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Secretary Responsibilities and 
Administration

MIKE BROWN 
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Administration

Not everything here 
necessarily a matter for 
Parish Secretaries

OVERVIEW
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Duties of Parish Secretary

• Coordinate annual and parish council meetings, including preparing agendas (in 
consultation with the Rector) and minutes

• Assisting with Annual Parish Returns, including, the notification of Parish Office 
Bearers

• Managing parish correspondence, including archiving

• Managing the Parish Electoral and Pastoral Roll

• Assist Councillors in accessing statutes and policies

• Assist Councillors in meeting WHS and Safe Ministry checks and training 
requirements

PARISH GOVERNANCE STATUTE 2016

Reference –

Parish Governance 
Statute 2016

Website

https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/12.-Parish-Governance-Statute-2016.pdf
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/12.-Parish-Governance-Statute-2016.pdf
https://www.perth.anglican.org/portal/resources/operations/duties-parish-secretary
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Resources

• ADP Website:

• Statutes and Canons

• Policies

• Forms

• Resources / 
Administration

• Key Staff:

• Digital Content 
Coordinator

• Diocesan Archivist

• Operations Manager

WHERE TO GET HELP?

https://www.perth.anglican.org/portal/statutes-canons
https://www.perth.anglican.org/portal/policies
https://www.perth.anglican.org/portal/forms
https://www.perth.anglican.org/portal/resources/operations
https://www.perth.anglican.org/portal/resources/operations
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Annual Meeting

• Annual Meeting must be held in May or June

• Notice must be provided in writing to all Enrolled Members four (4) 
weeks beforehand

• After elections complete Lay Officer’s Declarations

• Other forms for completion and return following the Annual 
Meeting available at Annual and Financial Returns

PARISH GOVERNANCE STATUTE 2016

https://www.perth.anglican.org/portal/resources/operations/parish-annual-meeting
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/Officers-Schedule-3-Lay-Officers-Declaration-Fillable.pdf?mtime=20200220123127&focal=none
https://www.perth.anglican.org/portal/forms/annual-financial-returns-forms
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Diocesan Archives

• What Diocesan Archives does

• How Diocesan Archives helps parishes:

• records are over 25 years old,

• records are too bulky to store at your parish,

• records are in danger from how they are stored, or

• the parish is to be merged or closed.

• Access to Diocesan Archives 

• Volunteers

• Further Information

• Records and Archives Statute 1996

• Diocesan Archives Policy 43

• Contact: archives@perth.anglican.org

POLICY 43

https://www.perth.anglican.org/portal/resources/operations/archives
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/35.-Records-and-Archives-Statute-1996.pdf
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/Policy-43-Diocesan-Archives-website.pdf


7

Communications

• E- Bulletin

• Fortnightly editions

• Submission form

• Messenger

• Monthly editions

• Sign Up Form

• Microsoft Licencing

• Office 365 for non-profits

• Parish Websites and email

• Hosting of Websites

• Church Directory

• Find a Church

• Contact: communications@perth.anglican.org

https://www.perth.anglican.org/portal/resources/operations/communications/e-bulletin-portal
https://www.perth.anglican.org/portal/forms/miscellaneous-forms/e-bulletin-notice-submission-form
https://www.perth.anglican.org/news-and-events/messenger
https://www.perth.anglican.org/portal/forms/miscellaneous-forms/messenger-form
https://www.microsoft.com/en-au/microsoft-365/nonprofit/plans-and-pricing?activetab=tab:primaryr1
https://www.perth.anglican.org/portal/resources/operations/communications/parish-websites-email
https://www.perth.anglican.org/find-a-church
mailto:communications@perth.anglican.org
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Copyright

• Obtaining a Copyright Licence

• Coordinated by Diocesan Office 

• Recording the use of Copyright 
materials

• Use CCLI website

https://www.perth.anglican.org/portal/resources/operations/copyright/how-to-get-a-licence
https://www.perth.anglican.org/portal/resources/operations/copyright/how-to-record-use
https://www.perth.anglican.org/portal/resources/operations/copyright/how-to-record-use
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Fundraising

• Charitable Collections Licence

• Heritage Appeals and the National Trust

• Raffles

https://www.perth.anglican.org/portal/resources/operations/fundraising/charitable-licence
https://www.perth.anglican.org/portal/resources/operations/fundraising/heritage-appeals
https://www.perth.anglican.org/church/history/be-a-part-of-history
https://www.perth.anglican.org/portal/resources/operations/fundraising/holding-a-raffle
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Grants

• Types and Sources of Grants

• Local Government

• State Government

• Commonwealth Government

• Lotterywest

• Tips for Applications

• Grantmaker's key priority areas

• Be well prepared with a budget and 
quotes etc

• Delegation and Authority

• Engage Diocesan Operations 
Manager in the process

https://www.perth.anglican.org/portal/resources/operations/grants/government-grants
https://www.perth.anglican.org/portal/resources/operations/grants/tips-for-your-application
https://www.perth.anglican.org/portal/resources/operations/grants/authority-and-delegations
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Insurance

• Insurance premiums are significant parish costs.

• Insurance covers damage caused by specific events (e.g., fire, 
flood, wind damage, hail damage, accidental damage, or theft) 

• Insurance does not cover damage caused by inadequate 
maintenance (e.g., damage caused by blocked or corroded 
gutters), damage arising from faulty construction/design or 
termite damage.

• The best way to keep property and contents premiums low is to 
take action to reduce the risk of fire, flood, wind damage and 
theft.

• The best way to keep workers compensation premiums low is a 
good application of WHS policy and only using contractors with 
their own workers compensation insurance.

PARISH GOVERNANCE STATUTE 2016
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Privacy

• Parishes are permitted to collect personal 
information for certain purposes

• Access to this information must be limited to 
those who need to know.

• People have the right to request access to their 
personal information.

• The information must be stored in a secure 
manner.

• In the event of information being lost, every effort 
should be made to limit the damage.

• Mandatory reporting of data breaches that are 
likely to result in serious harm.

POLICY 42
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Cyber Security

• The device is fully updated with the most 
recent security updates

• The device has fully updated antivirus/anti-
malware protection enabled 

• Software packages in-use should also be 
legally licensed and kept up to date

• Ensure that parish files stored on personal 
devices have a backup plan in-place and that 
it is reviewed/tested periodically to verify 
functionality

• If parish files are stored on home or non-
parish equipment, that there is a procedure 
in place for the hand-on and removal of 
these in the event of staff changes
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Open Panel Questions

DENISE SATTERLY ROOM
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