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1
Purpose & Scope of Guidelines

1.1 A manse is defined by the URC in its Plan for Partnership in Ministerial Remuneration as “a home for the minister and their immediate family (spouse and children), owned or leased by the church, provided and maintained in good repair and decoration, free of rent, ground rent, council tax, all rates (where payable), water/sewage charges and property insurance.”  

1.2 The starting point for these Guidelines is that the provision of a manse is an integral component of a Minister’s appointment – effectively, it is the living space, office and part of the remuneration. Therefore it is vital that a common standard for the provision, maintenance and management of manses within the West Midlands Synod of the URC is set out. Knowledge of this common standard is for the benefit of all concerned – Minister (and family, if applicable), Church (and Pastorate if applicable) and Synod – so that each knows what is expected from each. These Guidelines should be incorporated in each Minister’s terms of Settlement, and any specific variation agreed by a Pastorate and a new Minister should also be so incorporated.

1.3 URC national guidelines for manses, as set out in Appendix D of the ‘Plan for Partnership’, are encompassed and amplified by these West Midlands Synod Guidelines. 

1.4 It is recognised that circumstances vary when manses are bought, maintained and managed and, for this reason, a balance between consistency and flexibility has been at the forefront of thinking in drawing up these Guidelines. There are certain aspects where discretion will need to be exercised and possibly a trade-off made between one facility and another.  The Guidelines recognise that discretion will vary according to the aspect under consideration and the level of discretion will hopefully be clear in what is set out. 

1.5 As well as providing clarity and consistency about what is expected from all parties regarding manses the aim is to maximise the efficiency of their provision, maintenance and management. Reducing the frequency of purchase and sale, as well as sharing good practice in ongoing maintenance, will save money overall to the benefit of all concerned.

1.6 It should be remembered that Local Ecumenical Partnerships (LEPs) need to be alert to other relevant denominational guidelines when considering manse provision. Although all denominations have a similar formula, and other guidelines were looked at during this Review, it is important that LEPs are sensitive to the ecumenical dimension in applying these guidelines.

2
WEST MIDLANDS SYNOD CONTEXT
2.1
The remit of these Guidelines does not include an overall strategy for the siting of manses for current and future use, and where new ones might be required. However, it is useful to have a picture of the scale and quality of current provision so that there is an understanding of the overall context. Within the WM Synod the current (Sept 2013) manse provision is as follows.

Table 1: Manse Provision by Area & Denomination in WM Synod (Sept 2013)

	AREA
	URC 

MANSE
	METHODIST 

MANSE
	CHURCH OF 

ENGLAND MANSE
	TOTAL

	N Staffordshire
	3
	2
	0
	5

	Mid Staffs
	3
	2
	0
	5

	S Staffs & Black Country
	9
	1
	0
	10

	Shropshire
	7
	1
	1
	9

	Herefordshire
	2
	0
	0
	2

	Worcestershire
	4
	1
	2
	7

	Gloucestershire
	7
	1
	1
	9

	Birmingham
	14
	0
	0
	14

	Coventry & Warwickshire
	11
	0
	0
	11

	Surplus
	8
	-
	-
	8

	Total
	68
	8
	4
	80


2.2 The quality of these manses varies in terms of their location, standard of accommodation and current condition. Approximately 9 of the currently occupied manses are considered to be sub-standard and likely to be replaced at the change of ministry. The further 8 surplus manses are likely to be sold in due course and are being retained for letting in the interim. The Methodist and Church of England owned manses are included here for information since the URC church forms part of a Local Ecumenical Partnership.

2.3 Of the remaining 51 URC owned manses in the WM Synod, 28 are assessed currently as meeting the national Appendix D standard. The remaining 23 are generally satisfactory and should be retained but may need some work to bring up to the national standard.

3
ROLES AND RESPONSIBILITIES
3.1 Clarity as to who is responsible for what in relation to manses is important if misunderstandings are not to arise. The Synod Trust, church pastorate and the minister each have roles and responsibilities. The general roles and responsibilities are outlined below with greater detail set out in the following sections.

