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APPROVED DIOCESAN EMERGENCY CONTRACTOR TELEPHONE 
NUMBERS: 
 
 
 
The Diocesan Office has a number of contractors who are approved to 
carry out emergency work at all of its properties. 
 
In the event of an emergency occurring at your home, please try to contact 
one of the numbers below. 
 
 
 
Plumber or heating engineer: 
Ray Noyce          01366 377583      or mobile:  07801 768722  
 

 
Boilers: 
Ray Noyce         01366 377583      or mobile:  07801 768722        or 
Jamie Noyce:  07801 768724 
 
Gas Leaks Only 
Transco 0800 111 999 
 
Electrician:   
Harnwell Electrical                01945 773207 

 
 

General emergency work:  
Richard Langridge                                  mobile  07912 843220 

 
 

Blocked drains:    
Drain Doctor                          0800 056 0088 
 
Emergency locksmiths: 
Cambs Lock & Safe 01223 353077 
 
 
Emergency Surveyor’s Department  01353 652704 
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    PREFACE 
 
Welcome to the Diocese of Ely 
 
This booklet attempts to provide you with all the information you should ever 
need whilst living in Diocesan property.  It contains the Houses Committee Policy 
Documents, emergency contact details and general information, all of which are 
regularly updated.   
 
Please take time to read through and keep it in a safe place for handy 
reference. 
 
The role of the Surveyor’s Department is to provide an efficient service to all its 
occupants on a day to day basis.  Although we try our best to make sure that the 
implementation of general repairs and maintenance work goes smoothly, if you 
do experience any problems or issues, please let us know.  Equally, If you have 
any queries or questions, please feel free to contact us.  We are here to help! 
 
We hope you enjoy living in your home for many years to come. 
 
 
SURVEYOR’S DEPARTMENT 
 
Website: www.ely.anglican.org/information/clergy_housing/index.html 
Fax: 01353652745 
 
Diocesan Surveyor:   
 
Stephen Layton  
diocesan.surveyor@office.ely.anglican.org  
Tel. 01353 652704     
  
 
 
 
Secretary:  
 
Stella Green                           
stella@office.ely.anglican.org  or 
parsonages@office.ely.anglican.org  
Tel. 01353 652704 
                                                              
 
 
Administrative Assistant:  
Lettings/Investments/Glebe  
 
Jon Green  
jon.green@office.ely.anglican.org  
Tel. 01353 652726                                    
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In brief, the Surveyor’s Department aim is to achieve the following: 
• To be continuously aware of the special relationship between the clergy and 

their housing. 
• Maintain a corp of independent contractors who are known and trusted by 

the clergy, their families and are sensitive to their needs. 
• Maintain clergy housing to the highest standards possible (within the 

constraints of budget restrictions). 
• Ensure that the retained housing stock is responsive to the changing 

requirements of the Diocesan Pastoral Plan. 
• Ensure that the Diocesan Surveyor’s Department constantly and 

consistently monitors and improves the service it offers. 
• Provide “best practice” and “value for money” in the evolution of the 

department. 
• Form part of a team forwarding the mission and ministry of the Diocese. 
 
The Department continues to work on; 
• ensuring full compliance with all current Houses Committee policies 
• improving effective communication with clergy and contractors, thus 

ensuring knowledge and accessibility of policy 
• ensuring that an approved complaints procedure is in place to deal with 

criticism of either the work of the Department or its contractors and to 
ensure that it is handled in a sensitive way 

• to continuously monitor performance and expenditure in terms of value for 
money and adequacy 

• to continue to consider and recommend to the Houses Committee 
improvements to policies and procedures 

• to develop communication between the Bishop’s Team, other Diocesan 
departments and the Surveyors Department 

• to continue to evaluate the existing contractor pool 
• to aid the Houses Committee’s decision making process by providing 

accurate and relevant data 
• to take away from the clergy the burden of property maintenance 
• to seek ways of harmonising areas of policy between dioceses in order that 

in-coming clergy are aware of what is “expected provision” by this Diocese 
and what are their own responsibilities (i.e. floor finishes, cookers, 
decorating, etc.). 

 
 
 
 
COMPLAINTS PROCEDURE: 
 
 
1. If the response to a request, or the method or manner of the Sub 

Committee’s work is not to the satisfaction of the clergy, please write to 
your Archdeacon, who will discuss the matter further. 

 
2. Clergy may also ask that their complaint be brought before the Houses 

Sub Committee or may also refer to the members elected by their 
archdeaconry, whose names are listed on page 31. 

INTRODUCTION  BY THE CHAIRMAN OF THE HOUSES COMMITTEE 
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Chairman: Revd Canon P M Griffith 
 
As Chairman of the Houses Sub-Committee of the Diocese, I would commend 
this booklet to you and encourage you to read the entire contents. In particular 
please refer to the telephone numbers to be used in an emergency. 
 
Our terms of reference state that the Committee “is responsible for maintaining 
the Diocesan stock of clergy houses in such a way as to a) preserve their long-
term fitness for use and asset value and, b) provide a service to the satisfaction 
of those who live in them.”  
 
We have attempted to fulfill this role by building a partnership with all those who 
live in our houses.  Over time, policies have been developed and improved to 
ensure the duties of the Committee are carried out as effectively as 
possible.  This includes a visit to all clergy who are leaving a house, to talk about 
how suitable they have found the house and a full day out for the whole 
Committee each year to inspect recently completed building projects. The feed-
back from these visits continues to influence the Committee as it seeks to 
improve its service and the quality of our housing stock. 
 
