The Parish of Horndon, Orsett and Bulphan

Role Description — Refreshment Helper/Open Church Steward

HORNDON = ORSETT = BULFHAN

Role description reviewed and ratified at a PCC meeting on 22" July 2025

This Role description must be given out during the induction process and signed for before commencing
the role. A copy of the signed Role description to be retained centrally by the Parish and a copy given to
the individual.

Rector or Churchwarden Individual

Responsible to:
The Churchwardens and through them to the Rector

Person specification:
e To reflect the love of God
e To support the Ministry and Mission of the Church
e To uphold the Vision and Values of the Church and support the Rector.
e To maintain confidentiality and share any concerns with the Rector.

Safeguarding:
e Toread and adhere to all aspects of the Parish Safeguarding Policy
e To complete a Parish Form, providing 2 references, and a Confidential Declaration Form before
commencing the role.
e To undertake an enhanced DBS check if required.
e To complete on-line Basic and Foundation safeguarding training, must be retaken every three
years.

Key roles and responsibilities:

e To comply with the Parish Food Hygiene Policy, as attached.

e To follow Eco-Church guidelines (e.g. by using crockery cups and plates) and develop this in
consultation with the PCC.

e To display a notice, as stated in the Food Hygiene Policy: ‘We cannot guarantee that any of our
food is free from allergens.’

e For Open Church tables and chairs could be taken outside

e To arrive at least 15 minutes before the beginning of a service/session to set up.

e To ensure that Fairtrade tea, coffee and sugar is used and other Fairtrade products where
possible.

e To give a completed expenses form and receipts to treasurer for anything you buy

e To leave the service five minutes before the end to ensure that refreshments are ready at the
end of the service.

e To tidy and washup at the end

e To wash and iron tea-towels and returning them to church promptly.

e To chat to people

e To make the collection pot/jar is available for any donations that may be given.

e To ensure that money is counted with another person, from a different family, the amount must
then be recorded on a record sheet and the money put in the safe.
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