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	BISHOP’S  GUIDELINES

   


The Diocese of Bath and Wells seeks to provide excellence in terms of pastoral care and support for all those people to whom we minister and have responsibility.

In the following Guidelines you will find helpful procedures. Please read and follow them. Some issues are perennially complex and emotive. One such area is that of fees and it is important that all who have responsibility for managing fees do so according to the guidelines which have been helpfully provided by the Archbishops’ Council and upon which our own are based. Do draw the attention of the Guidelines on these matters to all clergy, readers, PCC treasurers, undertakers and crematorium managers, where appropriate.

We value the contribution made to church life in the diocese by retired clergy. This should be acknowledged through the payment of appropriate fees and expenses for conducting services. In addition, it is important to recognise that fee income is the means by which adequate stipends and pensions are payable to clergy. Please remember that retired clergy may receive fee income in addition to their pension, but that stipendiary clergy receive a stipend inclusive of fees, and therefore all fees should be paid to the relevant bodies. In paying fees to retired clergy it should be remembered that one third of the fee must be apportioned to the stipend of the incumbent. In this way they are supporting the Parish Share.

We are partners in ministry. In order to maintain the parochial ministry we rely enormously on retired clergy, ONSMs and readers as well as parochial clergy and many hundreds of lay people. The general rule is that readers and ONSMs are normally unpaid, but there are circumstances where it is right for an appropriate share of a fee to be paid, provided this is in their job description and approved by the Bishop.

† Peter Bath and Wells
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	Statutory Fees


Incumbents are responsible for ensuring that those who officiate at services on their behalf are reimbursed in accordance with these Guidelines.

All clergy who hold the Bishop’s Licence and retired clergy, whether or not with permission to officiate, are asked to accept their mutual responsibility one to another and to comply with the Bishop’s Guidelines in the treatment of fee income.

All working expenses should be met in full in accordance with the current diocesan mileage rates and are payable to stipendiary ministers, retired clergy, ONSMs and Readers. In the case of funerals, the reimbursement of expenses is usually made by the person in charge of making the funeral arrangements or the undertaker on his/her behalf.

■  ONSMs and Readers are not entitled to receive a portion of the fees unless this is provided for in their job description, and approved by the Bishop, or where they suffer a loss of earnings as a result of conducting a service.

●●●●●●●●●●●●●

All fees are payable in accordance with the prescribed Table of Parochial Fees except as set out below:―

1.
MARRIAGES

It is the Bishop’s expectation that each couple be properly prepared for their marriage and it is the responsibility of the incumbent to ensure that this preparatory work is done.

If on the day of the service the incumbent is not available, then two thirds of the fee1 is normally payable to the officiant provided he/she is not stipendiary (see ■ above), with the remaining third going to the incumbent. Should the couple request that someone other than a stipendiary priest perform the preparatory counselling and the service, i.e. a close friend or relative, then the full fee is due to the incumbent. If the marriage service is conducted by a stipendiary minister from another parish, within or outside the Diocese, then the fee should be passed to the incumbent of the parish where the marriage took place.

Fees in relation to the publication of banns and the issuing of marriage certificates are, in all cases, payable to the incumbent. The fees payable by the Registrar of Births, Marriages and Deaths relating to the registration of marriages are due to the incumbent unless the work is completed by a third party.

BLESSINGS OF MARRIAGE IN CHURCH FOLLOWING A CIVIL CEREMONY

There is no prescribed fee. However, in the light of the Bishop’s expectations that the couple be properly prepared for their marriage, it is reasonable to expect them to make a payment to the PCC and to the incumbent equivalent to those fees for a marriage excluding the banns and certificate fees. Where the incumbent receives any such income it should be treated in the same way as fee income. If on the day the incumbent is not available, then two thirds of the fee1 is normally payable to the officiant provided he/she is not stipendiary (see note ■), with the remaining third going to the incumbent.

2.
FUNERALS

It is the Bishop’s expectation that proper pastoral care of the bereaved takes place in connection with a funeral and it is the incumbent’s responsibility to ensure that this care is provided.

(i)
In Church


If the incumbent is not available and the funeral is conducted by a retired priest, ONSM or 
Reader, then two thirds of the fee1 is normally payable to the officiant (see note ■) with the 
remainder going to the incumbent of the parish. If the funeral service is conducted by a 
stipendiary minister from another parish, within or outside the diocese, then the fee should be 
passed to the incumbent of the parish where the funeral took place.

(ii)
Memorial Service

When a memorial service is held it is usual to charge a fee equal to that made for a funeral in 
church and the treatment of the fees received is exactly the same. A separate charge for the 
memorial service is made in addition to a cremation fee when these services are held on 
separate occasions or when the memorial/thanksgiving service does not follow on directly from 
the cremation service or vice-versa.