In addition, we are active in disposing of unwanted property and buying or 
building new ones.  The pastoral ministry of the Church requires us to do all we 
can to ensure that we have a stock of houses that are in the right place, provide 
the right sort of accommodation and are maintained in the right condition. 
 
We live in a high growth area of the country and building costs are high and 
increase each year considerably faster than inflation. In this situation careful 
financial management is essential and the Committee, by the policies it has 
developed and by the professionalism and effectiveness of the Surveyor’s 
department and its outside architects, does its utmost to make every penny 
count.  
 
The total budget for housing repairs and maintenance for 2010 is over £600,000 
and the largest proportion of this money comes from Ministry Share. It is 
therefore in everyone’s interest, and I write as a parish priest myself, that we 
achieve the best results in everything we do. As steward of one of the Church’s 
costly assets for a few years, you can make a big contribution to the financial 
challenges we face by doing all you can to look after your house and follow the 
guidelines in this booklet. Can I please encourage you to do so. 
 
Our Diocese believes that its stock of clergy houses is one of the best in the 
Church of England and we seek to build the best possible partnership with you, 
so that concerns about housing will not deflect you from your ministry in the 
Church. 
 
Thank you for your support. 
 
 
Canon Malcolm Griffith 
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FREQUENTLY ASKED QUESTIONS - (Revised February 2010)    
 
The next section of this document offers a list of Frequently Asked Questions, 
based on those regularly answered at the Diocesan Office. 
 
The list is divided into four main areas: 
 Internal 
 External 
 Moving into your Home 
 Moving out of your Home 
 
1. INTERNAL HOUSE: 
 
a. Internal Decorating: (See also 3 "Moving into your Home") 

 
Q. What decorating can I do? 
 
A. The house is your home and, like any home, you can carry out any decorating 
you wish.  However, at the same time we would remind you that the house will 
also be occupied by your successors in office.  Using wallpaper or very strong 
coloured paints will make redecoration more difficult and expensive for clergy 
coming to the house after you. 
 
We recommend that any decorating you carry out accommodates a scheme 
using pastel colours.  We would be grateful if you kept all the ceilings and any 
gloss work in your house to brilliant white paint.  You are not permitted to apply 
any textured paint finishes to ceilings and walls.  We will not sanction painting 
your kitchen units or utility room units. 
 
The Houses Committee is able to offer up to £100 per year decorating grant to 
help cover the cost of decorating materials or labour.  To apply for the grant, 
please send a letter and accompanying relevant receipt to the Diocesan 
Surveyor.  You must confirm that the house has been decorated in accordance 
with Diocesan policy. 
 
 
b. Floor Finishes: (See also 3 "Moving into your home") 
 
Q. What type of floor finishes will I need to provide myself? 
 
A. The Houses Committee is unable to provide floor finishes to rooms other than 
“wet areas” (kitchen, utility room, cloakroom, etc), the study, hall, staircase and 
landing.  See also section 3. Moving Into Your Home.  We would request that 
you do not lay materials (other than carpet) without first discussing the matter 
with the Diocesan Surveyor.   
 
Should clergy require help in choosing suitable carpets, the recommended 
Diocesan suppliers have a wide range of carpets to select from.  Please call the 
office if you require contact information. 
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c. Cat and Dog Flaps: 
 

Q. Am I able to have a cat or dog flap fixed through one of the external 
doors? 
 
A. Where permitted, cat and dog flaps may be fitted through external doors only.   
It is the responsibility of the clergy to pay for both the cost of the cat/dog flap, 
and the cost of installing such a flap within the external door. 
 
We will also require that you pay for the cost of the future reinstatement of the 
door panel/door structure in advance of the work being carried out.  Any work 
must be carried out by a contractor approved by the Diocesan Office. 
 
As with any other structural alteration to the house, no cat/dog flap can be 
installed without the written prior consent of the Diocesan Surveyor. 
 
 
d. Kitchen Appliances: 

 
Q. Are any kitchen appliances provided in diocesan houses? 
 
A. The Diocese does not provide or maintain any kitchen equipment (“White 
Goods” or cookers) within its houses. 
 
Where a property has been purchased complete with built in kitchen equipment, 
the following policy has been adopted: 
 
i. Unless otherwise agreed, when the Diocese purchases a house (and prior 

to your occupation), work will be carried out to remove and make good 
kitchens which accommodate built-in “white” goods. 

ii. The cost of repair to existing built-in “white” goods and cookers rests with 
you.  If you are not willing to accept the cost of such a repair, then the 
Houses Committee will carry out necessary alterations to the kitchen layout 
to accommodate your own appliances, thus securing an equitable future 
kitchen layout. The Houses Committee will pay for the removal of the 
existing white goods and cookers. 

 
 
e. Home Improvements: 

 
Q. Am I able to request any improvements to my home? 
 
A. The Diocesan Surveyor’s department holds on its database a facility for 
recording requests made by clergy.  The database holds information about work 
which, through budgetary constraints, or through prioritisation, we are unable to 
implement immediately. If such a request is made, you will receive a letter 
identifying the scope of the work, the priority it has received, together with a 
reference number which can be used when contacting the office at a future date. 
The items still remaining on the database at the end of a financial year are given 
a priority, are cost evaluated and incorporated into future budgets as considered 
appropriate. 
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Q. Am I able to remove or alter any fixtures and fittings in my home? 
 
