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Registered Charity No. 1132926
ROLE OUTLINE

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

Role title Envelopes Secretary
Church …………………………………………………………………………….………………………………………….…...

Name  ………………………………………………………………………..  Date ……………………………………………

Workforce: Children & VA

Part 1
The envelopes secretary is responsible for the accounting of the identified donations to their church.

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:

· Ensure that an appropriate number of weekly and monthly donation envelopes are ordered and made available to the members of the congregation who require them. 
· Keeping a complete and accurate records of the donations to the church made by individuals
· Responding to member’s queries that may arise about their contributions or about how to change their contribution arrangements
· By design, the counting system is set up so that only the Envelope Secretary has a full picture of how much money individuals contribute to the church throughout the year. This information must be treated as strictly confidential.
· Sharing pastoral concerns with the clergy and/or leader/s

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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