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Tasks of Council Positions

Member at Large (at least 2) 

- Attend monthly Parish Council meetings,

- Assume a liaison role with one or more parish groups and report at council meetings,

- Read any documentation sent to you by the Wardens and be prepared for discussions,

- Take on tasks and one-off positions to help out where necessary, and

- Help with fundraising.

Secretary

- Attend monthly Parish Council meetings,

- Read any documentation sent to you by the Wardens and be prepared for discussions,

- Take on tasks and one-off positions to help out where necessary, 

- Help with fundraising 

- Be very familiar with word processing programs,

- Take detailed minutes of Parish Council meetings with all major discussion points noted and 
summarised where appropriate, 

- Send minutes to the People’s Warden in a timely manner,

- Make any corrections to the minutes and send out the draft to council,

 - Take minutes at the annual Vestry meeting and get them to the People’s Warden in a timely 
manner, and   

 - Record all motions at Council and Vestry meetings, with mover/seconder, any pertinent 
points of discussion and keep an on-going record of time-sensitive or policy changing motions 
for future reference.
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Synod Delegate

- Attend monthly Parish Council meetings,

- Assume a liaison role with one or more of the parish groups and report at council meetings,

- Read any documentation sent to you by the Wardens and be prepared for discussions,

- Take on tasks and one-off positions to help out where necessary, 

- Help with fundraising 

- Attend Diocesan Synod and participate in discussions (every 2 years, plus extraordinary 
sessions as and when called),

- Attend preparation meetings, as necessary,

- Take notes during sessions,

- Contribute and/or compile a report for Council and parishioners, and

- Serve on the Canonical Committee of the Parish, as needed.

Alternate Synod Delegate

- Attend monthly Parish Council meetings,

- Assume a liaison role with one or more of the parish groups and report at council meetings,

- Read any documentation sent to you by the Wardens and be prepared for discussions,

- Take on tasks and one-off positions to help out where necessary, 

 - Help with fundraising 

- Be prepared to assume the role of Synod Delegate, if a Delegate is unable to attend, and

- Serve on the Canonical Committee of the Parish, as needed.
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Treasurer

- Attend monthly Parish Council meetings,

- Read any documentation sent to you by the Wardens and be prepared for discussions,

- Take on tasks and one-off positions to help out where necessary, 

- Help with fundraising 

- Follow a planning schedule to ensure that the many parish, diocesan and government 
reporting requirements are completed on time,

- Prepare monthly and Year-to-Date financial reports and submit to Executive Council for review 
before presentation and discussion at the monthly Parish Council meeting,

- Prepare and present the Annual Financial Statements and the budget of the parish to the 
February Vestry meeting for approval,

- Ensure that signing authorities are updated with the parish’s financial institution when any 
signing authorities (Parish Officers) are changed,

- Have signing authority for cheques and banking,

- Review insurance documents annually with the Wardens, specifically as to valuation of 
buildings and contents,

- Ensure that the annual payroll review forms for each person paid through the diocesan payroll 
are completed and returned to the diocesan payroll administrator, 

- Manage the budgeting process in consultation with the Parish Priest, Wardens and the Parish 
Council, 

- Review the Fair Share Assessment Reviews from the diocese each fall and advise Executive 
Council of any errors,

- Work closely with the Parish Administrator throughout the fiscal year to ensure accurate, 
appropriate and timely data-entry and to avoid cash flow problems in periods of lower income, 

- Maintain strong working relationships within the parish and diocese,

- Work closely with the facility coordinators to insure that annual facility/building audits are 
completed, and that the annual Vestry meeting is properly informed of upcoming financial 
requirements to properly manage the stewardship of the facilities with which we are entrusted,
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Treasurer cont.