A. All fixtures and fittings included in your home are part of the fabric of the 
parsonage.  If you would like to alter or replace any these items, please write or 
e-mail the Diocesan Surveyor before attempting any alterations. 
 
 
f. Electrical Wiring and Equipment: 
 
Q. What is the policy regarding electrical equipment and wiring within a 
parsonage house? 
 
A. All electrically operated equipment owned by yourself is your responsibility.  
Its general safety and adequacy should be checked on a regular basis.  It is 
important to note that faulty appliances can seriously affect residual current 
devices (the small switches in the consumer unit – these devices have replaced 
traditional wired fuses), the result of which will mean that your electricity supply 
will be cut. 
 
Your home’s electrical circuits are tested to NICEIC standards either at the time 
of a quinquennial inspection, or that of in-going works.  Where general electrical 
routine problems are encountered suggesting further investigation, an additional 
test is carried out at that time.  The recommendations and standards of the IEEE 
have been adopted.   
 
It is essential to remember that under no circumstances should the electrical 
wiring, or its associated equipment (switches, power sockets, ceiling roses etc), 
be altered or tampered with by yourself, members of your family, or any 
unauthorised person. Under new legislation such work would be illegal. It is 
important to remember that the above requirements include electrical equipment 
in gardens. 
 
Computers: 
Recent experience has shown that, where more than one computer is operated 
within a household and all computers are attached to surge protectors, there 
exists a possibility that your power supply can be cut as a result of the residual 
current devices being tripped.  It is recommended therefore, that prior to calling 
the office about lack of electrical power, that you first of all unplug computers and 
check that the relevant RCD switch is enabled. 
 
It is a sobering fact that in 2004 17% of all fires in homes in England and Wales 
were caused by electrical faults.  As a result of those associated fires, 11 people 
were killed.  A further 21 deaths occurred in homes as a result of electric shock.  
 
It is recommended that all electrical equipment, used outside your home, should 
be protected by your own plug incorporating a residual current device.  It is 
important to ensure that you use the equipment in accordance with the 
manufacturer’s instructions.  
 
When wiring a plug connected to your own equipment, ensure that it is wired 
correctly.  Under the latest wiring specifications, the “yellow and green” wire is 
fixed to the “E” (earth) terminal, the “blue” wire to the “N” (neutral) terminal and 
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the “brown” wire to the “L” (live or line) terminal.  If your wires do not match the 
above colour codes, please check with the Diocesan Office prior to connecting 
your appliance. 
 
 
g. Security Alarm Systems: 

 
Q. Does the Houses Committee provide security alarm systems? 
 
A. With the exception of recently built parsonage houses, we do not provide 
security alarm systems within our properties.  However, where in the opinion of 
the appropriate Archdeacon and the Diocesan Surveyor, the house is regarded 
as being sited within an area subject to higher levels of crime, or is considered 
vulnerable, security alarm systems can be considered for installation, subject to 
the approval of the Houses Committee. 
 
If your house has been provided with a security alarm system it is important to 
remember that the responsibility and payment for its repair and maintenance 
rests either with yourself or your parish and it is recommended that a system be 
serviced every six months.   
 
 
h. Telephones 

 
Q. Who pays for my telephone? 
 
A. We ensure that a British Telecom main telephone line services the house.  
However, the cost of rental for a telephone line and equipment rests with yourself 
or your parish.   
 
If you feel that you require additional telephone sockets within your house (over 
and above those already installed), the cost of supply of the additional wiring and 
equipment must be met by yourself.  However, prior to any authorisation, it is 
necessary to agree any work with the Diocesan Surveyor.  
 
For the purposes of parish stationery and Diocesan directories, etc., we attempt 
to retain a telephone number with the property for the life of the house as a 
parsonage house.  Therefore, when you leave your home, would you please 
ensure that your telephone service provider retains your telephone 
number. 
 
 
i. Boilers and Heating Systems: 

 
Q. Who pays for servicing my boiler? 
 
A. The Houses Committee enters into contracts with heating engineers who 
carry out the servicing of your boiler on an annual basis.  When your boiler is due 
for a service, you will receive a telephone call from the contractor, who will 
arrange a convenient appointment with you.  At the time of the inspection, you 
will be issued with a “Landlord/Homeowner Gas Safety Record”, which you 
should retain. 

9 



At the time of the service, please mention to the contractor any additional minor 
plumbing work that can be carried-out at the time of the boiler servicing (i.e. 
minor radiator problems, such as thermostatic controls, the boiler programmer, 
tap washers, etc.) 
 
The Houses Committee does not service your gas cooker, or provide gas safety 
certificates relating to any of your own gas appliances. 
 
Q. What happens if I run out of Heating Oil? 
 
A. Please ensure that you keep a regular check on the level of oil in your storage 
tank.  Many heating oil providers will now offer you a service, whereby they will 
check the level of oil in your tank and “top it up” if necessary.  If you feel that the 
sight gauge is giving an inaccurate reading, please contact the Diocesan 
Surveyor's office as soon as possible.  The Houses Committee cannot accept 
responsibility for damage to heating systems as a result of clergy running out of 
heating oil.  Under these circumstances the Diocesan Office will invoice you 
for the full cost of the contractor’s work. 
 
 
j. Chimney Sweeping: 

 
Q. Who pays for sweeping my chimneys?  
 
A. The cost of sweeping a flue is the responsibility of clergy.   
 
It is important to regularly sweep flues in order to ensure that there are no 
blockages (i.e. from bird’s nests, etc.) following the spring/summer period.  
Further, you should use competent contractors, possibly someone with a 
recommendation from residents within your parish. 
 
 
k. Wall Tiles: 

 
Q. Am I allowed to change wall tiles, or to paint them with a proprietary 
paint? 
 
A. It may be that you do not like the style or colour of wall tiles within your house.  
Our current policy is to provide wall tiles which are comparatively neutral, but 
also provide some variety either in texture, or in colours.  However, wall tiles 
which are in a good condition, may not be replaced or painted.  

