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This Church Handbook has been agreed by the Elders to describe the practice of the Church in 
relation to secular and spiritual matters, such as Baptism and Communion. It does not form part of the 
constitution of the Church and if there are any inconsistencies between the Church Handbook and the 
Churchôs constitution, the constitution shall take priority. 
 
1. VISION 
To be the Church in Tytherington, committed to bringing the gospel and pastoral care to the local community, whilst 
equipping our members for this and worldwide ministry. To encourage Churches in the wider community by sharing our 
gifts and resources with them. 
 

2. BASIS OF FAITH 
We, as members of this independent evangelical Church, believe in: one God in three persons: Father, Son and Holy Spirit; 
the Deity, Incarnation, Death, Resurrection, Ascension and eventual return of the Lord Jesus Christ; the presence and 
power of the Holy Spirit within the Christian; the Bible as the inspired Word of God; man's need to repent of his sin, 
receive forgiveness for sin and be reconciled to God through personal faith in Jesus Christ and an acceptance of His 
sacrificial death; and one Universal Church to which all those who believe in Jesus Christ as Lord and Saviour belong. 
 

3. CHURCH MANAGEMENT 
3.1 ELDERS  
The method for appointment of elders is set out by the constitution. Elders are responsible for the management of the 
Church and, as such, are the Charity Trustees for the purposes of Section 97 of the Charities Act 1993. 
 
An individual may only be appointed as an Elder of the Church if:- 
 

¶ they are not disqualified by law from being a Charity Trustee; and 

¶ their appointment is unanimously agreed by the Elders for the time being; and 

¶ their appointment is ratified by the Church Members at either an Annual General Meeting or a Special 
Church Meeting. 

 
Elders shall be permanent appointments, terminated only by resignation, gross misconduct, departure from the Basis of 
Faith or Members Responsibilities, or being unfit or unable properly to discharge the duties and responsibilities of the 
office. 
 
One Elder shall be elected by the Elders to act as Chairman for a 2 year term of office.  An Elder may not be immediately 
re-elected as Chairman but may serve more than one term of office as Chairman for non-consecutive periods. 
 
The principle role of the elders is to act as the spiritual overseers of the CƘǳǊŎƘΦ ¢ƘŜȅ ŀǊŜ ǘƻ ǎǘǳŘȅ DƻŘΩǎ ǿƻǊŘΣ ƳŜŘƛǘŀǘŜ 
upon it and teach it whilst waiting on the Lord for His guidance. If anyone knows of a reason as set out above as to why an 
Elder should not continue in their role they should inform one of the other Elders. 

 
3.2 TRUSTEES  
In addition to the Charity Trustees in 3.1 above the Elders shall appoint from time-to-time not less than 3 and not more 
than 7 of the members of the Church to be trustees for the purpose of holding land and other property of the Church.  
The Holding Trustees shall act on the lawful directions of the Elders and shall be entitled to be indemnified in respect of 
all expenses properly incurred by them as such Holding Trustees.  A Holding Trustee shall cease to be a Holding Trustee if 
he or she ceases to be a member of the Church or to live in the area of the Church, may be removed from office by the 
Church in general meeting and may resign his trusteeship by notice in writing to the Secretary of the Church provided that 
there are at least 3 continuing trustees. 
 

3.3 DEACONS 
The Deacons assist the Elders in the spiritual and secular management of the Church upon terms, including supervision by 
the Elders, which are clearly defined from time to time by the Elders. Deacons shall usually be appointed for a three year 
term of office. They may be re-appointed for a further three year term following which they must stand down for one 
year before being considered again for re-appointment as a Deacon. When appointing new Deacons the Elders will 
circulate the members with a recommendation for nomination form for each of the vacant positions. This form will also 
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remind members of the biblical criteria for Deacons see Appendix. The Elders will consider the recommendations made 
and reach unanimous agreement on who should be approached. Once a person has agreed to become a Deacon the 
Elders will nominate members who will be proposed and elected at a Church Meeting before the individual shall take up 
an appointment. If anyone becomes aware of a biblical reason as to why a Deacon should not continue in their role they 
should inform the Elders. A Deacons term of office may be terminated either by resignation in writing to the Elders or by 
the Elders in their absolute discretion. 
 

3.4 CHURCH LEADERS AND MANAGERS 
From time to time the Elders may consider it desirable to appoint people to the position of Church leaders or managers to 
assist in the spiritual and/or secular management of the Church. These may be paid or unpaid positions. Such 
appointments will be undertaken upon terms, including supervision by the Elders, which are clearly defined from time to 
time by the Elders. Members shall be kept informed of any such proposed appointments and any appointment that is 
made will be brought to the attention of Church Members at the next available Church Meeting. 
 

4. CHURCH MEMBERSHIP 
Membership of the Church shall be by personal application and interview by two Elders on acceptance of the Basis of 
Faith, set out above and the Responsibilities of Members. The Responsibilities of Members shall be: 
To acknowledge, as a sinner, the sacrifice of the Lord Jesus Christ and to accept Him as their Saviour and Lord; to accept 
wholeheartedly the basis of faith and to recognise their responsibility to: 

(a)  Pray regularly, both privately and corporately, for the work of the Church of Christ at home                                                                                     
and abroad and in particular, for this Church in Tytherington; 

(b)  Grow in personal Holiness in accordance with scripture; 
(c)  Give regularly, of time, talents and money (as the Lord directs), to His work here and abroad; 
(d)  Attend regularly services of worship and communion and other meetings of the Church. 
(e)  Study the Word of God; 
(f)   Be constantly aware of the needs of others, both locally and throughout the world and try   

to meet those needs in love; and to 
(g)   Promote the gospel of Jesus Christ. 

Non-members shall be free to attend Church services at will. The Elders shall maintain an up-to-date membership list. The 
only ground for termination of membership, apart from resignation, shall be that given in the New Testament at Matthew 
18:15-17, but always with a view to restoration. 

 
5. PASTORAL CARE 
Caring is an important Christian virtue which all believers should possess and seek to exercise under the guidance of the 
Holy Spirit. It is seen in TFW as an all-member responsibility in accordance with the Statement of Membership. 
 
Pastoral Care is core to the structure of TFW which implies that there is deep concern for each individual, whether 
actually members or not. In a growing Church the need is continually increasing. A framework of support is provided and 
a team of caring members has been drawn together under the leadership of one of the Deacons.  
 
The aim of the caring team is that every member of the congregation has a contact person. 
 
A Prayer Chain is in operation and any needs can be directed through that or by personal approach to any of the Elders or 
Deacons. Confidentiality will be maintained where this is desired. 

 
6. BAPTISM 
6.1 WHAT IS BAPTISM? 
Baptism is simply immersion in water of a person who wishes to demonstrate a chŀƴƎŜ ƻŦ ŀƭƭŜƎƛŀƴŎŜ ŦǊƻƳ ƻƴŜ ΨƳŀǎǘŜǊΩ ǘƻ 
another. Christian baptism is, therefore, a declaration that Jesus Christ has been received into the life as Lord and Master.  
 
6.2 WHAT SHOULD HAVE HAPPENED BEFORE BAPTISM? 
A person should have acknowledged that by nature we are sinful beings, alienated from God and subject to His just 
judgement. On recognition of the sinful state it is necessary to have repented and commenced a new life, accepting the 
atoning death of the Lord Jesus Christ as having paid the penalty for sin. 
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6.3  WHEN SHOULD A PERSON BE BAPTISED? 
The Bible indicates that baptism should follow conversion. There is no clear instruction in the New Testament as to the 
minimum age at which a person should be baptised but the age of 12 years seems to the Elders to be appropriate. In TFW 
the Elders have accepted young people at the age of 10 years when satisfied that the individual is fully aware of the 
ƳŜŀƴƛƴƎ ŀƴŘ ǇǳǊǇƻǎŜ ƻŦ ōŀǇǘƛǎƳΣ ŀƴŘ ǘƘŀǘ ƛǘ ƛǎ ǘƘŜ ȅƻǳƴƎ ǇŜǊǎƻƴΩǎ ƻǿƴ ŘŜŎƛǎƛƻƴΣ ƴƻǘ ǘƘŀǘ ƻŦ ǘƘŜ ǇŀǊŜƴǘǎΦ  
 
6.4  WHY SHOULD A PERSON BE BAPTISED? 
6.4.1  WŜǎǳǎ ǿŀǎ ōŀǇǘƛǎŜŘ ŀƴŘ IŜ ǎŀǿ ƛǘ ŀǎ άŦǳƭŦƛƭƭƛƴƎ ŀƭƭ ǊƛƎƘǘŜƻǳǎƴŜǎǎέΣ ƻǊΣ ŀǎ ǘƘŜ bL± ǎŀȅǎΥ άƛǘ ƛǎ ǇǊƻǇŜǊ ŦƻǊ ǳǎ ǘƻ Řƻ ǘƘƛǎ ǘƻ 
ŦǳƭŦƛƭ ŀƭƭ ǊƛƎƘǘŜƻǳǎƴŜǎǎέΦ 
6.4.2 Jesus commanded that we should make disciples and baptise them in the name of the Father, and of the Son, and of 
the Holy Spirit. 
6.4.3  The Apostles were baptised and in turn they baptised those who were added to the Church. 
6.4.4  Repent, believe and be baptised is the pattern described in the New Testament. 
 
6.5 WHAT HAPPENS AT BAPTISM? 
6.5.1 It indicates association with the Lord Jesus in His death, burial and resurrection. 
6.5.2 It is a symbol of death to the old way of life, and our identification with Christ through new birth. 
6.5.3 It is a testimony to the world and to the powers of darkness that there is no further bondage to sin, but that the 
person is set free to worship and serve the Lord Jesus. 
 
6.6 WHAT COMES AFTER BAPTISM? 
Baptism is a vow to God, a declaration that the whole life and ambition is to follow, serve and obey Him.  This requires 
diligence and faithfulness, but the rewards far exceed anything which could be obtained in any other way. 