3.2 For Synod the principal role, exercised through the Synod Trust and Synod Trust Executive, is to ensure the proper initial provision of a manse in each pastorate by the provision of funds for the purchase of a new/replacement manse. In some instances when a house is purchased for use as a manse there will be a need for substantial upgrade before the manse is handed over to the church pastorate. This is subject to the availability of Synod funds for these purposes. The level of funding will be assessed on a needs basis in each case relative to existing dedicated funds/property in each pastorate. 

3.3 There may be occasions when a Minister does not require the provision of a manse because he/she already owns a home in the pastorate area or because he/she wishes to purchase their own home. In this circumstance an arrangement for the provision of a housing allowance under the provisions of the URC ‘Plan For Partnership in Ministerial Remuneration’ will be made. If an existing manse exists within the pastorate then the Synod Trust and the pastorate will need to decide if it is to be retained and let to a private tenant during the period of that ministry.

3.4 Synod Trust also has responsibility for ensuring that the overall manse stock is maintained to the appropriate standard. It will do this, working through the Synod Property Committee, by the publication of these Manse Guidelines, their review in the light of changing circumstances and by inspections. Each manse should receive a periodic inspection (every 5-10 years), arranged by Synod Property Committee, to ensure that its condition is maintained to the appropriate standard. These are currently funded by Synod Trust. These periodic inspections of manses are separate from quinquennial inspections of churches. 

3.5 Where a manse is being purchased agreement will be reached between the Synod Trust and the pastorate about the funding of work to bring the property up to the appropriate standard. Once the manse is provided at the appropriate standard it is then the responsibility of the pastorate to maintain that property at least to that standard. 

3.6 For each church/pastorate the principal role is one of ensuring that the standard of manse provision is maintained through a programme of regular actions and works, and ensuring that this is managed in an efficient manner. This will involve working with the Minister to resolve issues of maintenance, budgeting for periodic and unforeseen events, jointly reviewing the premises on a regular (at least annual) basis and keeping records of programmes, contractors and works. Where a pastorate comprises more than one church an arrangement will need to be put in place for jointly managing this whole process.

3.7 There may be occasions where major unforeseen repairs are required to a manse, which fall outside the scope of regular maintenance. As far as possible a pastorate manse fund should be large enough to cope with such remedial works. However, it is recognised that there may be a few occasions where Synod financial assistance is required.

3.8 Each Minister has a responsibility to ensure that their manse is maintained in good condition on a day-to-day basis, and to work with the church/pastorate to enable maintenance works to be carried out. It is expected that each manse will be kept in a clean and attractive condition so that visitors to the manse feel comfortable. 

3.9 Gardens should also be kept in a tidy condition by the Minister so that they do not cause a problem for neighbours or an undue burden for maintenance on the church/pastorate. 

4
STANDARD OF MANSE PROVISION


Location

4.1 The manse should not be located very close (adjacent or within sight) to a church in the pastorate since this has the potential to place unreasonable demands on the Minister and family. In general, a minimum of half a mile distance (easy walking distance) from a church is desired, though it is recognised that this might not be feasible in some situations due to the size of the settlement and the availability of suitable properties.

4.2 With pastorates usually having more than one church nowadays it will not be possible for the manse to be close to all churches. However, all manses (whether urban or rural) should be located with convenient access to schools, medical facilities and public transport. (Explanatory Note – the Minister may not be able to drive a private car and family members may not have access to a car. There may be occasions where church members who do not have access to a car will need to visit the manse).
4.3 In a rural setting, the manse should be located within a village or small town with good access to schools and medical facilities.

Size & Age

4.4 The size of a manse will inevitably vary according to the local housing stock and what is available. To a large extent the overall size of the building will be determined by the accommodation requirements set out below. It is assumed that a manse will normally take the form of a two-storey house, either detached or large semi-detached, since a bungalow is unlikely to be sufficiently large or cost-effective and a flat is unlikely to be large enough.

4.5 Older properties are more likely to have larger rooms which may mean a greater ability to meet the accommodation requirements without expensive extensions and/or alterations. However, older properties are thermally less efficient usually due to the use of solid walls pre-1950. Again a balance needs to be struck between size, adaptability and thermal efficiency when a manse is being sought for purchase.

4.6 Garden size cannot be a standardised feature but it will need to be recognised that a greater onus will be placed upon the Minister and church/pastorate the larger the garden.