 
 

l. Curtains and Blinds: 
 
Q. Who provides curtains and blinds in my home? 
 
A. All curtains and blinds are your own responsibility.  Existing blinds will not be 
replaced from the Houses Committee budget.  We do not provide replacement 
specialist blinds to roof lights. 

 
 

10 



Q. What can I store within the roof? 
 
A. We try to discourage storage within the roof void for two significant reasons.  
Firstly, roofs are designed to receive light loads, mainly for access or properly 
designed water tank platforms.  This is particularly significant where the house is 
a more modern structure where prefabricated roof trusses have been used.  If 
heavy goods are stored (or lighter ones in high piles), then significant damage to 
ceilings (and even the roof structure itself) can occur. 
Secondly, with modern levels of roof insulation (up to 270mm) it is necessary to 
maintain the same thickness of insulant over the whole of the roof void.  By 
allowing storage over the insulant, you are significantly decreasing its 
effectiveness and ensuring that your heating bills are higher than necessary. 
 
 
m. Glazing to Windows & Doors: 
 
Q. Who is responsible for accidental damage to glass in windows and 
doors? 
 
A. Damage to windows and doors is covered under the Board’s block buildings 
insurance policy.  Occupiers will be asked to meet the “excess” of any claim to 
replace broken glass.  The current excess on the policy is £250.  This means 
that you will be expected to pay for the full cost of any breakage up to £250.  
However, you will not be expected to pay for broken seals on double glazed units 
or structural related damage.  

 
 

2.  EXTERNAL HOUSE: 
 
a. T.V. Aerials: 

 
Q. Does the Diocese provide T.V. aerials? 
 
A. The Houses Committee installs and maintains the main terrestrial television 
aerial and existing aerial sockets within a house.  We do not supply additional 
television points.  Where an existing aerial needs replacing, we will be able to 
upgrade the aerial to a digital unit. We are unable to upgrade aerials where the 
existing unit is in working order. 
 
If it is your intention to install additional television sockets within your home, it will 
be necessary for you to obtain the prior consent of the Diocesan Surveyor.  All 
work will be carried out at your own expense by approved contractors.   
 
Many families enjoy watching programmes delivered by satellite and cable 
television stations.  The erection of a satellite dish is an essential part of the 
installation and we would ask that the dish is placed in an unobtrusive position 
that will not cause structural defects, or encourage the ingress of surface water.  
It should be remembered that satellite dishes often require planning permission 
prior to erection, particularly in Conservation Areas and where your home is a 
listed building.   
 
Where a cable company’s installation is agreed, it is essential that you ensure 
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that the cable company makes good any disturbance to a driveway, garden and 
wall areas. The way-leaves will need to be agreed by the Diocesan Surveyor and 
will be at the cost of the occupier and any documentation will be required to 
contain sketch drawings identifying the line of way-leaves and the position of 
aerials.  These documents need to be held at the Diocesan Office.   
 
 
b. Security Lights: 

 
Q. Who replaces bulbs in external security lights? 
 
A. Where external security lights exist in parsonage houses, clergy are 
responsible for changing the light bulbs.  It is important to replace a bulb with an 
identical unit to that which exists.  If damage to the light fitting occurs as a result 
of an inappropriate bulb, the Diocesan Office will be unable to refund cost of a 
new fitting.  If help is required in identifying the type of bulb needed, please 
contact the Diocesan office.   
 
When changing bulbs it is important to use adequate ladders. The work should 
be carried out in conjunction with another person giving support and stability to 
the bottom rungs of the ladder.  

 
 

c. Drains: 
 
a.  Blocked Drains 
 
Q.  My drains are blocked  
 
A.  Over the past few years we have experienced blocked drains caused by 
materials other than toilet paper being flushed through the w.c. i.e. baby wipes, 
nappies, sanitary items.  Such blockages can be severe and cause significant 
disruptions to households whilst the problem is being remedied.  Therefore, 
please ensure that only proprietary toilet tissue is used.  
 
(See also Diocesan Clergy Handbook where; 
 
 “Clergy are expected to be responsible for: 

clearing blocked drains and waste pipes;…….”) 
 
If the Diocesan Office is requested to clear a blocked drain, then please be 
aware that the cost of any such work will be borne by the occupant, should the 
problem be on which has been caused by “misuse”.   
 
 
a. Cesspools/Septic Tanks: 

 
Q. Who pays for emptying our cesspool/septic tank? 
 
A.  The cost of emptying cesspools rests with the Houses Committee. 
 
When you think that a cesspool or septic tank is becoming full, please contact 
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the Diocesan Office, who will arrange and pay the cost of an appropriate 
contractor to empty the unit as soon as possible.  It is generally recommended 
that a septic tank/cesspool is emptied once every 12 months, although some 
units are capable of working well after that period.  Where possible and practical, 
please avoid placing excessive quantities of bleach and biological detergents 
down the drains. 
 
 
d. Gardens: 
 
i. Garden Sheds: 

 
Q. Am I provided with a garden shed? 
   
A. We will not provide new sheds unless it is considered that there is a lack of 
adequate storage space within the house and its environs.  Unless the existing 
shed structure poses a health and safety danger or the house storage facilities 
are considered inadequate, we will not repair “old” sheds.  However, we will 
remove them from the parsonage grounds if desired .   
 
ii. Garden Compost: 
 