 
7. COMMUNION 
The sacrament of Holy Communion has several names depending, to some extent, on the particular branch of the 
Chrƛǎǘƛŀƴ /ƘǳǊŎƘΦ Lǘ ƛǎ ƪƴƻǿƴ ŀǎ Ψ¢ƘŜ 9ǳŎƘŀǊƛǎǘΩΣ Ψ¢ƘŜ .ǊŜŀƪƛƴƎ ƻŦ .ǊŜŀŘΩΣ Ψ¢ƘŜ [ƻǊŘΩǎ ¢ŀōƭŜΩΣ ΨIƻƭȅ /ƻƳƳǳƴƛƻƴΩΣ Ψ¢ƘŜ 
CŜƭƭƻǿǎƘƛǇΩΣ ŀƴŘ Ψ¢ƘŜ [ƻǊŘΩǎ {ǳǇǇŜǊΩΦ  
 
Lƴ ¢C² ǘƘŜ ǘŜǊƳ Ψ/ƻƳƳǳƴƛƻƴΩ ƻǊ ΨIƻƭȅ /ƻƳƳǳƴƛƻƴΩ ƛǎ ǇǊŜŦŜǊǊŜŘΦ  ¢ƘŜ ǳƴŘŜǊƭȅƛƴƎ ǘƘƻǳƎƘǘ ƛƴ ǘƘŜ bŜǿ ¢Ŝǎǘament is that of 
ŀ ǎƘŀǊŜŘ ŜȄǇŜǊƛŜƴŎŜ ƛƴ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ [ƻǊŘΩǎ ŎƻƳƳŀƴŘ ǘƻ ǘŀƪŜ ōǊŜŀŘ ŀƴŘ ǿƛƴŜ ŀǎ ǎȅƳōƻƭǎ ƻŦ Iƛǎ ōǊƻƪŜƴ ōƻŘȅ ŀƴŘ ǎƘed 
ōƭƻƻŘΦ Lƴ ǘƘŜ ƭƛƎƘǘ ƻŦ /ƘǊƛǎǘΩǎ ǊŜǎǳǊǊŜŎǘƛƻƴ ǘƘƛǎ ƛǎ ǘƻ ōŜ ŀƴ ƻŎŎŀǎƛƻƴ ƻŦ Ƨƻȅ ōŜŎŀǳǎŜ ƛǘ ƛǎ ƴƻǘ Ƨǳǎǘ ŀ ǎƘŀǊƛƴƎ ǿƛǘƘ ƻƴŜ ŀƴƻther 
but a realisation that our Lord Himself is present in our midst. 
 
It is, therefore, a happy event, but tempered with the knowledge that we are remembering the extreme cost of our 
ǎŀƭǾŀǘƛƻƴΦ ¢ƘŜ ōǊŜŀŘ ŀƴŘ ǿƛƴŜ ǊŜƳƛƴŘ ǳǎ ƻŦ /ƘǊƛǎǘΩǎ ŎǊǳŜƭ ŘŜŀǘƘ ŀǎ IŜ ǎǳffered in our place on the cross of Calvary.  
 
Communion is one of only two sacraments recognised as the responsibility of believers. The other is Baptism. To 
remember the Lord Jesus at the Communion Service is as much a command as to be baptised. These are not optional 
matters, not duties to be fulfilled, but a loving response from the heart to the One who gave His life for us. 
 
The New Testament does not give any rules as to frequency for Communion. The motive must be a desire to meet with 
our Lord and with one another in this sacred ceremony. Preparation for Communion, individually and as a fellowship, is 
important. 1 Corinthians 11:29 reminds us that each should consider him/herself before presenting themselves before 
the Lord.  
 
It is necessary to recognise that the bread and wine are only symbols. Care must be taken not to add or subtract from the 
ǘŜŀŎƘƛƴƎ ƻŦ ǘƘŜ bŜǿ ¢ŜǎǘŀƳŜƴǘΣ ŜƛǘƘŜǊ ŦǊƻƳ ƻǳǊ [ƻǊŘΩǎ ƻǿƴ ǿƻǊŘǎ ƻǊ ǘƘŜ ǘŜŀŎƘƛƴƎ ƻŦ ǘƘŜ !ǇƻǎǘƭŜǎΦ ¢ƘŜ ŎƻƴŎŜǇǘ ƻŦ ǘƘŜ 
ONE cup and ONE loaf speaks of the ONE sacrifice for sins forever. Although there are close links with the Jewish Passover 
there are distinct differences. It is true that the Passover points forward to the ultimate sacrifice for sins and deliverance 
from bondage but to try to incorporate aspects of the Passover into the Communion service leads to misunderstanding 
and failure to appreciate the full significance of the emblems. Therefore we have one source from which we drink and 
one bread from which we all eat. 
 
The New Testament is silent regarding rules and patterns for the way Communion Services should be conducted. There 
was a basic simplicity in the early Church and that should be our attitude. There is no standard for all nations at all times. 
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The emphasis is on the hearts and minds of those whƻ ƎŀǘƘŜǊ ǘƻ Ψ.ǊŜŀƪ .ǊŜŀŘΩ ǘƻ ŜƴǎǳǊŜ ǘƘŜǊŜ ƛǎ ƴƻ ƛƳǇǳǊƛǘȅ ǘƻ ƳŀǊ ǘƘŜ 
relationship between individuals and their precious Lord.  
 
¢ƘŜ ƻƴŜ ƻǾŜǊǊƛŘƛƴƎ ǇǊƛƴŎƛǇƭŜ ƎƻǾŜǊƴƛƴƎ ǿƘƻ ǎƘƻǳƭŘ ƻǊ ǎƘƻǳƭŘ ƴƻǘ ǇŀǊǘŀƪŜ ƻŦ ǘƘŜ [ƻǊŘΩǎ {ǳǇǇŜǊ ƛǎ ǘƘŀǘ ƻƴƭȅ ǘƘƻǎŜ ǿƘƻ 
acknowledge that Jesus Christ actually came in the flesh, that He is first our Saviour and then as our Lord; only such are 
truly eligible. 
 
As there are no rules in the Bible for the conducting of Communion Services, so there are no instructions regarding who 
should officiate and contribute. Elders are not given any special authority in this matter; their responsibility is to see that 
all things are done decently and in order. Others may contribute during the service. 
 
The bread and wine are a demonstration of the new covenant with Christ Himself at the centre. It is a blood covenant, 
sealed with nothing less than the precious blood of our Redeemer ς the bread: His life laid down; and the cup: His life 
blood poured out, as the one and only sacrifice for sin. 
 
Whether there should be teaching, exhortation or devotional meditations included in the Communion Service is not 
specified in the New Testament. That Communion followed periods of teaching is apparent from various incidents 
recorded in the Acts of the Apostles, but this does not establish a precedent for us to follow. Using the opportunity to 
further build up believers is obviously of value. Communion is a time to reflect on the life, teachings, death, resurrection 
and ascension of Jesus and all that He means to a believer.  
 
CǊƻƳ ǘƛƳŜ ǘƻ ǘƛƳŜ ƛƴ ¢C²Σ ƛƴ ŀŘŘƛǘƛƻƴ ǘƻ ǘƘŜ ǊŜƎǳƭŀǊ /ƻƳƳǳƴƛƻƴ {ŜǊǾƛŎŜǎΣ ǎǇŜŎƛŀƭ ΨŦŀƳƛƭȅΩ ǎŜǊǾƛŎŜǎ ŀǊŜ ŀǊǊŀƴƎŜŘΦ ¢ƘŜǎŜ 
are planned at times ς usually in a normal Morning Service ς when most families are able to attend, including children. 
One aim of these Services is to introduce children to Holy Communion at an early age so that they can begin to 
understand both the significance and the solemnity of the remembrance of the sacrifice of Christ. In this way children can 
be helped to recognise that they are part of the Church and valued in their own right.  
 
On these occasions the bread and wine may be administered from the front of the Church and families, as well as 
individuals, are invited to come forward, the adults to receive the elements and the children a blessing. It must be 
remembered that Communion is for those who have accepted Jesus Christ as their Saviour and Lord. To partake of the 
bread and wine without having new life is a serious matter.  
 
It is not expected that young children should partake but if they do ask to do so ς and this should be their desire, not the 
ǇŀǊŜƴǘΩǎ ς it will be necessary for the Elders to be satisfied that their faith is genuine - and that they understand what they 
are sharing in. This cannot be decided during a service and parents must talk with an Elder in advance. The age of 12 years 
or over would be an appropriate minimum age but this does not mean that any age gives any rights or privileges. Elders 
should use their discretion if younger children make the request.  
 
It must be re-emphasised that this is not a parental decision but the clear desire of the child. Parents will be consulted 
ŀƴŘ Ǉƻǎǎƛōƭȅ ŀ WǳƴƛƻǊ /ƘǳǊŎƘ ǘŜŀŎƘŜǊ ƛŦ ŀǇǇǊƻǇǊƛŀǘŜΣ ǘƻ ǾŜǊƛŦȅ ǘƘŜ ŎƘƛƭŘΩǎ ǎǇƛǊƛǘǳŀƭ ǳƴŘŜǊǎǘŀƴŘƛƴƎΦ  

 
8. MARRIAGE 
Tytherington Family Worship Church is licensed for marriages and as an independent Evangelical Church it has been 
necessary to formulate a policy to ensure that a biblical and honourable practice is maintained.  
 
From the outset it was agreed that the following principles would be adopted, but in view of the complexity of 
relationships in the world and amongst Christians each situation would be considered in the light of personal 
circumstances.  
 
The basic principles were set out and agreed by the Elders. In brief they are: 
 
 Marriages approved:   a) between two Christians 
     b) between two non-Christians 
     c) of persons converted after divorce.  
 
 Marriages not approved:     d) a Christian to a non-Christian 
            e) of non-Christian divorcees. 
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Each of these categories needs more detailed elaboration: 
a) Careful investigation into the circumstances and relationships of the couple to be undertaken; ¢ƘŜ ŎƻǳǇƭŜΩǎ ǿƛƭƭƛƴƎƴŜǎǎ 

to undertake a marriage preparation course, if appropriate; Their commitment to attend the Church, at least for 
several weeks prior to the marriage (if not already part of the Church family). 

b) The desire to be married in TFW Church is an indication of a recognition of the importance of a Christian ceremony, 
however understood. According to the Bible marriage is honourable and a God-ordained institution. The same 
procedure for the above applies. 

c) The question of divorce and re-marriage is a sensitive issue and is dealt with as such. The causes of previous 
breakdowns need to be explored and possible lessons learned for the future. The same procedure for the above 
applies.  

d) According to the New Testament such liaisons are forbidden. 
e) When there is no recognition of the need for repentance and conversion it is not possible to make vows before God in 

sincerity. 

 
9. MISSIONARY SELECTION AND SUPPORT 
In a growing Church such as TFW it is expected that persons will be exercised about serving the Lord in a variety of ways, 
either at home or abroad. 

More and more Missionary agencies are now looking to local Churches to be the key link for the missionary, thus forming 
a triangle of Church as Home Base, the missionary in the field and the agency as the catalyst. Churches are expected to 
see their missionaries as a vital part of their fellowship, repreǎŜƴǘƛƴƎ ǘƘŜ /ƘǳǊŎƘ άƻǳǘ ǘƘŜǊŜέΣ ǿƘŜǘƘŜǊ ƻǾŜǊǎŜŀǎ ƻǊ ƛƴ Ŧǳƭƭ-
time service at home.  