 (iii)
At a Cemetery or Crematorium

An incumbent is under a legal obligation, if requested, to conduct the funeral service of a 
deceased parishioner [Section 2(4) of the Church of England (Miscellaneous Provisions) 
Measure 1992] at a cemetery or crematorium. However, with the incumbent’s consent, the 
service may be conducted by another priest or by a Reader. When the service is taken by 
someone other than the incumbent, then a fee of two thirds of the incumbent’s fee1 is normally 
payable to the officiant provided he/she is not stipendiary (see note ■).


In all cases the officiant must first seek and obtain the consent of the incumbent. In 
cases of difficulty, the Archdeacon should be consulted. It follows from the above that 
incumbents are responsible for ensuring that those who officiate on their behalf at 
funerals, do so in accordance with these Guidelines.

3.
SEARCHES IN CHURCH REGISTERS, etc.
Fees are payable to the incumbent. However, an incumbent may choose to delegate the task to a third party in which case the fee is payable to that person.

4.
FEES DURING VACANCIES AND FOR HOLIDAY COVER, SABBATICALS AND SICKNESS

The casual duty fee for a Sunday (or weekday) service is an amount equal to one half of the incumbent’s fee2 for a funeral service in church and is normally subject to a maximum of four such service fees in any one week. No fee is paid to ONSMs or Readers but their travel expenses are paid at the current diocesan mileage rate. At all times, when retired clergy officiate at a wedding, funeral, burial of ashes or cremation, the apportionment of the parochial fees will continue. If they do not accept the fee then it must be passed to the incumbent or to the diocese in the case of a vacancy. The casual duty fee is not apportioned.

(a)
Baptisms ― There is no charge for the administration of this sacrament or for the preparation of 
a baptism card. There is, however, a fee payable for the supply of a certificate of baptism and this should be treated in the same way as fee income.

(b)

Monuments in Churchyards ― For the introduction of a memorial to a churchyard, a fee is 


payable to both the PCC and the incumbent. The incumbent then acknowledges the receipt of 


the fee by signing the blue application form.

NOTES TO THE BISHOP’S GUIDELINES ON PAROCHIAL AND CASUAL DUTY FEES

The current Table of Parochial Fees should be displayed on all church noticeboards and the PCC Treasurer and Churchwardens should also have a copy for their records. In addition to the prescribed fees, all additional fees charged locally (local fees) and agreed annually by the PCC, should be displayed e.g. organist, choir, bell-ringers, provision of specially purchased music sheets or recordings, taking of films, video tapes or sound recordings, heating, flowers, etc. Certain local fees such as those for the organist should relate to the guidelines published by the Royal School of Church Music (www.rscm.com) who use the Incorporated Society of Musicians on which to base the Recommended Minimum Salaries and Fees (www.ism.org) to ensure that the charges made are both fair and reasonable.

Record of Fee Income

The regular submission of forms for all fee income received is imperative. Each month a Fee Income sheet should be completed, entering a nil balance if no fees have been received. A copy should go to the PCC (or, where a PCC Treasurer completes the form, to the incumbent). These forms should be sent to the Diocesan Office at the end of each month or, if preferred, at the end of each quarter (end March, June, September and December). The totals raised on the forms will make easier the task of completing the Form PSA which is completed at the end of each tax year. Please remember that, in the case of assigned fees, it is wise to open a separate bank account for depositing all fees received until such time as cheques are sent with the completed fee income form to the Diocesan Office. Forms should be completed by all incumbents irrespective of whether or not they assign their fees.

Retired Clergy

In accordance with the Bishop’s Guidelines on Statutory Fees, the following will be helpful to retired clergy who take wedding and funeral services when the incumbent of the parish is unable to do so.

(i)
Marriages/Blessings


If on the day of the service the incumbent is not available and a retired priest with permission to 
officiate takes the service, then two thirds of the fee (a figure advised annually by the Diocesan 
Office) is payable to the officiant. The fee will have been paid, prior to the wedding, to the 
incumbent who gave pastoral care to the couple and the two thirds fee will therefore be paid to 
the officiant by the incumbent or PCC on his/her behalf. Should the couple request that 
someone other than a stipendiary priest perform the preparation and the service, i.e. a close 
friend or relative, then the full fee is due to the incumbent. Fees for the publication of Banns and 
the issuing of Marriage Certificates are, in all cases, payable to the incumbent.