Q. Am I allowed to construct a compost heap within the garden? 
 
A. Compost heaps are considered a necessary part of every day gardening and 
are often essential for the collection of general garden debris.  However, we 
would ask that you ensure that the compost is well controlled, kept free from 
vermin and, at the end of your occupancy, (unless it is contained within a proper 
compost wall), is removed in total and the compost site made good. 
 
iii  Fences: 
 
Q.  Do you provide garden fences to control and retain family pets? 
 
A. The only garden fencing which we provide is perimeter garden fences and 
those which isolate the house from the rear garden area.  We do not provide 
fencing to control or retain pets, nor will we be able to amend existing fencing for 
those purposes. 
 
iv  Garden Planting: 

 
Q.  What recommendations are available when planting in my garden? 

 
A. The Houses Committee requests that you do not plant any new trees in your 
garden nor any large shrubs close to the parsonage house or its out-buildings.  
We are very concerned about the effect of trees and shrubs on foundations and 
masonry.  We are also anxious that new trees planted in a parsonage garden do 
not become protected by local authority Tree Preservation Orders.  Further, we 
are concerned about the rising costs of tree maintenance affecting Houses 
Committee budgets.  All self sown or newly planted trees will be removed from 
the garden prior to you moving into your home. 
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v.  Parsonage Trees: 
 
Q. Who is responsible for maintaining trees growing within my parsonage 
boundaries? 
 
A. Fruit trees, shrubs and “dwarf” varieties of deciduous/evergreen trees are the 
responsibility of yourself.  All other trees are the responsibility of the Diocesan 
Office.  Please ensure that growth to those plants under your control is regularly 
controlled and that foliage does not affect the house masonry, nor impair the free 
flow of air around the house or out-buildings.  Please remember that many 
parsonage houses are within Conservation Areas and may also have Tree 
Preservation Orders attached to them.  Where this is the case, Local Authority 
consent will be required, prior to carrying out work (except in the case of an 
emergency).  Please help us by reporting problems with trees to the Diocesan 
Office as soon as possible. 
 
 
3. MOVING INTO YOUR HOME: 
 
Every effort will be made to ensure that your move is as straightforward as 
possible.  You will have an opportunity to meet the Diocesan Surveyor at your 
new home to confirm the work identified by him as appropriate move-in works.  
Schedules of this work will be available for your consideration before or at the 
time of your Parish interview.  At that time you will be able to discuss your own 
ideas. 
 
Following completion of any in-going works to your new home, the Diocesan 
Surveyor will produce a quinquennial inspection report on the property.  The 
Houses Committee have agreed that you will be asked to review the document 
and, if in agreement, sign it as a true record of the condition and layout of your 
home.  The document will be reviewed again at the time of your departure and 
you are expected to return the house in a similar condition to that identified in the 
survey report, in accordance with the Memorandum of Understanding 
 
 
Q. What decorating will be carried out for me? 
 
A. As part of new occupancy works, if deemed necessary (and subject to an 
agreement between the Archdeacon and the Diocesan Surveyor), the following 
rooms will be fully decorated: 
 1. Hall, staircase and landing, 
 2. Study, 
 3. Kitchen. 
 
We are only able to decorate using a maximum of  four neutral colours, 
(including white). 
 
Clergy will be expected to carry out any further decorating required.  To assist in 
this, the Houses Sub-Committee may make a discretionary grant of £100 
towards materials.  It is hoped that when re-decoration takes place, you take into 
consideration the future re-decoration of the house.  See also 1. a. 
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Q. When moving into my new home, am I able to decorate the rooms 
differently from the advice given in the answer to question 1a of this FAQ? 
 
A.  i. The colour scheme must be agreed with the Diocesan Surveyor, 
 ii. When agreed, a deduction will be made from your Diocesan moving-in 

grant at the rate of £200 per room.  This cost allows for increased labour 
and materials needed for redecoration upon your departure. 

 
 
Q. Which floor coverings will be provided for me? 
 
A. The hall, staircase, landing and study will be carpeted with a suitable material 
which is considered reasonably easy to clean and of a neutral colour. 
 
Where houses have a separate entrance lobby, a suitably hard wearing and 
washable surface will be provided. 
It has been decided that the most appropriate floor finish for wet areas (kitchen, 
utility room, cloakroom, bathroom, w.c., etc) will be a vinyl cushion floor.  We 
request that you do not replace floor finishes provided by the Houses Committee 
without the prior consent of the Diocesan Surveyor.  However, where such floor 
finishes are excessively worn, we will endeavor to replace them at our cost. 
 
Should you wish to lay laminate floors in your home, you will require the consent 
of the Diocesan Surveyor prior to installation.  Should consent be given, it will be 
necessary for you to accept that you will need to remove the floor prior to your 
departure.  You will also need to make good items such as skirting boards or 
doors (which may need to be replaced) which are affected by the laminate. 
 
 
4. MOVING OUT OF YOUR HOME: 
 
Q. What am I expected to do upon leaving my home? 
 
A. Prior to leaving your home, you will be contacted by both the clergy and lay 
representatives of the Houses Committee who will arrange a visit to meet with 
you and discuss your views about the suitability (or otherwise) of the parsonage.  
It would be most helpful if you were able to inform them of your impressions 
(both good and bad) of the house. 
 
Would you please inform the Diocesan Surveyor’s office of the names of 
your utility service providers, together with your customer reference 
numbers. 
 
You will need to carefully note your utility meter readings and inform the 
respective companies of your intended leaving date and, of course, to ensure full 
payment of outstanding costs. 
 
For gas, it is best practice to turn off the mains supply at the tap adjacent to the 
meter. However, you will need to extinguish your boiler and any other pilot lights 
first.   
 