The Elders of TFW recognise that a Church must have an outward view as well as being concerned with the spiritual life 
ǿƛǘƘƛƴΦ ²ƛǘƘ ǘƘƛǎ ƛƴ ƳƛƴŘ ƻƴŜ ŀǎǇŜŎǘ ƻŦ ǘƘŜ /ƘǳǊŎƘΩǎ Ǌegular work relates to the Mission field and a member of the 
ŦŜƭƭƻǿǎƘƛǇ ƛǎ ŘŜǎƛƎƴŀǘŜŘ ŀǎ ΨaƛǎǎƛƻƴŀǊȅ {ŜŎǊŜǘŀǊȅΩΦ wŜƎǳƭŀǊ aƛǎǎƛƻƴŀǊȅ tǊŀȅŜǊ ƳŜŜǘƛƴƎǎ ŀǊŜ ƘŜƭŘ ŀƴŘ ǘǿƛŎŜ ȅŜŀǊƭȅ ŀ 
Missionary Sunday focuses on some aspect of Christian work other than the local outreach.  

Lǘ Ƙŀǎ ŀƭǿŀȅǎ ōŜŜƴ ǘƘŜ ŀƛƳ ƻŦ ¢C² ǘƻ ōŜ ŀ ΨǎŜƴŘƛƴƎ /ƘǳǊŎƘΩΣ ǘƘŀǘ ƛǎΣ ŀ /ƘǳǊŎƘ ǿƘƛŎƘ ŎƻƳƳƛǎǎƛƻƴǎ ƳŜƳōŜǊǎ ǳƴŘŜǊ ǘƘŜ 
[ƻǊŘΩǎ ƎǳƛŘŀƴŎŜ ŀƴŘ ŘƛǊŜŎǘƛƻƴ ŀƴŘ ǘƘŜƴ ǎǳǇǇƻǊǘǎ ǘƘŜƳ ōȅ ǇǊŀȅŜǊΣ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ŀƴŘ ŦƛƴŀƴŎŜΦ !ƭǊŜŀŘȅ ǘƘŜǊŜ ŀǊŜ ŀ 
number of people beiƴƎ ǎǳǇǇƻǊǘŜŘΦ hƴŜ ŀǎǇŜŎǘ ƻŦ ǘƘŜ /ƘǳǊŎƘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƛǎ ǘƻ ƳŀƪŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀǾŀƛƭŀōƭŜ ŀƴŘ ǿƛǘƘ 
this in mind notices are posted on Notice Boards and weekly Notice Sheets.  

Not all needs can be responded to and it is necessary for anyone considering taking on such work to follow the guidelines 
set out below.  

Any exercise of heart which may lead to Christian service must: 

¶ Be discussed with a Deacon or Elder at the earliest opportunity so that the matter can be weighed before the 
Lord in prayer. 

¶ Contain as much information about the project as possible and be submitted to the Elders, together with 
reasons for making the approach.  

¶ Include any implications, such as the need for training, Bible College study or short-term experience, so that 
the Elders may consider any financial requirements.  

!ǎǇƛǊƛƴƎ ΨƳƛǎǎƛƻƴŀǊƛŜǎΩ ǿƛƭƭ ōŜ ǾŜǘǘŜŘΣ ŀƴȅ ǇƻǘŜƴǘƛŀƭ ŘƛŦŦƛŎǳƭǘƛŜǎ ŜȄŀƳƛƴŜŘΣ ŀƴŘ ǘƘŜ 9ƭŘŜǊǎ Ƴŀȅ ƴŜŜŘ ǘƻ Ŏƻƴǎǳƭǘ ǿƛǘƘ ŀƴȅ 
organisation concerned to ensure full understanding of the level of commitment and the type of support the candidate 
will receive and need.  

Only when the Elders give approval should further advances be made and any applications be submitted. In this way 
there will be no false expectations of the Church and assurance will be given of wholehearted support to the level 
determined.  

Financial support will differ in each case but all other aspects of support will be the same, depending on the 
circumstances. Giving for missionary support will be through the Church, the Elders having the final say on disbursement. 
This will avoid, what can so easily happen, that one will attract more interest than another thus creating inequality. Any 
persons wishing to give on a personal basis are, of course, free to do so.  

It is vital that anyone seeking to serve the Lord in this way must recognise that they are dependent on the Lord and not 
on any organisation or the Church.  
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A support group, the Missionary Action Team, will ensure that each missionary is watched over, their situation reviewed, 
that communication is maintained and information conveyed to the Church.  

If these guidelines are followed the Elders affirm that the Church will seek to fulfil its obligations and ensure that anyone 
ƎƻƛƴƎ ƻǳǘ ǿƛǘƘ ǘƘŜ /ƘǳǊŎƘΩǎ ōƭŜǎǎƛƴƎ ǿƛƭƭ ōŜ ǳǇƘŜƭŘ ŀƴŘ ǎǳǇǇƻǊǘŜŘΦ 

 
10. GIVING 
When the Lord prompted the Elders of TFW to build a place of worship one of the major questions was, where will the 
ƳƻƴŜȅ ŎƻƳŜ ŦǊƻƳΚ {ƻ ǎǳǊŜ ǿŜǊŜ ǘƘŜ 9ƭŘŜǊǎ ƻŦ ǘƘŜ [ƻǊŘΩǎ ƎǳƛŘŀƴŎŜ ǘƘŀǘ ǘƘŜ ǇǊƻƧŜŎǘ ǿŀǎ ŜƳōŀǊƪŜŘ ǳǇƻƴΣ ǘǊǳǎǘƛƴƎ ǘƘŜ [ƻǊŘ 
to provide the finance. It is well known that money does not grow on trees! ς It is invariably through His people that the 
[ƻǊŘΩǎ ǿƻǊƪ ƛǎ ǇǊƻǾƛŘŜŘ ŦƻǊΦ DƻŘ ƎƛǾŜǎ ǘƘŜ ǊŜǎƻǳǊŎŜǎ ŀƴŘ ƛǘ ƛǎ Iƛǎ ǇŜƻǇƭŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǳǎŜ ƛǘ ŦƻǊ Iƛǎ ƎƭƻǊȅΦ {ƻ ƛǘ ǇǊƻved 
to be in this case. The congregation responded eagerly and generously. In 1993 the Church was completed and in January 
2000 the bank overdraft was cleared ς approximately £500,000 had been raised without making appeals to worldly 
organisations or non-Christians. At that time many members set up standing orders on their banks to make regular 
donations. Most have continued to this day.  
 
From the weekly Notice Sheets it may seem that the weekly income is more than adequate. Examination of the annual 
financial report, however, (available to anyone who wishes to see it) shows how the funds are disbursed.  
 
It was decided from the earliest days that an important aspect of the worship would be missionary focussed. The aim was 
ǘƻ ōŜ ŀ ΨǎŜƴŘƛƴƎ /ƘǳǊŎƘΩΣ ǘƘŜǊŜŦƻǊŜΣ ǿƘŜƴ ǘƘŜ ōǳƛƭŘƛƴƎ ǿŀǎ ǇŀƛŘ ŦƻǊ ǘƘŜ contributions continued, providing support for a 
number of people linked with the Church who were serving the Lord overseas or in the home country. Currently 
approximately 50% of the income is used in this way.  
 
TFW constantly needs to extend the facilities of the Church. Increasing maintenance costs and repairs means that the 
ƭŜǾŜƭ ƻŦ ǎǳǇǇƻǊǘ Ƴǳǎǘ ƴƻǘ ƻƴƭȅ ōŜ ƳŀƛƴǘŀƛƴŜŘ ōǳǘ ƛƴŎǊŜŀǎŜŘΦ ¢ƘŜ ǎŎƻǇŜ ƻŦ ¢C² ƛǎ ǳƴƭƛƳƛǘŜŘΦ ¦ƴŘŜǊ DƻŘΩǎ ƎǳƛŘŀƴŎŜΣ ŀƴŘ 
with the full co-operation of each member, the Church can go from strength to strength. To this end the Elders wish to 
encourage each member to re-examine their level of giving on a regular basis, and those who have not yet committed 
themselves to regular and sacrificial giving, to pray about their personal responsibility. 
 
Let us remember that God asked His people, the Israelites, to give 10% of their income (plus free-will offerings!) For us it 
does not have to be 10%, but that is not the issue. If not 10% then how much? Does grace require more than the law, or 
less? Even 10% means that we have 90% left for our own use! 
 
How do we respond to this challenge?  
 
Bearing in mind the principle of 1 Corinthians 16:2 that each one should put aside some money in proportion to their 
income it is important that all should be consŎƛŜƴǘƛƻǳǎ ŀōƻǳǘ ƎƛǾƛƴƎ ǘƻ ǘƘŜ [ƻǊŘΩǎ ǿƻǊƪΦ  
 
In order to assist in this the following suggestions are made so that each one can choose the most appropriate method of 
giving and seeking to be faithful to God and His Church.  
 

1.  GIFTS AND DONATIONS 
a)  Weekly offerings at Sunday morning services (this is the only time offerings are taken). If this method is 
chosen please do not forget the weeks when you are away! 
b) General donations can be made at any time, anonymously if desired. (If as a tax payer please see the note 
below re: Gift Aid) 
c)  Gifts or donations may be in cash, cheque or standing order through a Bank or Building Society. Mandate 
forms are available. 

 
2. GIFT AID DONATIONS 

This method is applicable to taxpayers only. Gift Aid is tax relief on money donated to charities (TFW is a 
registered Charity). A Gift Aid declaration is needed whereupon all gifts, large or small, can have the tax element 
refunded.  Forms are available. 
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3. LOANS 
There are various ways in which loans can be made. They can be interest free; at agreed rates; repayable at the 
end of a set period or repayable on an annual basis ς as individually arranged. There is no limit to the amount 
which may be loaned. 

 
4. LEGACIES 

Donations may be left to the Church in a will. These are welcomed. 

 
11. CHURCH ADMINISTRATION 
11.1 FINANCIAL PROCEDURES 
11.1.1 Expenditure approvals 
TFW has formalised its expenditure procedures to ensure: 
 

¶ Good stewardship of financial gifts 

¶ Accountability to members and charities commission 

¶ Appropriate control of expenditure 
 
м tŜǘŜǊ пΥмл Ψ9ŀŎƘ ƻƴŜΣ ŀǎ ŀ ƎƻƻŘ ƳŀƴŀƎŜǊ ƻŦ DƻŘϥǎ ŘƛŦŦŜǊŜƴǘ ƎƛŦǘǎΣΧΧΧΧΧΧΦΦΩ 
 
Expenditure is therefore categorised into three levels as follows: 
 

1. Petty cash expenditure ς Amounts up to £50 
2. Minor expenditure ς Amounts  between  £50 and £250 
3. Major expenditure ς Amounts above £250  

 
 
Petty Cash Expenditure 
Any deacon or elder may authorise Petty Cash expenditures ensuring that a receipt is obtained and passed to 
administration.  
 
