFORMED CHURCH

Request for Baptism








Information Form

Minister: Revd Jennifer Millington

30 Mayfield Avenue, Orpington, Kent, BR6 OAL

Telephone: 01689 822177

	Child’s Full Name

	


	Date of Birth:   
  
	Place of Birth



	Address:



	Tel am:
                      
	Tel pm:
                        


	Father’s Full Name

	


	Mother’s Full Name
	
	Nee:
      


	Father’s Occupation:

	Mother’s Occupation:



	Siblings (+ages)
                  
	

	
	


	Date of Baptism:
                              
	Presiding Minister:



	Names of Godparents:
                
	

	
	


	Numbers in Baptismal Party:-
	

	Adults
	

	Children under 3 (FIREFLIES)
	

	Children 4-6  (NEONS)
	

	Children 7-11 (SPARKLERS)
	

	Over 11s (PLUGGED IN)
	

	
	


	Baptismal Hymn
	


Christian Copyright Licensing International Ltd
The St John’s CCLI license (Customer reference 46070) applies to St John’s premises only:
Church Copyright License (CCL) No. 3670: for reproducing, storing, recording words of hymns’ and songs 
Reproductions must show for each song the author, C [year and owner], CCL licence number e.g. 

‘Fred Smiley,c 2009 Happy Music, CCL license no. 3670’.
Music Reproduction License (MRL) No 3670: for photocopying song words and music directly from publications and making customised instrumental arrangements of music compositions. 
Copyright Licensing Agency (CLA) No, 920976: for photocopying non-music publications

PRS (Performing Rights Socy) for Music Church License: for music performances (pre-recorded or live)
Church Video License (CVL): permits showing DVDs and Videos. NB must not be charged for. 
Annual Return
In January, we are invoiced for our license renewal.  After it is paid by the Treasurer, CCLI send a certificate of renewal and CD for the annual return.  This is required for the CCL, MRL and CLA licenses only.  No return is required for the PRS and CVL licenses.  For the CCL license, this is completed by reference to the orders of service in the previous year (I do it to 31 December for ease of reference though the actual date s/b 28 February).  Where the disc does not show the particular piece of music, this can be added to the return.  For the MRL and CLA licenses I put a notice in the orders of service in January and remind to Johns Castle personally.  The notice reads:
Notice for all services in January please

Copyright Return 2012 

If during 2011 you have:

1. Reproduced, stored or recorded words of hymns or songs (other than in services of worship)

2. Photocopied song words or music directly from publications

3. Photocopied non-music publications (please supply me with the author, publishing house and ISBN number)

Please will you advise me of the details by 31 January 2012
The Spring Harvest music books state ‘churches and organisations holding a MRL license may reproduce the music of the songs within the terms of the license 

Shows and special events need to be checked for reproduction rights, preferably with the performing Rights Society.  
Data Protection Act
Personal information which is kept about any living person is controlled by the Data Protection Act 1998 and businesses need to register if they hold certain information about individuals (including pastoral).    St John’s is registered under the act (Z9314893) and the church secretary is the Data Controller for St John’s.  This registration covers all church run organisations (not Scouts/Guides) other than Pre-School which is separately registered.

It is not necessary to inform members that records are kept.  There is a presumption that people should be aware that organisations keep records necessary for the running of the organisations.  Anyone has the right to have their details corrected/removed.  

Information such as names and addresses is not regarded as sensitive.

The DPA requires that records in paper form must be kept in a locked drawer and information on PCs must be password protected.  All organisations which handle personal information must comply with a number of important principles regarding privacy and disclosure. These state that information must be:

· Fairly and lawfully processed 

Processed for limited purposes 

· Adequate, relevant and not excessive 
Accurate and up to date 

· Not kept for longer than is necessary 
Processed in line with individuals' rights 

· Secure 




Not transferred to other countries without adequate protection 

Useful information 

Web site:

www.dataprotection.gov.uk
Information line:

01625 545745

Notification help line
01625 545740
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