For heating oil, it would be most helpful if you were able to retain sufficient 
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heating oil in the tank for the boiler to be re-fired and the heating system to be 
tested after you have left. To leave the tank with little oil in-situ can lead to costly 
repairs to the boiler fuel pump and burner. 
 
During winter months, however, the central heating should be left on a minimum 
setting.  Please inform the Diocesan Office if this has been done. 
 
For electricity, you merely inform the service provider. 
 
For telephone, contact the service provider.  However, please ensure that 
the main parsonage telephone number is retained. 
 
Please remove all your possessions from the house, roof voids, garage and any 
out-buildings. 
 
Before or on the day of departure, you should make sure that the property and all 
its contents are properly cleaned, including carpets, etc.   
Please arrange to have your post redirected by the post office.  
 
During any vacancy, the maintenance of the parsonage gardens is the 
responsibility of the churchwardens and PCC.  Frequently, members of the 
church volunteer to keep the gardens tidy.  However, if voluntary labour is not 
available and the P.C.C. is not able to meet any costs incurred, then the 
Diocesan Surveyor must be informed. 
 
Finally, please return one set of keys to the Diocesan Office.  It would be 
helpful if one of your churchwardens retained a further set. 
 
 
5. GENERAL: 
 
a. Reimbursements: 

 
In order to control Houses Committee budgets, aside from emergency call-outs 
where you have been unable to contact a diocesan emergency contractor, it is 
essential that no work is carried out at your home without the prior authorisation 
of the Diocesan Office. 
 
  
b. Insurance: 
 
The Houses Sub-Committee has a block policy insuring the structure of all 
diocesan clergy houses.  This policy does NOT cover any contents.  It is your 
responsibility to ensure that all your personal possessions and appliances are 
insured by separate cover.   
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GENERAL ADVICE ON PROTECTING YOUR HOUSE DURING EXTREME 
COLD WEATHER CONDITIONS: 
 
 
It is essential that every precaution be taken to avoid frost damage and burst 
pipes during cold weather.  If in doubt, please contact the Surveyor’s 
Department for further advice.   
 
Should you be going away at any time during a period of cold weather, please 
take all necessary measures to ensure that there is sufficient background heat in 
your house to prevent either hot and cold pipes or the boiler freezing up. It would 
be also helpful if someone was asked to keep a watchful eye on the house. 
 
Where radiators are fitted with thermostatic radiator valves, it would be sensible 
to turn these down to the frost stat setting after which they will only come on 
when the room temperature reaches around 4 or 5 degrees centigrade.  The 
boiler can operate normally and its internal thermostat will allow it to cut off when 
the water temperature has reached the pre-set limit, thus saving expenditure on 
unnecessary heating.  With relatively low temperatures in the house, should your 
roof accommodate any water supply tanks, it would be sensible to leave the roof 
void access door open. 
 
Whilst you are away, it is also sensible to ensure that the stopcock is turned off 
to limit any damage in the unfortunate event of a serious leak. 
 
Where a house is heated by oil, it would be prudent to check oil tank fuel levels 
beforehand to ensure a sufficient supply of heating oil.  Please remember that 
should the heating oil run out, the cost of enabling the system will not be met 
from the Houses Committee budget. 
 
Do not underestimate the onset of a severe cold spell.  It must be stressed that if 
repair costs arise from negligence by not taking reasonable precautions, then the 
Houses Sub-Committee will not be expected to pay for reinstatement and repairs 
– nor possibly will its insurers. 
 
Should you need the services of our heating engineer, please see contact details 
on page 2. 
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CONDENSATION 
 
Condensation occurs on cold surfaces such as windows, floors and walls.  
Unseen, it can also occur within the fabric of the structure.  It can damage 
the décor, floor coverings, clothes and bedding and can cause mould on 
walls and ceilings, as well as being a catalyst for rot. 
 
New buildings often take a long time before they are fully dried out and may 
need extra heat and ventilation in the interim period. 
 
Intermittent heating causes condensation to gather when the air and surfaces 
cool. 
 
Extractor fans, where fitted, should be used whenever water vapour is being 
produced, i.e. cooking, washing clothes and bathing.  Doors and windows should 
be kept closed when using the fan and it should be left running until any mist 
clears from the windows. 
 
Tumble dryers (other than condensing types) for laundry should have the moist 
air ducted to the outside. 
 
TO MINIMISE CONDENSATION 
 

• Keep all rooms warm and ventilated with an even temperature 
throughout 

• Keep kitchen doors closed when cooking, washing or drying clothes.  
Open the window or use the extractor fan, where fitted 

• Keep the bathroom door closed when bathing and open the window or 
use the extractor fan, where fitted 

• Avoid the use of paraffin heaters and flueless gas heaters in 
unventilated rooms (note that paraffin produces a volume of water 
equal to the amount of fuel used) 

• If possible, keep some heating on at all times during cold weather  
 
IF CONDENSATION OCCURS 
 

• Heat the room 
• Mop up as much as possible 
• Open the window a little 
• Keep doors shut 
• Contact the Diocesan Office should you experience continuous 

excessive condensation. 
 
REMEMBER: WARMTH AND VENTILATION HELP PREVENT 
CONDENSATION 
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GAS SAFETY REGULATIONS 
 
Under the Gas Safety (Installation and Use) Regulations 1998, where gas is 
supplied to a property, all gas appliances in that property must be inspected at 
least once in every 12 months.  The gas appliances at the property will have 
already been inspected within the previous 12 months and the Gas Safety 
Inspection Record will either be at the property, or given to you at the start of 
your occupation.  When the annual inspection becomes due during the term of 
your occupation, we will arrange for a Gas Safety Register engineer to attend the 
property and carry out the safety inspection under these regulations.   
 
