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Safeguarding in the Birmingham Methodist Circuit (5/1)
Registered Charity No. 1132926
ROLE OUTLINE

Church Bookings Secretary
Continued....


Relating to a volunteer or employee to work with children and/or vulnerable adults 

Role title Church Bookings Secretary
Church ……………………………………………………………………….………………………………….………

Name  ……………………………………………………………………… Date ……………………………………

Workforce: Children & VA

Part 1
The Church Bookings secretary will assume responsibility for the hiring of the church premises.

All roles within the Circuit carry with them the responsibility to take the safeguarding of children and vulnerable adults seriously and any concerns that arise within them should be reported as per the Birmingham Methodist Circuit Safeguarding Policy.

The following duties will be undertaken as part of the role outlined above:

· The Church Bookings Secretary is responsible for the Church Room Hire Agreement document.  

· The Church Bookings Secretary is responsible for the invoicing of persons wishing to hire rooms.  A copy of each invoice must be sent to the Church Treasurer for them to mark as ‘Paid’ once the room hire fee has been paid in full

· The Church Bookings Secretary is responsible for appointing a member of the Church to open up and to close the church premises with each hire, or to provide a key for regular users.  

· Depending on the size and type of event, the Church Bookings Secretary may also be required to appoint additional persons from within the Church to assist at the event

· Any concerns with the Room Hire process is to be brought to the attention of the Church Council

· The Church Bookings Secretary is required to maintain clear records at all times
· The Church Bookings Secretary is responsible for the safe-keeping of all church booking-related documents held on their own property.  This includes adherence to the requirements of the Data Protection Act and GDPR

· The Church Bookings Secretary will be required to conduct showrounds of the Church premises and discuss Safeguarding and Health and Safety issues with those planning to hire the premises

· Maintaining a list of current key holders (ensuring the appropriate form D has been signed in each case)
· To share pastoral concerns with the clergy and / or leaders

Part 2.

This role will be accountable to The Methodist Church Council

This role does not require a DBS check but please ensure you have read and understood the Church’s Safeguarding Policy. You must also sign the Safeguarding Self Declaration for office holders without substantial contact with vulnerable groups (Form C) – please see attached.
Part 3
Level of Creating Safer Space Safeguarding Training required: NONE

If already attended a Methodist CSS Training please state date of attendance and level: 

………………………………………………………………………………………….
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