(ii)
Funerals at Church or Cemetery and Cremations

If the incumbent is not available and the funeral is conducted by a retired priest, then two thirds 
of the fee (a figure advised annually by the Diocesan Office) is payable to the officiant. Fees and 
expenses should be disbursed as follows:―


(a)
In payment of expenses incurred by the officiant.


(b)
In payment of a two thirds fee to the officiant with the remaining third paid to the 


     incumbent.


(c)
Should the officiant not wish to accept a fee, then the whole fee should be sent to the

 

     incumbent.

Inspection of Parochial Registers

The Chancellor of the Diocese has commented “Parishes may be under pressure from the Charity Commissioners who seem to be taking an unprecedented interest in Church finances”.

In accordance with Section 9(i) of the Parochial Registers and Records Measure 1978, the Bishop has instructed the Diocesan Board of Finance to set up a system of inspection of parochial registers on a random basis by the Board’s officers. This is, in part, a response to a requirement from the auditors of the Diocesan Board of Finance for a clear audit trail relating to the receipt and disbursement of fee income. It is also in response to high profile national cases concerning improper accounting by ministers of their fee income.

Marriages

In order that a couple planning a marriage in church may be informed in advance of the cost of their wedding, it is important that they receive a Table of Fees giving a breakdown of the charges payable to the PCC and to the incumbent. This is to include local fees as set out above as well as the statutory fees for the service. It may be preferable to produce a letter on the Church’s letterhead to the couple showing how the final figure is calculated and this could include a receipt as per the sample which is appended to this document. It may be helpful to obtain an initial deposit and request payment a month before the marriage to eliminate the risk of non-payment.

Waiving and Reduction of Fees

As fee income forms an integral part of the diocesan budget and as statutory fees are legally payable, the waiving of fees should only be considered in very exceptional circumstances bearing in mind that the lost income can only be recovered through increased Parish Share contributions. There is also a potential tax implication. As the incumbent is legally entitled to receive such income, the Inland Revenue may regard the waived fee as taxable even though it has not been received. Fees may be waived in the case of the funeral of a child. The Fees Table issued by the Church Commissioners states ‘No fee is payable in respect of a burial of a still-born infant, or for the funeral or burial of an infant dying within one year after birth’.

Services taken during periods of illness

Fees for casual duty and travel expenses are payable by the Board of Finance for a period of eight weeks commencing at the beginning of the fifth week from the time that an incumbent is ill. These fees are not payable to stipendiary clergy, ONSMs or Readers, although they may claim travel expenses. It is the responsibility of the churchwarden arranging the service to ensure that any visiting clergy have Permission to Officiate. No payment will be made by the Board of Finance to visiting clergy who do not have Permission to Officiate.

Sabbaticals and Holidays

During sabbaticals and holiday periods, PCCs should pay the appropriate fee for casual duty and travel expenses of visiting clergy. When fees are received for wedding and funeral services taken during a sabbatical or holiday of the incumbent, then the provisions set out in Statutory Fees items 1 (paragraph two), and 2(i) and (iii) in this document apply. If a stipendiary minister, ONSM or Reader takes a wedding or funeral service then the fees received are payable to the absent incumbent. Travel expenses should be reimbursed.

Vacant Benefices

In the case of parishes in sequestration, detailed information on the procedure to follow will be issued along with the other papers sent to churchwardens and treasurers at the commencement of the vacancy. Please refer to Statutory Fees item 4 in this document. It is reiterated that when a stipendiary minister from a neighbouring parish takes a service then the fee received for a wedding, funeral, burial of ashes or cremation is due to the Board of Finance who stands in place of the incumbent during a vacancy. In all cases travelling expenses may be claimed at the current diocesan rate, but in the case of funerals and interments these are to be paid by the undertaker. For weddings they are a matter for private agreement between the parties. Where non-stipendiary clergy, readers or retired clergy are used then the vacancy rules issued at the outset of the sequestration apply.

House for Duty

The provision of pastoral care for parishes by means of House for Duty appointments is likely to grow. This is effectively a stipendiary ministry since the provision of free housing is of considerable value and, in employment terms, this is payment in return for service. In all matters relating to fees therefore, House for Duty appointments are treated in the same manner as stipendiary appointments. As the payment takes the form of free housing rather than a stipend, fees should in all cases be assigned to the Diocesan Board of Finance unless this is provided for in the job description and approved by the Bishop, or where a loss of earnings is suffered as a result of conducting a service.

Collections at Weddings and Funerals

In some instances a family requests that a collection be taken and the proceeds given to the Church.  The PCC Treasurer therefore assumes responsibility for the money passed over and accounts for it in the normal way. The collection plate should make it clear where the monies are destined ― Church or named charity.