Minor Expenditure 
One elder plus one deacon may authorise Minor Expenditure. This must be recorded on the minor expenditure request 
form (appendix 1), a copy of which must be given to administration together with the appropriate receipt. 
 
Major Expenditure 
Requests for Major expenditure items must be submitted to the elders meeting for approval using the major expenditure 
request form (appendix 2). This form requires that three quotations are obtained from potential suppliers, and that a 
brief report justifying the expenditure is completed. No major expenditure purchases may be made until the Major 
Expenditure form, signed and approved by the elders is received. On approval of the expenditure, one of the deacons will 
be appointed to oversee the procurement and delivery of the item/project. 
 
For purchases exceeding £5000 an announcement of the intention to purchase will be made to the Church members. 
 
Donations 
All donations to Christian work or charitable causes etc, whatever the value must be approved by the elders. 
 

11.1.2 Handling of Money 
Wherever possible the handling and counting of money e.g. collections will be undertaken by two people who will 
document and counter sign for the cash sum involved. 
 
 

11.2 CHURCH OFFICE 
The Church office ƛǎ ŜǎǘŀōƭƛǎƘŜŘ ǘƻ ǇǊƻǾƛŘŜ ŀ ǎƳƻƻǘƘ ǊǳƴƴƛƴƎΣ ŜŦŦƛŎƛŜƴǘ ΨΩōŜƘƛƴŘ ǘƘŜ ǎŎŜƴŜǎΩ ǎǳǇǇƻǊǘ ŦƻǊ ŀll of the other 
activities the Church undertakes, thus equipping Members for Ministry. It will operate on terms which are clearly defined 
from time to time by the elders. It shall operate under the guidance and leadership of the office manager, who in turn will 
report to either the administration and finance deacon or the elders. 
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Identified tasks of the Church office are: 
1. Routing telephone and e-mail enquiries to the appropriate individual; 
2. Production of notices from e-mailed design; 
3. Production and distribution of newsletters and special events notices; 
4. Maintenance of the Church address and e-mail lists and related data protection forms; 
5. Maintenance of appropriate levels of stationery; 
6. Maintenance of Church notice boards; 
7. Provision of word processing support; 
8. Production of Annual Reports; 
9. Production of brochures; 
10. Provision of photocopying; 
11. Licence reporting; 
12. Provision of service invitations and arranging their distribution; 
13. Administration of invoicing and petty cash; 
14. Administration of CRB checks through a nominated individual; and 
15. Preparation of rotas. 

 

11.3 HEALTH AND SAFETY 
Our policy, so far as is reasonably practicable, is to provide and maintain safe and healthy working conditions, equipment 
and systems of work for all our employees, casual labour and voluntary helpers, and to provide such information, training 
and supervision as they need for this purpose. We will also endeavour to ensure, so far as is reasonably practicable, the 
health, safety and welfare of all members of the congregation, contractors, visitors and others who may visit the Church, 
and any associated land. The allocation of duties for safety matters and the particular arrangements that we will make to 
implement the policy are set out in the appendices. 
 
The policy will be kept up to date, particularly in the light of any changes to the buildings or activities. To ensure this, the 
policy and the way in which it has operated will be reviewed regularly and the appropriate changes made. 
 
In order to ensure that Health & Safety matters are kept constantly under review, an item on Health & Safety will be on 
the agenda annually, at the first meeting of the elders and deacons after 30

th
 April, and employees and voluntary workers 

will be consulted on a regular basis in order to seek their views on Health & Safety matters. 

 
11.4 CHILDREN AND VULNERABLE PERSONS POLICY 
¢ƘŜ /ƘǳǊŎƘΩǎ ǇƻƭƛŎȅ ƻƴ ŎƘƛƭŘǊŜƴ ŀƴŘ ǾǳƭƴŜǊŀōƭŜ ǇŜǊǎƻƴǎ ƛǎ ŀǘǘŀŎƘŜŘ ŀǎ ŀƴ ŀǇǇŜƴŘƛȄΦ 
 

11.5 DATA PROTECTION 
The Data Protection Act 1998 is designed to protect personal data about living individǳŀƭǎ όΨ5ŀǘŀ {ǳōƧŜŎǘǎΩύΦ It applies to 
all such information held by churches. The Elders have been informed that it is simply impossible for a church to operate 
at all without needing to comply with the Act. The simplest way of complying with the Act is to have the consent of the 
individual concerned to process their data. The Elders have therefore decided to obtain such consents and not to process 
information on those for whom a consent is not held. A leaflet explaining how we are complying with the requirements of 
the Data Protection Act is set out in the Appendices. 
 

12. CHURCH DISCIPLINE 
To follow. 

13. TRAINING AND DEVELOPMENT 
To follow. 

14. POLICY ON AMENDMENTS TO HANDBOOK 
Amendments to this handbook shall be by unanimous agreement of the Elders. All such amendments shall be recorded in 
the minutes of the elders meetings. 
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APPENDIX 1 
 

 
 
 

 

 
1 Peter 4:10 ôEach one, as a good manager of God's different gifts,éééééé..õ 
 

 

Item to be purchased 

     

 

       

Reason for expenditure 

 

 

 

Amount  

 

£        :        p 

Date of Purchase  

 

Requested by  

 

Approved by 

(Elder) 

 

 

Admin Receipt number  

 

 

 

 

 

 

 

TYTHERINGTON FAMILY WORSHIP  

Minor Expenditure Request (£50 to £250) 
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APPENDIX 2 
 

 

 

 

 

 

 
1 Peter 4:10 ôEach one, as a good manager of God's different gifts,éééééé..õ 
 

1 Date : 2 Submitted by: 

 

 

 

3  Description of item to be purchased or activity to be funded 

 

 

 

 

 

4 Cost £ 

Item/activity £ 

Delivery £ 

Installation and commissioning £ 

Other £ 

Total Cost £ 

 

5 Annual running costs 

(Complete if running costs are expected to me more than £50 per year) 

£ 

Electricity/Gas/Water £ 

Insurance £ 

Maintenance £ 

Ongoing Contributions £ 

Total Annual Cost £ 

 

6  Suppliers 

(List quotations obtained from three suppliers) 

Supplier  Name Quoted price 

Supplier A   

Supplier  B   

Supplier C   

Supplier Selected ( State supplier selected and why) 

 

 

  

7 Completion     

Date of proposed expenditure  

Date of delivery/completion  item  

 

8 Approval 

The requested expenditure is approved/ not approved 

Date of Approval 

Signature Elder 1   

 

Signature Elder 2   

 

 

 

TYTHERINGTON FAMILY WORSHIP  

MAJO R EXPENDITURE REQUEST FORM  

(£250 and above) 

Complete sections 1 to 9 
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8  Existing Situation  

 

¶ Describe the existing situation and explain the ways in which it is deficient.  

           What is the problem you are seeking to solve by the proposed expenditure? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9 Proposed Situation 

¶ Describe the situation that would result from the proposed expenditure and list the expected 

benefits. 
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APPENDIX 3 

Tytherington Family Worship Church 
17 Sandwich Drive, Tytherington, Macclesfield, Cheshire SK10 2UZ 

 

Health & Safety Policy 
 
This document has been prepared in accordance with the provisions of the Health & Safety at Work etc. Act 
1974 and the regulations made under it. The policy is in three sections:  
 
Section A ï General statement of policy 
 
Section B ï Organisation and responsibilities 
 
Section C ï Arrangements 
 

Contents 
 
Section                               Page 
 

A. General Statement of Policy          2 
B. Organisation and responsibilities         2 
   1 Responsibility of the Elders        2 
   2 Responsibility of the Deacons       2 
   3 Responsibility of the Facilities Management Deacon     2 
   4 Responsibility of Employees and Voluntary Workers     3 
   5 Responsible persons         3 
C. Arrangements (implementation of the policy)        3 

  1 Accidents and First Aid         3 
  2 Fire Safety           4 
  3 Electrical Safety          6 
  4 Gas equipment Safety         6 
  5 Hazardous Substances         6 
  6 Safety of Equipment          6 
  7 Slips, trips and falls          7 
  8 Lighting           7 
  9 Working at high levels         7 
10 Preparation of food          8 
11 Manual handling ï lifting, carrying and moving loads      8 
12 Display screen equipment         8 
13 Hazardous buildings/glazing         9 
14 Child protection          9 
15 Personal safety          9 
16 Risk assessments/activities         9 
17 Contractors           9 
18 Information and enforcement        9 
19 Health & Safety law poster       10 

Guidance notes 
Health & Safety policy approach       11 
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A. General Statement of Policy 
 
Our policy, so far as is reasonably practicable, is to provide and maintain safe and healthy working conditions, 
equipment and systems of work for all our employees, casual labour and voluntary helpers, and to provide such 
information, training and supervision as they need for this purpose. We will also endeavour to ensure, so far as 
is reasonably practicable, the health, safety and welfare of all members of the congregation, contractors, visitors 
and others who may visit the Church, and any associated land. The allocation of duties for safety matters and 
the particular arrangements that we will make to implement the policy are set out below. 
 
The policy will be kept up to date, particularly in the light of any changes to the buildings or activities. To ensure 
this, the policy and the way in which it has operated will be reviewed regularly and the appropriate changes 
made. 
 
In order to ensure that Health & Safety matters are kept constantly under review, an item on Health & Safety will 
be on the agenda annually, at the first meeting of the elders and deacons after 30

th
 April, and employees and 

voluntary workers will be consulted on a regular basis in order to seek their views on Health & Safety matters. 
 

B. Organisation and Responsibilities 
 
1 Responsibility of the Elders 
Overall responsibility for Health & Safety is that of the Elders who will ensure that arrangements are in place to 
satisfy Health & Safety Regulations and appropriate Codes of Practice. Specific responsibilities may be 
delegated to Church personnel. As new projects emerge, the names of responsible persons will be notified and 
the list amended accordingly. 
 
2 Responsibility of the Deacons 
The Deacons are responsible for ensuring that the arrangements outlined in this policy are carried out, 
implemented and updated as is necessary. 
 
3 Responsibility of the Facilities Management Deacon 
The facilities management deacon and his team are responsible for the day-to-day implementation of the 
arrangements outlined in this policy. Their responsibility shall be to: 
1 be aware of Health & Safety Regulations as far as they concern Church premises; 
2 be familiar with the Health & Safety policy and arrangements and ensure they are observed; 
3 ensure so far as is reasonably practicable, that safe systems of work are in place; 
4 ensure the Church premises, are clean and tidy; 
5 ensure the Church land is properly maintained including the safety of trees; 
6 ensure that safety equipment and clothing is provided and used by all personnel where this is required; 
7 ensure that all plant, equipment and tools are properly maintained and in good condition and that all operators 
have received the appropriate instructions; 
8 ensure that adequate access and egress is maintained; 
9 ensure adequate fire fighting equipment is available and maintained; and 
10 ensure that food hygiene regulations and procedures are observed. 
 