Accommodation, Facilities & Fixtures

4.7 Central to these Guidelines is the level and nature of accommodation expected to be provided in manses. The starting point for this is the appropriate and up-to-date expectation of a Minister and his/her family from a home and working office, in which on occasion they are expected to receive church members and other visitors for small meetings. Table 2 sets out these accommodation requirements. 

Table 2:    Accommodation Requirements
	ELEMENTS OF ACCOMMODATION
	FACILITIES & FIXTURES
	EXPLANATORY NOTES

	Living room
	Curtain rail/blind

Light fitments
	Essential.

	Dining room
	Curtain rail/blind

Light fitments
	Desirable. 

It may be possible to use as a study but, where this is the case, there should be another reception room – but see conservatory.

	Kitchen
	Modern sink unit

Plumbing and power utility connections for kitchen equipment

Adequate storage units

Curtain rail/blind

Light fitments


	Essential.

Large enough to take multiple white goods. A smaller kitchen is feasible if there is a utility room.

	Study
	Curtain rail/blind

Light fitments

Telephone point
	Essential.

Must be downstairs, except in extreme situations where the local housing stock dictates otherwise, but in this case there must be 4 bedrooms.

It needs to be accessible by visitors without passing through reception rooms if at all feasible.

Needs to be able to accommodate a large desk, computer equipment, storage of books and papers, and be large enough for Minister to meet with two visitors.

	Bedrooms
	Curtain rail/blind

Light fitments
	There must be a minimum of 3 bedrooms of which 2 should be double rooms. If the study is located upstairs there should still be 3 bedrooms, including two double rooms. Normally, bedrooms will be upstairs.

	Toilets
	Toilet

Wash-basin

Curtain rail/blind

Light fitment
	Downstairs toilet is essential and ideally this should not require access through living areas.

Upstairs toilet essential but need not be separate from bathroom.

En-suite toilet/bathroom is not essential.

	Bathroom
	Modern bathroom fitments

Bath, Shower fitment

Curtain rail/blind

Light fitment, extractor fan
	Must contain a bath.

Showers should be regarded as ‘standard’, but a shower over the bath is acceptable.

	Storage
	
	Rooms sufficiently large to accommodate storage requirements.

Garage may be used for storage if it is large enough and there is sufficient off-road parking space.

	Garage/Parking
	
	A garage is ideal, though a car port is acceptable, plus a minimum of 2 off-road parking spaces (3 if no garage or car port) in order that meetings can take place. Somewhat dependent upon level of on-street parking in neighbourhood.

	Conservatory
	
	Not essential, but in some circumstances can help meet the minimum standards for living accommodation.

	Garden
	If there is no garage or car port space which can accommodate storage requirements (e.g. bicycles, lawnmower, tools) then a secure shed is needed.
	Should be designed to be manageable and not cause nuisance to neighbours.

Paths and paved areas need to be in safe condition.

Boundaries to the rear and side must be secure for inhabitants including children.


4.8 Special Needs. Easy access to, and around, the manse for the Minister, family and visitors needs to be carefully considered. “Lifetime Standards” of provision (such as level access, doorway width for wheelchair access, ability to accommodate a stair-lift, ability to install a walk-in bath, etc.) need to be taken into account, and may need to be installed. Where the occasion arises for adaptations, at the outset or during a Ministry, a special grant from Synod will normally be provided.

4.9 Energy efficiency is a key aspect of manse provision and every effort to optimise this should be taken. Central heating and water heating system is essential with sufficiently large radiators in all habitable rooms. Boiler programmer and central thermostat are also essential, preferably with thermostatic radiator valves so as to control the temperature efficiently in each room. Roof insulation and lagged pipes should minimise heat loss and danger of frozen water damage. The appropriateness and type of wall insulation will be dependent upon the detailed construction of the building and professional advice will be necessary. Double glazing is very desirable for efficient heating of the manse, although there may be individual windows where this is not appropriate.

4.10 Safety & Security. Locks on all external doors should be 5-lever and comply with appropriate British Standards, since this will be a requirement of house insurance. All ground floor windows, and ideally first upper level windows, should have locks. Outdoor lighting around the manse needs to be considered relative to the perceived risk of burglary and the level of street lighting in the vicinity. Casual visitors to the manse must be able to see, and be seen, when it is dark. Security lighting with passive infra-red detectors should be provided at appropriate points. A modern burglar alarm should be strongly considered and, where one is installed, this should be done professionally. 

