
INSTRUCTIONS TO CHURCHWARDENS DURING VACANCIES 

During vacancies the foregoing guidelines will be of use to churchwardens, who as part 
of their duties take on responsibility for benefice property.  In particular they are 
required to ensure the following guidance is adhered to: 
 
a. The Churchwardens should notify the Property Team that the house has 

become vacant so that adjustments can be made in Council Tax payments 
to the local authority and that arrangements can be made by the Property 
Team to inspect the Property. 

b. All houses are insured with the Ecclesiastical Insurance Group.  A condition 
of the block policy is that, when a house is empty, a security check 
(including the efficacy of locks) should be carried out by the 
Churchwardens or a deputy twice weekly, both inside as well as outside 
the premises. Inform the local police that the property is empty and if 
possible put up net curtains at windows and freestanding lamps on timers 
to make the property look lived in.  

c. Discretion is left with the PCC to decide if the telephone line should be 
retained and if it is the PCC should pay the telephone bills during the 
vacancy. If the telephone is discontinued a new number may be allocated 
when it is reconnected. 

d. While the house is unoccupied, the water, gas and electricity should be 
turned off at the mains for reasons of insurance.  The Property Team will 
make arrangements for the water to be drained by a plumber from 
cisterns, pipes and radiators. Burst pipes are not covered by insurance.  
Alternatively by agreement with the Property Team the central heating 
may be left commissioned so long as the frost thermostat is left at a 
minimum of 10°c. and the system left on constant.   

e. Parish equipment should be removed from the parsonage house unless the 
Archdeacon has consented to them remaining.  It should not be assumed 
that a new successor in office would automatically consent to their return 
once the appointment has been made. 

f. Please contact the Property Team prior to ordering a repair and if you are 
in any doubt about the scope of work required. DO REMEMBER that the 
need for a minor – such as a slipped slate – may indicate larger imminent 
failures of which the Property Team may need to be aware. Major Repairs, 
of course, have to be considered by the DBF. Unauthorised repair 
expenditure will not automatically be passed for payment, so it is always 
worthwhile contacting the office.  In an emergency the Archdeacon should 
be contacted. 

g. Electricity / Gas and all service charges are the responsibility of the DBF 
during a vacancy.   



 If the house is to be let out during the vacancy, responsibility for the utility 
bills will be passed to the tenant.   The PCC should ensure that meter 
readings are obtained at this point either by agreeing these with the letting 
agent or the tenant direct. 

h. The Churchwardens must notify the Property Team immediately when 
anything occurs which might involve a claim under the Insurance Policy. 

i. The DBF does not maintain any contents insurance.  The Churchwardens 
should ensure that appropriate contents insurance remains in place for any 
items remaining in the property. 

j. The Churchwardens are responsible for the upkeep of the garden of the 
parsonage house.  The grass should be cut regularly, and before the new 
Incumbent arrives the garden should be tidied  Trees should not be 
trimmed or felled without consent from the DBF. 

k. When a new Incumbent or Priest in Charge comes to the Parish the removal 
expenses will be reimbursed in full by the Diocese if the removal is within 
the British Isles.  A moving in grant will also be paid towards the alterations 
of curtains and carpets.  The PCC should not purchase carpets or curtains 
from the outgoing Incumbent. 

l. Prior to the moving-in date of the new occupier, ensure that the house is 
clean and tidy and that the heating and other systems are working so that 
the house is welcoming to the new occupier.    

m. The Property Team will deal directly with the appropriate local authority 
and water supplier to ensure both Council Tax and Water Rates bills are set 
up once an occupier has moved into a property. 

 

 

 