4 Responsibility of employees and voluntary workers 
All employees and voluntary workers have a responsibility to co-operate in the implementation of this Health & 
Safety policy and to take reasonable care of themselves and others whilst on Church business or premises. 
 
Employees and voluntary workers must therefore: 
1 comply with safety rules, operating instructions and working procedures; 
2 use protective clothing and equipment when it is required; 
3 report any fault or defect in equipment immediately to the appropriate person; 
4 report all accidents (however minor), injuries, near misses or other potential safety hazards as soon as 
possible; and 
5 not misuse anything provided in the interests of health and safety. 
 
5 Responsible persons 
The following are responsible for safety in particular areas: 
6 
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Activity bracketed  Responsible Person 

Accident book/Accident reporting (1) Lyndsey Ward 

Fire extinguishers (2.1) Lyndsey Ward 

Other fire protection equipment (2.3) Lyndsey Ward 

Emergency evacuation (2.4) Steve Clare 

Portable electrical appliances (3.1) Ken Ward 

Fixed electrical system (3.4) Ken Ward 

Gas equipment (4) Ken Ward 

Hazardous substances (5) Ken Ward 

Plant and machinery (6) Ken Ward 

Condition of floors (7.1) To be confirmed 

Condition of Church land (7.2) Ken Ward 

Light bulb changing (8) To be confirmed 

Working at high levels (9) Ken Ward 

Food preparation (10) Jane Clare 

Manual handling (11) Ken Ward 

Display screen equipment (12) Lyndsey Ward 

Building defects/glazing (13) Ken Ward 

Child protection (14) Dave Ray 

Personal safety (15) David Cole 

Fêtes and outings (16.1) David Cole 

Contractors (17) Ken Ward 

Lighting & Sound Stewart Ashworth 

Health & Safety training David Cole 

 
1 
 

C. Arrangements (implementation of the policy) 
This section sets out the arrangements to minimise as far as is reasonably practicable risks to the health and 
safety of employees, voluntary workers, members of the congregation, visitors and contractors. 
 
1 Accidents and First Aid 
First Aid boxes are located in both kitchens. 
 
Trained/qualified First Aiders are: 
Mr Stewart Ashworth 
 
The accident folder is located in the office. All accidents and incidents are entered on an accident form. Forms 
are returned to the responsible person who, having taken any necessary action files them in the accident folder. 
If the Church or Church hall is let to outside organisations, they are told as part of the letting conditions that in 
the event of an accident, details must be entered on the accident form supplied which is again returned to the 
responsible person for review and inclusion in the accident folder. The accident folder is reviewed on a periodic 
basis to ensure no trends in accidents are occurring that require further preventative action.  
 
Fatal accidents, major injuries and dangerous occurrences must be reported immediately by a responsible 
person by the quickest practicable means (normally the telephone) to the relevant enforcing authority (this will 
most probably be the Local Authority Environmental Health Department) under the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations 1995. Following the initial notification, a written report on the 
approved form F2508 must be sent to the enforcing authority within ten days of the accident or occurrence. If 
there is any doubt as to whether the accident is reportable, or to which authority it should be reported, the 
advice of the Health & Safety Executive should be obtained. 
 
The following is a summary of the injuries or occurrences that must be reported (for further information, refer to 
the Regulations or contact the HSE or Environmental Health Officer): 
 

- Any fatality to employees or nonemployees including volunteers 
- Major injuries to employees (this includes fractures, amputations, dislocations, loss of sight, electric 

shock, exposure to harmful substances, any injury resulting admission to hospital for more than 24 
hours and any accident that causes more than three consecutive days off work) 
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- Injuries to non-employees that require the injured person to be taken straight to hospital for treatment 
 
2 Fire Safety 
Our policy is to fulfil our obligations under the Regulatory Reform (Fire Safety) Order 2005. In order to achieve 
this, we undertake the following: 
An assessment of the fire risks in the Church and associated buildings and the risks to our neighbours. This is 
carried out as part of our general Health & Safety risk assessments. 
A check that a fire can be detected in a reasonable time and that people can be warned 
A check that people who may be in the building can get out safely including the provision of emergency lighting 
and fire exit signage 
To provide reasonable fire fighting equipment 
A check that those in the building know what to do if there is a fire 
A regular check that our fire fighting equipment is in place and is serviceable, and that there is an annual 
maintenance contract in place with a reputable company 
A check that fire doors are closed and not wedged open, except for limited periods of time when ease of access 
or other safety requirements require, particularly when the building is left unattended 
The removal of waste on a weekly basis to prevent any build up of combustible materials 
 
2.1 Fire Extinguishers 
Fire extinguishers are kept in the following locations: 
 

Location Type of extinguisher and capacity 

Front of Church by fire exit Water CO2 9L 

Entrance Lobby by phone Water CO2 9L 

Car Park Door Entrance Water CO2 9L 

Sports Hall by fire exit Water SP 9L 

Class Room Corridor Water SP 9L 

Front of Church by fire exit Carbon Dioxide 2kg 

Main Kitchen Powder 1kg 

Sports Hall Kitchen Powder 1kg 

Boiler Room Powder 1kg 

 
The extinguishers noted above are checked every quarter by the responsible person to ensure that they are still 
in place and have not been discharged and are checked annually by Morgan Fire Protection Limited. 
 
 
2.2 Fire Alarm System 
The fire alarm system is on an annual maintenance contract with C J Security. The Facilities Management 
Team ensures this is completed annually.  
 
2.3 Other Fire Protection Equipment 
Other fire protection equipment is kept in the following locations: 
 

Location Type of other fire protection equipment 

Main Kitchen Fire Blanket 1.2m x 1.2m 

Sports Hall Kitchen Fire Blanket 1.2m x 1.2m 

 
The equipment noted above is checked every quarter by the responsible person to ensure that it is still in place 
and is checked annually by Morgan Fire Protection Limited. 
 
2.4 Evacuation Procedure 
For large services and concerts, where the audience exceeds 250 our procedures for stewarding/evacuation are 
as follows: 
1 All designated fire doors remain unlocked at all times and are clearly marked as fire exits using the óRunning 
Manô symbol. A check must be made that all doors can be opened 
2 Before the service/event commences a check will be made to ensure the padlocked side gates are unlocked. 
3 A steward must be allotted to each door in the main Church and have responsibility for persons in a specific 
part of the Church 
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Area of Church Exit door(s) 

Main Church & Old Coffee Lounge Front of Church organ side through to car park, 
Rear Door by kitchen through front entrance to 
Sandwich Drive and car park, Rear Door by 
Bibles through to car park, Rear Door by 
Bookstall through to car park. 

Sports Hall, Related Kitchen & nearby Toilets Rear of Sports Hall through to car park, Doors 
through to car park via corridor or Main Entrance. 

New Coffee Lounge, Classrooms, Storeroom & 
nearby toilets 

Side Exit at end of corridor through to car park, 
Through small prayer room to front doors and car 
park. 

Office, Photocopier Room & Main Kitchen Main Entrance Doors to car park, Via corridor to 
car park. 

4 Responsibility for using each fire extinguisher will be allotted to named stewards. Those trained in the use of 
fire extinguishers are: 
 Mr Steve Doggart 
  
5 Emergency lighting is available 
6 In the event of an emergency (fire/bomb threat, etc.), an announcement to leave the building will be made by 
the person leading the service or other event 
7 Persons will assemble in the car park 
8 The emergency services will be contacted immediately by the senior steward using the telephone located by 
the front entrance or the office phone or a mobile phone. 
 
2.5 Evacuation Drills 
Fire evacuation drills will be carried out annually. All employees and voluntary workers should ensure they are 
familiar with escape routes and ensure these are kept clear and unobstructed. 
 
2.6 Fire Discovery (no matter how small) 
1 Immediately raise the alarm 
2 Telephone the emergency services 
3 Check the building for occupants 
4 Attack the fire if possible within your capability using the appliances provided, but without taking personal risk 
5 If not possible to attack the fire or if you are unsure which fire extinguisher to use, assist in the evacuation of 
the building, ensuring that all doors are closed behind you. The general rule is people before property 
6 Evacuate to the car park 
7 Ensure clear access for the emergency vehicles 
 
3 Electrical Safety 
1 A list of all portable electrical appliances is maintained by the responsible person 
2 Annually plugs, cables and sockets will be inspected by the responsible person to ensure that there are no 
loose connections, worn flexes or trailing leads. Any repairs required will be reported to the Facilities 
Management Team 
3 All portable electrical equipment will be tested by a competent contractor (who is a member of the NICEIC 
(National Inspection Council for Electrical Installation Contracting), ECA (Electrical Contractors Association) or 
other approved body) to ensure that all appliances are safe. Any unsafe equipment will be safely disposed of. 
Frequency of testing will be dependent on risk and use and will vary in period accordingly up to every five years 
4 Every five years, the fixed electrical system will be inspected and tested by a competent contractor who is a 
member of the NICEIC, ECA or other approved body. Any necessary remedial work will be carried out 
5 It is our policy not to sell any second hand electrical goods unless they have been inspected and tested by a 
suitably qualified person and a register of such equipment is maintained 
6 Misuse and abuse of electricity is a significant cause of fires and injury. Faulty electrical equipment can kill. All 
employees and voluntary workers must observe the following: 
(i) Visually check all electrical equipment before use 
(ii) Report all faults immediately to the responsible person 
(iii) Do not attempt to use or repair faulty equipment without the permission of the responsible person 
(iv) Electrical equipment should be switched off and disconnected when not in use for long periods 
(v) Flexible cables should be so positioned and so protected that they do not constitute a tripping hazard and 
are not subject to mechanical damage. 
 



Tytherington Family Worship – Church Handbook 

 

19 

 

4 Gas Equipment Safety 
1 The gas boilers and any other gas equipment is maintained and checked on a periodic basis by a competent 
contractor who is a CORGI registered gas installer. Any necessary work required for safety is implemented 
immediately. 
 