4.11 Smoke detectors/alarms are essential to reduce the risk of fire/smoke causing injury to inhabitants. Ideally, these should be hard-wired so that there is no need to replace batteries (except re-chargeable back-up batteries) and is best installed during a house renovation/rewiring. At least one detector/alarm should be carefully positioned on each storey. Carbon monoxide detectors/alarms should also be installed in manses in line with the recommendations of a Gas Safe Registered engineer. This will normally require a monitor to be placed in the same room as a gas-fired heater or solid fuel open fire and where the boiler (gas or oil-fired) is situated in a bedroom or sitting room.

4.12 Electrical wiring needs to meet current electrical safety requirements. Electrical sockets need to be sufficient to meet modern demands for electrical equipment in the home and to minimise the need for extension leads and adaptors. (See also maintenance.)

4.13 Insurance is an important aspect of ensuring the integrity of a manse. The church/pastorate is responsible for buildings insurance while the Minister is responsible for contents insurance (see also Plan for Partnership).

4.14 Communications connections for telephone and broadband are essential. TV aerial & socket(s) should be provided. Freeview TV should be provided and this can be through aerial or satellite dish. Pay TV connections are at the discretion of the Minister.

4.15 Furnishing a manse is the responsibility of the Minister with the exception of carpets (where needed) which should be provided by the church/pastorate. Previously laid carpets/flooring in good condition should be retained where this is feasible.

5
PURCHASING A MANSE
5.1 The purchase and sale of a manse is a major item of work for the church/pastorate, and needs to be undertaken with great care and in close liaison with the Synod Trust. The ability of a house to provide the accommodation needs set out in section 4, with or without substantial adaptation, will be the major determinant as to whether a house is suitable for purchase or retention as a manse. Suitability of location will also be a factor to be taken into account. 

5.2 In considering the accommodation requirements which a prospective house can provide it is likely that a compromise will need to be made. This is why some features are identified as being essential while others are not. Even with essential features some compromise may be necessary in order to actually provide a manse in a suitable area. Therefore, each case will ultimately be a question of judgement made between the Synod and the church/pastorate, but these Guidelines should assist in that judgement process.

5.3 If a house is considered to be capable and well located to act as a manse then its value for money needs to be considered. Such factors as the following will need to considered:

· present condition 

· the extent and cost of bringing it up to standard

· capability of adaptation, now and in the future

· long-term maintenance issues

· likely running costs.

The question needs to be asked as to whether, if the house is purchased and brought up to standard, will it be possible to recoup the overall investment if it needs to be sold in future, or will it exceed the market value of properties within the neighbourhood.

5.4 A full professional survey must be obtained prior to purchase and this should be carefully assessed when making a decision about whether to proceed with purchase. Structural condition is the main issue to be considered, including such matters as condition of roof, walls, gutters, plaster, glass, drainage, mains services, woodwork and ventilation. Symptoms indicating structural problems (such as ground heave) need to be thoroughly investigated. Decorative condition should be assessed but redecoration is relatively inexpensive compared with structural repairs.

5.5 Once a manse has been purchased and brought up to the appropriate standard it is vital that the full value of the property is insured with a landlord buildings insurance policy. If there are major changes and adaptations to the manse the insurer needs to be informed. When a pastorate is in vacancy it is vital that the insurer is informed and that their requirements are followed to ensure continuity of insurance cover. Contents insurance is the responsibility of the Minister. (See also para. 6.12.)

6
CARE, MANAGEMENT & MAINTENANCE

General Repair & Maintenance
6.1 Once a manse has been created in a suitable initial condition it is the responsibility of each church/pastorate to maintain the property in that condition. There is also a responsibility upon the Minister to carry out normal day-to-day care in terms of such matters as keeping the property and garden in a clean and tidy condition. It is important that an identified contact person is identified between Minister and church/pastorate.