- Assist the parish with applications for grants or loans if required,

- Assist the parish with Financial Stewardship and Planned Giving goals,

- Help the parish with three to five-year budget plans, in addition to the annual budgets, and

- Keep current with best accounting practices and diocesan requirements/contacts by attending 
the annual Treasurer’s Workshop or studying the Parish Treasurer’s Manual.

Position: Trustee

- Attend monthly Parish Council meetings,

- Read any documentation sent to you by the Wardens and be prepared for discussions,

- Take on tasks and one-off positions to help out where necessary, 

- Help with fundraising 

- Together with the Rector, the Rector’s Warden, the People’s Warden and 1 other Trustee, 
form the Executive Council who “are to oversee, care for and administer, buildings, records, 
and funds of the Parish” (Canon 14, Division 2),

- Attend monthly Parish Executive Council meetings,

- Have signing authority for cheques and banking,

- With the other trustee, form the nominations committee for Parish Council positions and run 
the Parish Council voting process at the Vestry meeting,

- Together with the Wardens, have oversight of personnel in paid positions,

- Assist in guiding the implementation of the programs of the Parish and share with the Priest in 
charge the pastoral and spiritual concerns of the Parish (9.16),

- Participate and work on whatever projects the Executive Council has decided upon,

- Serve as an Emergency Contact for Emergency Services and the parish,

- Prepare a Trustee report for the Annual Report, and

- Other tasks as they arise.
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 People’s Warden

- Attend monthly Parish Council meetings,

 - Read any documentation sent to you by the Wardens and be prepared for discussions,

 - Take on tasks and one-off positions to help out where necessary, 

 - Help with fundraising 

- Together with the Rector, the Rector’s Warden, and 2 Trustees, form the Executive Council 
who “are to oversee, care for and administer, buildings, records, and funds of the Parish” 
(Canon 14, Division 2),

- Assist in guiding the implementation of the programs of the Parish and share with the Priest in 
charge the pastoral and spiritual concerns of the Parish (9.16),

- Prepare agendas and chair Parish Council meetings,

- Prepare agendas and chair Executive meetings,

- Disseminate reports and correspondence to Parish Council,

- Proof-read and approve Parish Council minutes in draft form,

- Have signing authority for cheques and banking,

- Serve as an Emergency Contact for Emergency Services and the parish,

- Oversee building maintenance (with Building maintenance person),

- Work with other committees/groups to ensure that we are a fiscally responsible and 
transparent parish,

- Oversight of the personnel in paid positions,

- Ensure that the Screening in Faith Policy’s standards are maintained with all staff and 
volunteers,

- Prepare a People’s Warden’s report for the Annual Report,

- Serve on the Canonical Committee of the Parish, as needed,

- Other tasks as they arise.
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Position: Rector’s Warden (appointed, not elected)

- Attend monthly Parish Council meetings,

- Read any documentation sent to you by the Wardens and be prepared for discussions,

 - Take on tasks and one-off positions to help out where necessary, 

 - Help with fundraising 

- Together with the Rector, the People’s Warden, and 2 Trustees, form the Executive Council 
who “are to oversee, care for and administer, buildings, records, and funds of the Parish” 
(Canon 14, Division 2),

- Assist in guiding the implementation of the programs of the Parish and share with the Priest in 
charge the pastoral and spiritual concerns of the Parish (9.16),

- In the absence of the People’s Warden, chair meetings as necessary,

- Have signing authority for cheques and banking,

- Serve as an Emergency Contact for Emergency Services and the parish,

- Oversight of the personnel in paid positions,

- Oversee building maintenance (with Building maintenance person),

- In collaboration with the People’s Warden, work with other committees/groups to ensure that 
we are a fiscally responsible and transparent parish,

- Ensure that the Screening in Faith Policy’s standards are maintained with all staff and 
volunteers,

- Be a support person for the Rector and help in whatever ways are necessary,

- Serve on the Canonical Committee of the Parish, as needed, 

- Prepare a Rector’s Warden’s report for the Annual Report, and

 - Other tasks as they arise.