5 Hazardous Substances 
The responsible person will maintain a list of all hazardous substances used in the Church/hall. Where possible, 
we have eliminated the use of hazardous substances. Where this is not possible, the safety arrangements are 
as follows: 
1 For all hazardous substances, which include substances marked as óharmful, irritant, corrosive, toxic, very 
toxic, flammable, highly flammable, extremely flammable, explosive, oxidising or dangerous for the 
environmentô, product information provided by the manufacturers is used to determine the correct method of 
use, whether protective clothing is needed, method of storage, and action to take in the event of an accident.  
2 Paint and paint cleaners are stored in the metal shed. 
3 A child safety catch is fitted to the cupboard in the kitchen where all other harmful products are stored. 
4 Chemicals must not be stored in unmarked containers. 
5 Chemicals must not be mixed. 
6 Petrol for the lawnmowers will be stored with the lawnmowers and will not exceed 20 litres 
 
6 Safety of Equipment 
The procedures for checking and rules for use of equipment are as follows: 
1 Employees and voluntary workers must not operate plant or machinery that they are not familiar with and 
authorised to use 
2 Equipment must be switched off before any adjustments are made 
3 After carrying out maintenance and adjustments, all guards must be replaced before the equipment is used 
4 Before using any item of equipment, a check must be made to ensure it is in a safe working condition, 
correctly adjusted, and there are no loose nuts, bolts or other defects 
5 The appropriate personal protective equipment detailed below must be worn when operating any item of plant 
or machinery 
6 Persons under the age of 18 may use hand tools only and are not permitted to operate any power driven item 
of plant or machinery 
7 Ladders may only be used when the tower scaffold cannot be used or for work of short duration provided they 
can be safely secured. This may necessitate the use of ladder ties 
8 Any defect and damage found to any item of plant or machinery must be reported to the responsible person 
9 All equipment will be regularly maintained and a schedule kept of maintenance requirements. 
10 Equipment requiring special care 

Item of equipment Rules for use Protective Equipment 

Lawnmowers  Ear Defenders, Stout shoes or boots 

Battery operated 
strimmers 

 Ear Defenders, Stout shoes or boots, Eye protection 

Hedge Trimmers Use with cut out 
switch 

Not applicable 

Chainsaw Only by 
authorised people 

Gloves and eye protection 

Guillotine Only by 
authorised people 

Not applicable 

11 All suspended equipment, such as: speakers etc. should have two means of attachment capable of 
supporting the weight in case of failure 
12 Persons must not work on their own unless they have a means of communication and have notified a friend 
of the details of the work being undertaken and agreed a procedure to ensure their safety is checked on 
 
7 Slips, trips and falls ïcondition of floors, steps and paths 
In order to reduce as far as is reasonably practicable the risk of slips, trips and falls, an inspection will be made 
on a periodic basis by the responsible person of: 
1 all floors and the ladder to the loft above the old coffee lounge; and 
2 all paths on the Church land. Particular note will be made of moss, algae and leaves on paths. Any defects will 
be reported to the facilities management team who will arrange for repairs or remedial measures to be carried 
out. 
Cables must not be left across walkways other than for temporary use. If such cables are required they must be 
securely taped to the floor, clearly visible and minimal in nature. 
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7 
8 Lighting 
In order to ensure that the Church is adequately lit, inspections are made by the facilities management team to 
ensure that adequate lights in the building are working. Any bulbs that require replacing will be added to the 
outstanding work schedule and bulbs will be replaced as a priority ensuring that the safety procedure for the 
replacement of bulbs is followed. 
 
9 Working at high levels 
All areas requiring the use of ladders other than a step ladder are designated as high level. 
Only the following persons may work at high level: 

- approved contractors 
- competent volunteers approved by the responsible person 

The following procedures must be followed: 
- The foot of ladders must be on level ground 
- The foot of ladders must be supported by another person 

Only the following work is authorised without special agreement: 
- Clearing gutters 
- Attaching signs, banners etc. 
- Minor repairs  

 
10 Preparation of food 
The following procedures should take place whenever the preparation of food is involved: 
1 All food handlers receive adequate supervision and instruction when food preparation is involved 
2 Before any preparation commences, all surfaces coming into contact are inspected to ensure they are in a 
suitable state of cleanliness to enable the preparation of food to commence 
3 Food stuffs may only be prepared in the following areas: 

- Main Kitchen 
- Sports Hall Kitchen 
- Classrooms especially prepared for minor baking activities with children 

4 Only those authorised by the responsible person may prepare foodstuffs 
5 All hirers who wish to provide foodstuffs are advised of the facilities 
 
11 Manual handling ïlifting, carrying and moving loads 
1 Our policy is to eliminate the need for manual handling as far as is reasonably practicable 
2 Where it is not possible to avoid the need to move loads, we will carry out risk assessments and make use of 
lifting aids, including trolleys, lifts and hoists as far as possible 
3 The necessary instruction will be given to all those employees and voluntary workers who are required to 
undertake manual handling 
4 The following areas require particular care 
 

Manual handling 
task 

Number of persons 
required 

Method to be followed Equipment required 

Opening Baptistery 2 Weight to be evenly 
distributed 

Stout Screwdriver or 
other lever 

Movement of chairs 1 No more than 2 wooden 
or 4 metal chairs to be 
carried without the trolley 

Trolley (no more than 8 
metal chairs only) 

Communion Table 2 Weight to be evenly 
distributed 

None 

Pulpit 2 Weight to be evenly 
distributed 

None 

Steps to stage 2 Weight to be evenly 
distributed 

None 

Organ/Pianos/Keyboards 2 Avoid twisting None 

 
 
12 Display screen equipment 
Our policy is to assess the risks to all habitual users of computer workstations and to reduce those risks to the 
lowest level possible. The following factors will be considered when carrying out risk assessments: 

¶ Stability and legibility of the screen 
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¶ Contrast and brightness of the screen 

¶ Tilt and swivel of the screen 

¶ Suitability of keyboards, desks and chairs 

¶ The work station environment 

¶ The user friendliness of the software 
Daily work routines will involve periods away from the screen. Where necessary risk assessments will be carried 
out by the facilities management team. 
 
13 Hazardous buildings/glazing 
1 Our policy is to ensure that buildings are safe and without risks to the health, safety and welfare of all who 
work in and use them. In order to achieve this, the buildings are inspected on an ongoing basis 
2 Any defects noted are immediately reported to and the procedures put in hand for repairs 
3 Where necessary, temporary measures are taken to ensure that there is no risk of accident or injury until 
permanent repairs can be carried out 
4 All windows below waist height and in doors and beside doors below shoulder height contain safety glass and 
any replacement will be of a similar safety material 
 
14 Child/vulnerable persons protection 
A separate policy on child protection and vulnerable persons is maintained. Records will be maintained of all 
accidents involving children. 
 
15 Personal safety 
Persons must not work on their own unless they have a means of communication and have notified a friend of 
the details of the work being undertaken and agreed a procedure to ensure their safety is checked on. Cash 
over £200 will be handled by more than one person. Employees and volunteers are reminded that property 
should not be defended at the risk of personal safety. 
 
16 Risk assessments/activities 
Risk assessments will be or have been carried out on all areas of the Church premises and all activities that 
carry a significant risk. 
1 If bouncy castles are used they must not be left unattended while inflated, being inflated or deflated unless 
they are in an area that cannot be accessed by children. When in use each bouncy castle must be supervised 
by those over the age of sixteen at all times ensuring that younger and lighter children are not allowed on the 
bouncy castle at the same time as older heavier children. There must be a limited number of children on each 
castle appropriate to the size of the castle and the children. Safety mats must be placed around all entry and 
exit points 
 
17 Contractors 
Anyone entering Church premises for the purposes of carrying out work, other than an employee or voluntary 
worker of the Church, will be regarded as a contractor. All major contractors must abide by the following: 
1 Have their own Health & Safety policy (where required by law) and be able to provide a copy of the same 
2 Produce evidence that they have appropriate public and employersô liability insurance in place. A record of this 
evidence will be maintained 
3 Comply with all the requirements of this Health & Safety policy and co-operate with the Church officials in 
providing a safe place of work and a safe system of operation 
4 Where plant and machinery is brought onto the Church premises by contractors, they must be able to show 
where necessary that the equipment has been inspected and tested to ensure its safe operation 
5 Contractors may only use sub-contractors or persons other than their own direct employees with the express 
permission of the Church officials. However, responsibility will remain with the contractors 
6 All contractors will be given instructions regarding the areas where they are permitted to work and the extent 
of the work they are authorised to undertake.  
7 Any work that will last for more than 30 days, or involve more than 500 person days of work will be subject to 
The Construction (Design and Management) Regulations 2007. 
Any minor works will be supervised to an appropriate level by an appropriate person. 
 
18 Information and enforcement 
Environmental Health Service Information: 
Address: Environmental Health Department, Macclesfield Borough Council, Town Hall, Macclesfield, Cheshire 
SK10 1DP 
Tel: 01625 504316 
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Fax: 01625 504203 
Contact: Commercial Services Team 
 
Employment Medical Advisory Service Information: 
Address: Grove House, Skerton Road, Manchester M16 0RB 
Tel: 0161 952 8200 
Fax: 0161 952 8222 
 
Health & Safety Executive Information Line: 0845 345 0055 
 
HSE Books: 01787 881165 
 
19 Health & Safety law poster 
A copy of the HSE poster óHealth and Safety Law ï what you should knowô is displayed in the entrance corridor. 
 

Appendix: Health & Safety policy approach 
 
The following sets out the approach we have used in drawing up the arrangements above. 
 
Risk assessment 
Risk assessment has been carried out by those drawing up these arrangements and the resulting arrangements 
have then been reviewed by the responsible person for each area and added to as necessary to ensure that the 
knowledge they bring to their own particular area, where they best know about any hazards, is incorporated. We 
have systematically looked at each area of the Church and noted all of the hazards and risks, and any existing 
safety measures. We have also noted any person who may be specifically at risk. We then noted any additional 
safety measures or ócontrolsô which will reduce those risks as far as possible and incorporated them into the 
arrangements. As well as the interior of buildings, we looked at the external areas. A checklist of hazards that 
we considered in each area assessed is given below. The checklist is in the same order as the sections of the 
Health & Safety policy.  
 
Accidents and First Aid 
Provision of First Aid equipment, persons with First Aid training, procedures to deal with accidents 
 
Fire safety 
Combustible materials, flammable liquids and accumulations of waste, heaters, smoking and other sources of 
heat, provision of fire exits, escape routes, signage and emergency lighting, provision of fire detection 
equipment and fire fighting equipment, effect of a fire on our neighbours, evacuation plans and instruction of 
stewards 
 
Electrical safety 
Condition of fixed electrical installation, including switches and sockets, condition of portable electrical 
appliances, including leads and plugs, use of unauthorised electrical appliances and temporary wiring, 
mechanical damage to wiring, frequency of inspections 
 
Gas safety 
Condition and maintenance arrangements for fixed gas boilers and heaters 
 
Control of hazardous substances 
Internal - cleaning materials, types, amounts, storage arrangements, provision of personal protective equipment 
External - pesticides, herbicides, petrol, types, amounts, storage arrangements, provision of personal protective 
equipment 
 
Plant and machinery 
Internal - condition and potential injury arising from suspended items, ladders, scaffolds and staging, including 
storage and accessibility, display screen and computer equipment, any other equipment 
External - Church land maintenance, equipment: lawnmowers, strimmers, hedge cutters etc. 
 