6.2 Each church should put in place manse maintenance arrangements in terms of oversight arrangements and budgetary provision. Where the church is part of a multi-church pastorate this will mean coordinating these arrangements between those churches so that each contributes according to their abilities and resources. A small and focussed manse team, comprising representatives from each church, needs to operate as the decision-makers. The frequency of meetings of a manse team will depend upon the local circumstances and the condition of the manse at any given point in time. At the minimum there should be an annual meeting of the team to ensure that annual maintenance is up-to-date and to identify any emerging items of work and expenditure. An annual joint review of the manse should also take place, naturally with the Minister present so that he/she can identify any issues which need to be addressed. A checklist of items which such annual joint review meetings might consider is added at the Appendix.

6.3 The outcome of these meetings will be an ongoing work programme for each manse to include:

· programmed work to be done on an annual basis, such as boiler servicing, gas safety check and portable appliance tests (PATs)

· cyclical work such as five-yearly electrical safety tests and occasional redecoration

· pre-programmed major repairs or replacements of major building elements, such as windows, heating boilers and fence/gate replacement.

Funding for each of these categories of repair and maintenance needs to be budgeted for by the church/pastorate, preferably by the establishment of a ring-fenced maintenance budget which is added to on a monthly or annual basis to ensure a manse budget with reserves capable of meeting these needs.

6.4 Synod Property Committee will keep an overall watching brief of all manses to ensure that they are kept up to standard and thereby protect the investment which has been made. This may mean that a manse will receive an occasional visit by the SPC manse team, but in all cases there will be a manse periodic inspection undertaken by a professional surveyor and funded by Synod. 

6.5 A list of competent local trades-people should be kept for all repair and maintenance expenditure in the form of a standing contractors’ list. This is usually derived from obtaining quotations from a variety of trades-people and identifying high performance over time. It may be that each church has a list already, derived from long experience of church maintenance, and this is a useful quick way of moving forward. Such lists should not be static however and from time to time each contractor will need to be re-tested against the competition. However, better value and performance is likely to result from a good working relationship built up with such contractors. The standing list should be made available to the Minister so that he/she will know who to contact in the event of an emergency arising.

6.6 In some instances a church/pastorate may undertake certain maintenance works “in house” in order to save costs. If this does take place then it is important that any applicable regulations are complied with and that the works are done to a professional standard.

6.7 It is vital that proper records are kept of all repair and maintenance work connected with the manse. These records will include insurance documents, invoice receipts for work undertaken and guarantees where appropriate.

Safety & Security
6.8 The provisions of the current government Gas Safety (Installation & Use) Regulations must be followed by ensuring that all gas appliances (gas central heating boilers, gas fires, gas hobs and cookers, etc.) are checked and serviced annually by a competent person (i.e. holding ‘Gas safe’ registration). 

6.9 Electrical installations (e.g. wiring, switches, consumer units, etc.) must be tested at least once every 5 years by a competent person (NICEIC registered contractor). Current thinking is that house wiring should be replaced after approximately 25 years.

6.10 Portable electrical appliances provided by the church/pastorate (e.g. computer, printer, etc.) should be tested annually (PATs) by an appropriately qualified person.

6.11 Smoke detectors/alarms, and any other alarms installed such as burglar alarms and carbon monoxide detectors/alarms, should be regularly tested and batteries replaced according to the manufacturers’ instructions. Where a burglar alarm is installed this should be on a maintenance contract.

6.12 Lapses or no evidence of these safety requirements may invalidate the manse insurance cover.

Grounds Maintenance

6.13 General garden maintenance (mowing lawns, weeding, etc.) is the responsibility of the Minister while the repair of fences, gates, trees and driveways are the responsibility of the church/pastorate. Where the garden is large the church/pastorate should consider paying for occasional (annual or twice-yearly) maintenance of trees and shrubs so that they are kept in manageable condition. The specific arrangements should be written into the terms & conditions at the start of a Ministerial appointment.

Capital Expenditure Schemes
6.14
There will be occasions during the life of a manse when the initial standard of accommodation will have deteriorated. Kitchens and bathrooms in particular are likely to need upgrading after many years of use. Standards of provision also change over time, as well as regulations for installation. This should be taken into account by the church/pastorate when setting the manse budget and ensuring that there is sufficient provision over the long term through a “sinking fund” for these capital schemes. 