The Regulations were brought in to protect you from carbon monoxide poisoning 
and it is imperative that you allow access to the engineer to carry out this very 
important safety check. 
 
The Diocesan Surveyor’s Department will need to arrange to remedy any defect, 
fault of repair found to be necessary following the safety check. 
 
SHOULD YOU SUSPECT A GAS LEAK AT ANY TIME, RING TRANSCO 
IMMEDIATELY ON 0800 111999 – DO NOT WAIT 
 
SHOULD YOU SUSPECT A CARBON MONOXIDE LEAK AT ANY TIME, RING 
TRANSCO IMMEDIATELY AND SEEK MEDICAL ADVICE STRAIGHT AWAY 
– DO NOT WAIT – INFORM THE DIOCESAN OFFICE AS SOON AS YOU ARE 
ABLE 
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SMOKE ALARMS 
 
Looking After Your Smoke Alarm: 
 
Smoke alarms fitted in parsonage houses are generally connected to the mains 
power supply and have a rechargeable battery back up.  To ensure full 
operation; 

• Never disconnect or take the batteries out of your alarm (even if it goes 
off by mistake).  

• Test the batteries every week. 
To test, press the button until the alarm sounds.  If it doesn’t sound this 
would indicate either replacement batteries are required, or there is a 
fault.  Rechargeable batteries are necessary.  In the event new 
batteries do not cure the problem, then phone the Diocesan Surveyor’s 
Department as soon as you are able. 

• If your smoke alarm starts to beep on a regular basis, you need to 
replace the battery immediately. 

• Remember to regularly dust the smoke alarm cover.  Small insects and 
fluff can interfere with its performance. 

• Most smoke detectors can be isolated by setting the RCCB device 
situated either within the electrical consumer unit, or adjacent unit.  
However, use this option as a “last resort” only. 

 
(*Source – Communities and Local Government – 2007) 
 
*REMEMBER:   YOU ARE TWICE AS LIKELY TO DIE IN A FIRE IF YOUR 
SMOKE ALARM DOESN’T WORK 
 
90 PEOPLE DIE EACH YEAR BECAUSE THE BATTERY IN THEIR SMOKE 
ALARM WAS FLAT OR MISSING 
 
OVER HALF OF HOME FIRES ARE CAUSED BY COOKING ACCIDENTS 
 
MORE THAN 5 FIRES A DAY ARE STARTED BY CANDLES 
 
EVERY 3 DAYS SOMEONE DIES FROM A FIRE CAUSED BY A CIGARETTE 
 
FAULTY ELECTRICS (APPLIANCES, WIRING AND OVERLOADED 
SOCKETS) CAUSE AROUND 7,000 HOUSE FIRES ACROSS THE COUNTRY 
EVERY YEAR 
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CARBON MONOXIDE POISONING 
 
Carbon Monoxide can be given off by appliances that burn fossil fuels such as 
coal, coke, charcoal, wood or oil.  It is not just confined to gas fires or boilers.  It 
is odourless, colourless and tasteless which makes it difficult to detect, but the 
effects are deadly.   
 
Please check that: 
 
There is adequate ventilation in the room that houses the appliance and the 
ventilation is not sealed or blocked up.  This particularly applies to designated 
ventilators near boilers and open fires (both floor and wall grilles). 
If the room has double glazing there is adequate ventilation 
Chimneys and flues are professionally swept on a regular basis 
The throat plate is cleaned monthly 
Ash is removed regularly 
Appliances and flues are professionally served on an annual basis 
The flame in an appliance is blue and is not an orange or yellow colour 
There are no sooty stains on or just above appliances 
Coal or wood fires are not burning slowly or going out 
The fire is not difficult to light 
There is no smoke in the room 
Flueless portable heaters have adequate ventilation 
 
If you suffer unexplained symptoms such as: 
 
Drowsiness 
Headaches 
Chest pains 
Giddiness 
Sickness 
Diarrhoea 
Stomach pains 
 
You could be suffering from carbon monoxide poisoning.  Switch off your 
appliances and see your doctor at once.  If the suspect leak is from a gas 
appliance, RING TRANSCO IMMEDIATELY ON 0800 111999.  DO NOT WAIT.  
INFORM THE DIOCESAN OFFICE AS SOON AS POSSIBLE 
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DIOCESE OF ELY 

A Minimum Performance Standard for Parsonage Houses to Form the 
Basis of a Maintenance Policy. 

1. Introduction 

1.1 It is assumed that the diocese will aim at houses, which basically 
provide accommodation specified in paragraph 7.2 of the Church 
Commissioners' "Green Guide". 

1.2 This maintenance policy takes its cue from paragraph 7.3 of the 
Church Commissioners' "Green Guide" where we read: 

• "... Funds are limited and, therefore, houses should be designed to 
minimise future maintenance and be cheap to run. 

• The aim should be for total economy, both initially and throughout 
the life of the building, and new houses should therefore be robust 
without being unnecessarily expensive to build".  

2. Minimum Performance Standards 
To ensure that all houses conform to the same performance, the following 
minimum standards are adopted. The Diocesan  
Surveyor now uses this paper as authority for carrying out work to all clergy 
houses. 

2.1. Structure 
Be structurally sound, wind and weather tight: roof and walls constructed of 
durable materials requiring minimum maintenance: all timber treated against 
decay. 

2.2. Materials 
Windows, external doors, eaves, soffits, bargeboards and rainwater goods to be 
constructed from low maintenance materials. 