Slips, trips and falls 
Internal - loose carpets, loose and uneven tiles, trailing leads and other obstructions, worn, steep and uneven 
steps and stairs, inadequate lighting, lack of handrails 
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External - uneven and poorly maintained paths, boiler room access, potholes and tree roots, obstructions, long 
grass and undergrowth, poor drainage of paths and growth of algae, inadequate lighting and lack of handrails 
 
Lighting 
Internal - check adequacy of lighting, pay particular attention to stairs, steps 
External - paths, steps, drives, car parks, boiler room and entrances 
 
Falls from a height 
Internal - arrangements for light bulb changing, use of unsecured ladders, unprotected openings and loft 
openings 
External - clearing of gutters and valleys 
 
Food hygiene 
Extent of food preparation, nature of foods to be prepared and stored, areas used for food preparation, facilities 
for washing and preparation of foodstuffs, facilities for storage of foodstuffs, experience, competence of food 
handlers 
 
Manual handling 
Moving and lifting of furniture, staging, pianos and other equipment, numbers required, specialist equipment 
needed 
 
Display screen equipment 
Considered all computer equipment, who uses it and for how long, checked seating, workstation, screen, 
software 
 
Hazardous buildings /glazing 
Loose brickwork, falling tiles, gutters 
 
Child protection 
Existing child protection procedures, implementation of guidelines 
 
Personal safety 
Risk of attack, lone working, handling of cash, means of raising an alarm, summoning assistance 
 
Activities and other hazards 
Services, concerts, events, exhibitions, etc., numbers attending, age related hazards (children/elderly), disability 
access/provision, fêtes, walks 
To provide future help when carrying out risk assessments and improvements the following guidelines may be 
used: 
 
Risk assessment calculator 
To calculate a risk rating, you need to grade both the likelihood and severity from 1 to 3. The grades are then 
multiplied together to give a risk rating. 
 
Likelihood 
The likelihood of something happening can be graded as: Low (seldom); Medium (frequently); or High (certain 
or near certain) 
 
Severity 
The severity of injury if something does happen can be graded as: Low (minor cuts and bruises); Medium 
(serious injury or incapacitated for 3 days or more); or High (fatality or a number of persons seriously injured).  
 
Risk rating 
Having assessed both likelihood and severity, a risk rating can be calculated by multiplying the likelihood with 
the severity. This will give a rating from 1 to 9. The implementation of additional controls can then be prioritised 
as follows: 
Risk Rating: 

1 ï 2 = low priority 
3 ï 4 = medium priority 
6 ï 9 = high priority 
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With low priority no action at all may be required. With medium priority additional control measures may be 
necessary. With high priority it may be necessary to stop the particular activity or restrict access to the area until 
action has been taken. 
 
Improving safety ï additional control measures 
In most cases, it will be obvious what additional measures are necessary to reduce risk. For example, if there is 
a risk of falling down steps which are badly lit and do not have a handrail, the additional controls needed will be 
to improve the lighting and fit a handrail. If you find any hazardous glazing, this will need to be replaced with 
safety glass, such as toughened or laminated, be covered with a safety film or have a barrier fitted. If there are 
risks of falls from a height, you will need to consider the fitting of barriers or the use of safety latchways, 
eyebolts and the use of harnesses. In many cases, however, safety can be improved by changing working 
methods. It does not always require alterations to the building. For example, there is a considerable risk of 
accident and injury if the loft hatch at the top of the ladders is left óupô This hazard can be removed simply by 
leaving it ódownô after use. 
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APPENDIX 4 

Tytherington Family Worship Church 
17 Sandwich Drive, Tytherington, Macclesfield, Cheshire SK10 2UZ 

 

Children and Vulnerable Persons Protection Policy 
MISSION STATEMENT 
The Church Elders [hereafter referred to as Elders] recognises the importance of its ministry to children and vulnerable 
people and its responsibility to protect and safeguard the welfare of children and vulnerable people entrusted to the 
Church's care. As part of its mission, the Church is committed to: 

¶ Valuing, listening to and respecting children and vulnerable people as well as promoting their welfare and 
protection.  

¶ Safe recruitment, supervision and training for all the children's/youth workers within the Church. 

¶ Adopting a procedure for dealing with concerns about possible abuse. 

¶ Encouraging and supporting parents/carers. 

¶ Supporting those affected by abuse in the Church. 

¶ Maintaining good links with the statutory childcare authorities and other organisations. 
 
CHURCH POLICY 
The Elders recognise the need to provide a safe and caring environment for children and vulnerable people.  It also 
acknowledges that children and vulnerable people can be the victims of physical, sexual and emotional abuse, and 
neglect.  The Elders ƘŀǾŜ ǘƘŜǊŜŦƻǊŜ ŀŘƻǇǘŜŘ ǘƘŜ ǇǊƻŎŜŘǳǊŜǎ ǎŜǘ ƻǳǘ ƛƴ ǘƘƛǎ ŘƻŎǳƳŜƴǘ όƘŜǊŜŀŦǘŜǊ άǘƘŜ tƻƭƛŎȅέύΦ  Lǘ ŀƭǎƻ 
recognises the need to build constructive links with statutory and voluntary child protection agencies.  The Policy and 
attached practice guidelines are based on a model published by the Churches' Child Protection Advisory Service (CCPAS).  
The Elders undertake to file a copy of the policy and practice guidelinŜǎ ǿƛǘƘ //t!{ ŀƴŘ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎΣ ŀƴŘ 
any amendments subsequently published. The Elders agree not to allow the document to be copied by other 
organisations.   
The Elders are committed to on-going child protection training for all children/youth workers and will regularly review the 
operational guidelines attached. 
The Elders also undertake to follow the principles found within the Abuse of Trust guidance issued by the Home Office 
(http://www.ccpas.co.uk/Documents/Abuse%20of%20Trust.pdf) and it is therefore unacceptable for those in a position 
of trust to engage in any behaviour which might allow a sexual relationship to develop for as long as the relationship of 
trust continues.  
 
RESPONDING TO ALLEGATIONS OF ABUSE 
Under no circumstances should a Church worker carry out their own investigation into the allegation or suspicion of 
abuse.  The person in receipt of allegations or suspicions of abuse will do the following: 

¶ Concerns must be reported as soon as possible to David Ray (hereafter the "Co-ordinator") who is nominated by 
the Elders to act on their behalf in dealing with the allegation or suspicion of neglect or abuse, including referring 
the matter on to the statutory authorities.  

¶ The Co-ordinator may also be required by conditions of the Church Insurance Policy to immediately inform the 
Insurance Company.  

¶ In the absence of the Co-ordinator, or if the suspicions in any way involve the Co-ordinator then the report 
should be made to Lyndsey Ward (hereafter the "Deputy Co-ordinator").  If the suspicions implicate both the Co-
ordinator and the Deputy Co-ordinator, then the report should be made in the first instance to the Churches' 
Child Protection Advisory Service (CCPAS) PO Box 133, Swanley, Kent, BR8 7UQ, or alternatively contact 
/ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎΦ {ŜŜ Ψ/ƻƴǘŀŎǘ 5ŜǘŀƛƭǎΩ ōŜƭƻǿ ŦƻǊ ŀ ƭƛǎǘ ƻŦ ŀƭƭ ŎƻƴǘŀŎǘ ǘŜƭŜǇƘƻƴŜ ƴǳƳōŜǊǎΦ 

¶ Suspicions must not be discussed with anyone other than those nominated above. A written record of the 
concerns should be made in accordance with Church procedures and kept in a secure place. 

¶ Whilst allegations or suspicions of abuse will normally be reported to the Co-ordinator, the absence of the Co-
ordinator or Deputy Co-ordinator should not delay ǊŜŦŜǊǊŀƭ ǘƻ ǘƘŜ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎ 5ŜǇŀǊǘƳŜƴǘΦ 

¶ The Elders will support the Co-ordinator/Deputy Co-ordinator in their role, and accept that any information they 
Ƴŀȅ ƘŀǾŜ ƛƴ ǘƘŜƛǊ ǇƻǎǎŜǎǎƛƻƴ ǿƛƭƭ ōŜ ǎƘŀǊŜŘ ƛƴ ŀ ǎǘǊƛŎǘƭȅ ƭƛƳƛǘŜŘ ǿŀȅ ƻƴ ŀ άƴŜŜŘ ǘƻ ƪƴƻǿέ ōŀǎƛǎΦ 

¶ It is, of course, the right of any individual as a citizen to make a direct referral to the child protection agencies or 
seek advice from CCPAS, although the Elders expect that members of the Church will use this procedure. If, 

http://www.ccpas.co.uk/Documents/Abuse%20of%20Trust.pdf
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however, the individual with the concern feels that the Co-ordinator/Deputy Co-ordinator has not responded 
appropriately, or where they have a disagreement with the Co-ordinator(s) as to the appropriateness of a 
referral they are free to contact an outside agency direct.  It is intended that by making this statement the Elders 
demonstrate the commitment of the Church to effective child protection. 

The role of the Co-ordinator/ Deputy Co-ordinator is to collate and clarify the precise details of the allegation or suspicion 
anŘ Ǉŀǎǎ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƻ ǘƘŜ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎ 5ŜǇŀǊǘƳŜƴǘΦ Lǘ ƛǎ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎ ǘŀǎƪ ǘƻ 
investigate the matter under Section 47 of the Children Act 1989.    
 
ALLEGATIONS OF PHYSICAL INJURY, NEGLECT OR EMOTIONAL ABUSE  
If a child has a physical injury, a symptom of neglect or where there are concerns about emotional abuse, the Co-
ordinator/Deputy Co-ordinator will: 

¶ /ƻƴǘŀŎǘ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎ όƻǊ //t!{ύ ŦƻǊ ŀŘǾƛŎŜ ƛƴ ŎŀǎŜǎ ƻŦ ŘŜƭƛōŜǊŀǘŜ ƛƴƧǳǊȅΣ ƛŦ ŎƻƴŎŜǊƴŜŘ ŀōƻǳǘ ŀ ŎƘƛƭŘϥǎ 
safety or if a child is afraid to return home.   

¶ bh¢ ǘŜƭƭ ǘƘŜ ǇŀǊŜƴǘǎ ƻǊ ŎŀǊŜǊǎ ǳƴƭŜǎǎ ŀŘǾƛǎŜŘ ǘƻ Řƻ ǎƻ ƘŀǾƛƴƎ ŎƻƴǘŀŎǘŜŘ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎΦ   

¶ Seek medical help if needed urgently, informing the doctor of any suspicions.   