7
VACATING AND SELLING A MANSE
7.1 When a manse is being vacated at the end of a Ministerial appointment it is the responsibility of the Minister to clear the property of possessions and, if any “personalisation” of decoration has taken place, to restore the decoration to its original neutral design.
7.2
Selling a manse may be necessary for a variety of reasons. However, sale and re-purchase of another manse should be minimised as far as possible since this is a costly process. If sale is necessary, and these Guidelines are followed, then the process should be made easier since the property should be in sound condition having been well maintained, and in a location where good amenities exist and its value is commensurate with local house prices. 
7.3
Responsibility for sale rests with Synod and church/pastorate jointly.  Valuation from at least two estate agents is recommended to ensure that best value is obtained from the sale.

8
LETTING A MANSE
8.1 There are also a number of circumstances in which the letting of a manse is necessary. A Minister may already own a house in the area or may wish to buy one, and receive a housing allowance instead of a manse. In this circumstance it may be prudent to ensure the long-term provision of a manse for the church/pastorate (beyond the term of a particular Minister) and to let the house in the meantime. This letting may be to a person family unconnected with the URC, or may be a separate appointment such as an Evangelist or Area Minister. In the latter situation the Synod will normally manage the manse for the duration of the appointment.

8.2 In a vacancy, permission will be required from Synod to enter into a tenancy. Issues concerning the timescale for a appointing a new Minister, and the condition of the manse, will be taken into account. For pastoral reasons it is not good practice to enter into letting agreements with church members. Synod solicitors will need to draw up tenancy agreements.

8.3 In the situation where a house is let on a temporary basis on the open market then the services of a commercial letting agent is essential. Such an agent will understand the legal issues and responsibilities involved, have an understanding of the local letting marking and be able to advertise to a wide clientele. The normal letting contract will be for 6 months in the first instance, with due notice applicable to both parties, after which a periodic tenancy is recommended. Restrictions to the tenancy also need to be considered, covering such issues as: -

· housing benefit claimants

· school-age children

· smoking 

· animals/pets 

since these factors can affect the ability to regain possession of the property or the costs of its refurbishment. 

8.4 The extent to which the letting agent inspects the property needs to be considered carefully since this will affect the fee charged. However, frequent external inspection and occasional internal inspection will have a greater chance of maintaining the quality of the property and resolving issues early which may save more money in the long term.

8.5 The letting agent should be required to consider annual rent reviews. This avoids rents falling behind market values, maximises income for the pastorate and ensures that Synod complies with Charity law to achieve best value. 

APPENDIX 1

Checklist for Annual inspection by pastorate, with Minister present

Pastorate: ....................................................................................................................................... 

Address of Manse: ..........................................................................................................................

Date of inspection: .........................................................................................................................
	GENERAL
	COMMENTS

	State of decoration of all rooms including hall, stairs and landing.
	

	State of floor covering of downstairs rooms. 

          
	

	Check smoke alarms working.


	

	Check carbon monoxide alarms present, if appropriate, and working.
	

	Are there 5 lever locks to all external doors?

 
	

	Are there working locks to all windows?


	

	Is there any sign of internal damp?


	


	KITCHEN/UTILITY ROOM
	COMMENTS

	Are all electrical appliances (provided by church) in good working order?
	

	Is the plumbing satisfactory – e.g. no leaks, blockages etc?
	

	Are the units in satisfactory condition?


	

	Is there a fire blanket?


	


	CLOAKROOM
	COMMENTS

	Do fittings function properly?
	

	Is the sanitary ware in satisfactory condition?
	

	Is the extractor fan in working order (if fitted)?
	


	BATHROOM (AND EN SUITE IF PRESENT)
	COMMENTS

	Do fittings function properly?


	

	Is the sanitary ware in satisfactory condition?
	

	What is the condition of the shower?


	

	Is the extractor fan in working order (if fitted)?
	


	EXTERNAL
	COMMENTS

	What is the condition of brickwork and pointing?
	

	What is the state of the guttering – e.g. any blockages, leaks, growths?
	

	What is the condition of the external paintwork?
	

	Are fences, walls, drive and gates in satisfactory condition?
	

	Is the garden maintained to a satisfactory standard?
	


Check any maintenance contracts are up to date, including servicing of gas boiler (if present).

======

Check with Minister if there are any problems that need attending to, that may not have been picked up during the above inspection.

Comments:-

Signed: .........................................................................
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