Where a collection is taken on behalf of a named charity or charities, especially at a funeral, it is usual for the undertaker to remove the cheques and cash received, and distribute the funds in accordance with the wishes of the family. Sometimes an undertaker requests the church treasurer to act as a clearing house. It is therefore necessary to record cash and cheques received, details of the money banked and a cheque, or cheques, paid out. These transactions do not, however, form part of the annual accounts as they are outside the remit of the PCC. Some churches have adopted the practice of recording the total sum received from these special collections and the charities supported but this is not a legal requirement.

Video and Audio Recordings of Weddings and Christenings

Couples getting married or having their children christened are allowed to record the service without paying any copyright charges provided three conditions are met:―

· the rights in the recording and copies of the recording are not to be sold for profit, apart from to the couple or parents who ordered it.

· no more than three copies of the recording are made.

· no part of the recording is to be shown in public.

An organist can ask for an extra 50 per cent of his fee for playing at a service if a sound recording is made, and an extra 100 per cent of his fee if a video recording is made. Professional musicians taking part in the service can ask for the same increases in their fees. Couples wanting to have music at their wedding or at the christening of their children should be told of the extra charge when the arrange-ments are being made for the service, so that there is no embarrassment afterwards.

Christian Copyright Licensing

An organisation called Christian Copyright Licensing has entered into copyright agreements with a large number of Christian music publishers. This enables churches to obtain permission to use these publishers’ material by purchasing a licence from Christian Copyright Licensing, instead of having to deal with all the publishers one by one. [Christian Copyright Licensing Ltd., PO Box 1339, Eastbourne, East Sussex BN21 1AD. Telephone 01323 417711, website: www.ccli.com]

The church copyright licence from Christian Copyright Licensing permits a church to copy the words of thousands of worship songs and hymns for use in church services, in bulletins, liturgies, programmes, song sheets, posters, in bound or unbound song books compiled by the church, and to make transparencies for overhead projectors. 

Christian Copyright Licensing also offer a music reproduction licence to any church that has a church copyright licence. The music reproduction licence allows a church to photocopy the music of songs and hymns published by a wide range of music book publishers. 

For words or music not covered by the church copyright licence or the music reproduction licence, a church should ensure that it purchases proper copies, and, if necessary, contact the copyright owner direct.

It is not a breach of copyright to play a tape or record in a church service.

Individual Church’s letterhead

Date

Name

Address

Dear

Congratulations to you both on your forthcoming marriage. I am particularly pleased that you have chosen a Church wedding as I believe this will give you the best possible start to your new life together.

We will need to meet several times over the coming months to help you prepare for your marriage. The service will be thoroughly considered in view of the promises you will be making to each other in the light of God and your choice of hymns, readings and prayers will be decided. It is also an opportunity for us to get to know one another so that on the wedding day you are at ease with those performing the service.

I set out below the fees charged for the marriage service which come from both the Church Commissioners and the local church. Not all of these will be applicable in your case but you will be able to choose which you require.

	
	Fees payable to

The Diocesan

 Stipends Fund
	Fees payable to

The Parochial

Church Council
	         TOTAL

	
	
	
	      £
	   P

	Publication of Banns
	
	
	
	

	Marriage Service
	
	
	
	

	Marriage Certificate (each)
	
	
	
	

	Organist  ―  without video
	
	
	
	

	               ―   with video
	
	
	
	

	Choir
	
	
	
	

	Bell Ringers
	
	
	
	

	Video Tapes/Sound Recordings
	
	
	
	

	Heating
	
	
	
	

	Flowers
	
	
	
	

	Any other fees
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	Total Amount
	
	


Should you decide to make a video recording of the service you will have to obtain the necessary licences and complete the appropriate form.

A deposit is requested when booking the marriage service and payment required by ……………………

Yours sincerely,

Name











Date

Address

Re:   The Marriage of ……………………………………………………………………………………………

	I N V O I C E
	Fees payable 

to the Diocesan Stipends Fund
	Fees payable

to the Parochial

Church Council
	TOTAL

	
	
	
	       £
	p

	Publication of Banns
	
	
	
	

	Marriage Service
	
	
	
	

	Marriage Certificate (each)
	
	
	
	

	Organist   ―   without video
	
	
	
	

	Organist   ―   with video
	
	
	
	

	Choir
	
	
	
	

	Bell Ringers
	
	
	
	

	Video Tapes/Sound Recordings
	
	
	
	

	Heating
	
	
	
	

	Flowers
	
	
	
	

	Any Other Fees
	
	
	
	

	
	Sub-total
	
	

	
	Less Deposit received
	
	

	
	Balance Due
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