¶ For lesser concerns, (e.g. poor parenting), encourage parent/carer to seek help, but not if this places the child at 
risk of injury.   

¶ Where the parent/carer is unwilling to seek help, offer to accompany them.  In cases of real concern, if they still 
Ŧŀƛƭ ǘƻ ŀŎǘΣ ŎƻƴǘŀŎǘ /ƘƛƭŘǊŜƴΩǎ Social Services direct for advice.  

¶ Seek and follow advice given by CCPAS (who will confirm their advice in writing) if unsure whether or not to refer 
ŀ ŎŀǎŜ ǘƻ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎΦ 

 
ALLEGATIONS OF SEXUAL ABUSE 
In the event of allegations or suspicions of sexual abuse, the Co-ordinator/Deputy Co-ordinator will: 

¶ /ƻƴǘŀŎǘ ǘƘŜ /ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎ 5ŜǇŀǊǘƳŜƴǘ 5ǳǘȅ {ƻŎƛŀƭ ²ƻǊƪŜǊ ŦƻǊ ŎƘƛƭŘǊŜƴ ŀƴŘ ŦŀƳƛƭƛŜǎ ƻǊ ǘƘŜ tƻƭƛŎŜ /ƘƛƭŘ 
Protection Team direct. They will NOT speak to the parent/carer or anyone else. 

¶ Seek and follow the advice given by CCPAS if, for any reason they are unsure whether or not to contact 
/ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎκtƻƭƛŎŜΦ //t!{ ǿƛƭƭ ŎƻƴŦƛǊƳ ƛǘǎ ŀŘǾƛŎŜ ƛƴ ǿǊƛǘƛƴƎ ŦƻǊ ŦǳǘǳǊŜ ǊŜŦŜǊŜƴŎŜΦ  

 
APPOINTMENT, SUPPORT, SUPERVISION & TRAINING OF LEADERS & WORKERS 
The Elders will ensure all workers will be appointed, trained, supported and supervised in accordance with the principles 
ǎŜǘ ƻǳǘ ƛƴ ƎƻǾŜǊƴƳŜƴǘ ƎǳƛŘŜƭƛƴŜǎ ά{ŀŦŜ ŦǊƻƳ IŀǊƳέ όIa{h мффоύΣ //t!{ ƎǳƛŘŀƴŎŜ ŀƴŘ /ƘǳǊŎƘ ǇǊŀŎǘƛŎŜ ƎǳƛŘŜƭƛƴŜǎΦ  ¢ƘŜ 
same principles will be applied to those appointed to work with vulnerable adults.   
 
SUPERVISION OF GROUP/CHILDREN'S ACTIVITIES 
Details of the supervision for each specific activity are provided in the Church practice guidelines. 
 
SUPPORT TO THOSE AFFECTED BY ABUSE 
The Elders are committed to offering pastoral care, working with statutory agencies, as appropriate, and providing 
support to those attending the Church who have been affected by abuse.  
 
WORKING WITH OFFENDERS 
When someone attending the Church is known to have abused children, the Elders will supervise the individual concerned 
and offer pastoral care, but in their commitment to the protection of children, set boundaries for that person which they 
will be expected to keep.  
 
CONTACT DETAILS 
Co-ordinator: David Ray     Telephone: 01625 869880 
Deputy Co-ordinator: Lyndsey Ward   Telephone: 01625 614739 
Churches' Child Protection Advisory Service (CCPAS)   Telephone: 0845 120 4550 
PO Box 133, Swanley, Kent, BR8 7UQ. 
/ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎ ƻŦŦƛŎŜ (9.00am - 5.00pm)   Telephone: 01625 374700. 
/ƘƛƭŘǊŜƴΩǎ {ƻŎƛŀƭ {ŜǊǾƛŎŜǎ ƻŦŦƛŎŜ (out of hours)   Telephone: 01606 76611. 
Police Child Protection Team     Telephone: 0845 458 0000. 
 
POLICY REVIEW 
This policy will be reviewed annually on 1 June. 



Tytherington Family Worship – Church Handbook 

 

27 

 

APPENDIX 5 
The Data Protection Act 1998 
 
This leaflet explains how we are complying with the requirements of the Data Protection Act 1998.  It also allows you to 
give permission for us to hold a variety of data on you, tells you how you can obtain details of the information that we 
hold on you and explains why we hold it. 
 
¢ƘŜ 5ŀǘŀ tǊƻǘŜŎǘƛƻƴ !Ŏǘ мффу ƛǎ ŘŜǎƛƎƴŜŘ ǘƻ ǇǊƻǘŜŎǘ ǇŜǊǎƻƴŀƭ Řŀǘŀ ŀōƻǳǘ ƭƛǾƛƴƎ ƛƴŘƛǾƛŘǳŀƭǎ όΨ5ŀǘŀ {ǳōƧŜŎǘǎΩύΦ  ¢Ƙƛǎ ƳŜŀƴǎ 
that any person or organisation who handles personal data must comply with the requirements of the Act.  Such a person 
ƻǊ ƻǊƎŀƴƛǎŀǘƛƻƴ ƛǎ ŎŀƭƭŜŘ ŀ Ψ5ŀǘŀ /ƻƴǘǊƻƭƭŜǊΩΦ 

 
What is personal data? 
Personal data is information about a living individual from which that person can be identified.  That information can exist 
in a variety of formats, for example on a computer or in a paper filing system. 
 

What principles apply to the collection of personal data? 
There are eight governing principles that must be followed in relation to the processing of data about individuals. 
1. We must process data fairly and lawfully 
2. We must collect and process data for only one or more specified purposes.  In essence, we must not collect data for 

one reason and then use it for something else. 
3. The data we hold must be adequate for its purpose or purposes but not excessive or irrelevant. 
4. Any data we hold must be accurate and, where necessary, kept up to date. 
5. We must not keep data for longer than necessary. 
6. We must process data in accordance with the rights of the Data Subject under the Act. 
7. We must ensure data is kept securely and we must guard against its accidental loss. 
8. We must not transfer personal data outside the European Economic Union unless the country receiving it has an 

adequate level of protection for the rights and freedom of data subjects. 

 
How we use your data 
All personal data provided by you is treated strictly in accordance with the terms of the Data Protection Act.  This means 
that confidentiality will be protected and that appropriate security measures are taken to prevent unauthorised 
disclosure. 

 
Why does TFW hold data about people? 
We need to collect data for a variety of reasons, including  basic requirements such as being able to contact you.  Holding 
your contact details also enables us to produce the bi-annual phone book. 
 
We need to know which areas of church life you are involved in so that we can produce rotas and ensure ministry areas 
function effectively.  Knowing your occupation helps us to identify people with specific skill sets when setting up new 
projects, etc.  Knowing which small group you are in enables us to respond more effectively to you in a crisis. 
 
There are legal reasons, such as having to hold details of all donations made through the Gift Aid scheme, in order to 
comply with the Inland Revenue regulations. 
 
We also find it helpful to be able to monitor trends in attendance (e.g. training courses) to help us to be more responsive 
to the needs of the church. 
 
TFW will not disclose your personal data to any third parties without your express consent, except when TFW is required 
by law to do so. 
 
TFW will retain your personal data only as long as is necessary for its purposes as described.  Please note that even if you 
leave TFW we may still be required to retain some of your personal data to satisfy our obligations to keep certain records 
for a particular period under applicable law. 
 



Tytherington Family Worship – Church Handbook 

 

28 

 

We have tried to make this leaflet as simple as possible, but if there is anything you do not understand or would like a 
fuller explanation on please contact our Senior Data Controller (Lyndsey Ward).  If Lyndsey is unable to immediately 
answer your query about the Act she will attempt to find an answer for you as quickly as possible. 

 
Data Access Requests  

 

Can I find out what data TFW holds about me? 
As a Data Subject you have the right: 
a) To be told whether we are processing information about you; 
b) To be provided with a description of the data, why we are processing it and the sorts of people or organisations we 

might disclose the information to; 
c) To be provided with a copy of the data in an intelligible and permanent form; 
d) To be told, if we know, where the information was obtained from. 
 

How do I obtain this information about me? 
You must make a Subject Access Request.  Copies of our Subject Request Forms are available from the TFW office  You do 
not have to use this form; however, if you do, it is easier for us to help you.  Please note that, whether you use the form 
or not, a request for personal data must be made in writing.  Requests by email are permitted, subject to identification 
(see below). 
 

How do we know that we are giving information to the right person? 
When making a Subject Access Request you will be asked to provide a birth certificate, driving licence or passport.  This is 
to safeguard all Data Subjects by making sure that we supply information only to those who are entitled to receive it. 

 
What can I do if I think the information you hold is incorrect? 
Write to the senior Controller (Lyndsey) explaining what you think is wrong and ask for the data to be corrected.  We 
must tell you what we have done within 21 days.  If we do not agree that the data is incorrect then you may ask us to 
record that disagreement for future reference ς or you can take the matter up with the Information Commissioner. 
www.informationcommissioner.gov.uk 

http://www.informationcommissioner.gov.uk/
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APPENDIX 6 

Recommendation for Nomination of Deacons 
 

²ƘŜƴ ǊŜŎƻƳƳŜƴŘƛƴƎ ǎƻƳŜƻƴŜ ŦƻǊ ǘƘŜ Ǉƻǎƛǘƛƻƴ ƻŦ 5ŜŀŎƻƴ όǘƘŜ ǿƻǊŘ ƳŜŀƴǎ ΨǎŜǊǾŀƴǘΩύΣ ǘƘŜǊŜ ŀǊŜ ǘǿƻ ŀǊŜŀǎ ǘƘŀǘ Ƴǳǎǘ ōŜ 
prayerfully and thoughtfully considered. 
Firstly, the Biblical criteria for Deacons ς ǿƘƛŎƘ ŀǊŜ ŦƻǳƴŘ ƛƴ tŀǳƭΩǎ ŦƛǊǎǘ ƭŜǘǘŜǊ ǘƻ ¢ƛƳƻǘƘȅΥ 

1 Timothy 3:8-13 
(8)  Deacons, likewise, are to be men worthy of respect, sincere, not indulging in much wine, and not pursuing 
dishonest gain. 
(9)  They must keep hold of the deep truths of the faith with a clear conscience. 
(10)  They must first be tested; and then if there is nothing against them, let them serve as deacons. 
(11)  In the same way, their wives are to be women worthy of respect, not malicious talkers but temperate and 
trustworthy in everything. 
(12)  A deacon must be the husband of but one wife and must manage his children and his household well. 
(13)  Those who have served well gain an excellent standing and great assurance in their faith in Christ Jesus. 

[Note: The above refers to men, but please do not restrict your recommendations to men only. The Bible supports the 
idea of deaconesses as in (some translations of) Romans 16:1-2] 
 
Secondly, the specific roles. 