2.3. Services 
Have a modern mains water supply pipe, pressurised hot water system and 
adequate systems for the disposal of foul and surface water designed to be easy 
to maintain. 
 
2.4. Internal Finishes 

 
• Internal surfaces to be finished in such a way as to protect the wall 

construction and be washable in the appropriate rooms. 
• Floors should be hard-wearing and washable in kitchen, bathrooms, 

w.c.s, utility room and entrance hall. 
• Hall and study to be carpeted with a suitable material which is 

reasonably easy to clean. 
• The Houses Sub-Committee will ensure that suitable floor finishes are 

provided in the study, entrance hall, stairs and landing. Also, all 
cloakrooms, bathrooms and the kitchen and utility room.  
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• Additionally, the Houses Sub-Committee will carry out decoration works 
to the study, hall, stairs and landing and kitchen to bring them up to an 
acceptable standard. Works to these rooms will be at the discretion of 
the Diocesan Surveyor but will only be carried-out at the time of Move-
In works. 

2.5. Kitchens 
Should be fitted out with a minimum of 2.75 cubic metres of storage space, 
worktops of a durable hygienic material, stainless steel or other durable sink and 
drainer, space for cooker, fridge and dishwasher, together with appropriate 
plumbing. 

 

2.6. Heating 

• Space and water heating to be designed to achieve flexible use 
throughout the house using solid fuel, oil, gas or electricity as 
appropriate. 

• The system should be capable of achieving the following room 
temperatures:  

Outside Temperature  –1 °C 

 
Showers are provided where practicable. 

2.7. Insulation 
All roofs to be under felted with a minimum of 250mm loft insulation where 
practicable, all water pipes outside the shell or in the roof space, header tank 
and water cylinders to be lagged, cavity insulation where feasible and double 
glazing throughout to achieve a U value of at least 0.45 (w/sqmk). 

2.8. Electrical Installation 
All electrical works shall comply with current IEE regulations (17th edition) and 
when any alterations and additions are required then that work will also be 
carried out to the above regulations. 

 
All circuits will incorporate a MCB/RCD distribution board (consumer unit).  
Where practical, we will install low energy lighting in the kitchen and study.  The 
following schedule identifies the minimum standard of power socket provision in 
parsonage house rooms.  

Hall    1 double socket 
Double bedrooms  3 double sockets 
Single bedrooms  2 double sockets 
Landing   1 double socket 
Lounge   4 double sockets 
Dining Room  3 double sockets 
Kitchen   4 double sockets 

 

Landing and Hall  
Study  
Kitchen  
Living Rooms  
Bedrooms  
Bathroom & w.c.  

13°C 
21°C 
15°C 
21°C  
15°C  
21°C  
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Study   4 double sockets 
Utility room   2 double sockets 
Porch   1 double socket 
Garage socket  1 double socket 
TV point in lounge 
3 phone points (study, kitchen and main bedroom) 
Hot water cylinders to be fitted with immersion heaters supplied with a 
source of off-peak power. 

2.9. Drives, Paths, Walls and Landscaping 

• Provide adequate boundary demarcation using durable low-
maintenance materials. 

• Provide durable, easily maintained access to the front door, rear door 
and garage. 

• Maintain all trees and shrubs so as to avoid threat of damage to person 
or property.  This may mean that certain trees and shrubs will have to 
be removed from time to time. 

2.10. Security 

• Mains operated smoke detectors to be fitted and maintained in working 
order by the Diocese.  

• All windows, external doors and external lighting to be designed, 
constructed and maintained in accordance with the best advice from 
the Police Crime Prevention officer and the building's insurers. 

• Alarms are not provided or maintained.  
• It is the responsibility of each occupant to maintain all fitted security 

lighting, including replacing bulbs. 
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HOUSING REPAIRS CRITERIA – PRIORITY REPAIR SYSTEM 
 
Typical Repairs and Target Completion Times 
 
 
 
Priority 1: To be completed within 24 hours or where this is not possible a  
                  temporary holding repair to be carried out. 
 
1. A breakdown in power or lighting sockets. 
2. Total loss of electric power. 
3. Leaking water from water or heating pipe, tank or cistern. 
4. Total loss of water supply. 
5. Total loss of central heating (or both sources of hot water supply) during 

winter. 
6. Blocked or faulty w.c. (where only one w.c. exists), also blocked drain. 
7. Security of premises/defective window, door or lock. 
8. Total or partial loss of gas supply (customer side of meter). 
9. Blocked flue to open fire or boiler. 
10. Collapsed ceiling or ceiling in potentially dangerous condition. 
11. Footpath repairs where dangerous hazard exists. 
12. Leaking roof. 
13. Gas leak. 
14. Fallen trees where causing a danger to occupants or general public. 
15. Storm damage where causing a danger to occupants or general public. 
 
 
 
Priority 2: Urgent Repairs to be completed within 5 working days. 
 
1. Partial loss of electric lighting or power. 
2. Partial loss of water supply. 
3. Taps which cannot be turned. 
4. Loose or detached banister or handrail. 
5. Rotten timber floorboard. 
6. Blocked wc (where more than one wc exists). 
7. Repairs to smoke alarm systems. 
8. Minor works on internal plumbing, waste fittings and water supplies. 
9. Slipping roof tiles, defective guttering, chimney stacks, etc., which would 

cause personal injury to passers by (if serious safety implications apply, 
then work to be raised under Priority 1). 

10. Repairs to external lights. 
11. Faulty ball valves and syphons. 
12. Broken glazing, broken window frames and locks (where security of the 

premises is not at risk). 
13. Fencing and gate repairs (where safety and/or security is at risk). 
14. Footpath repairs where potential dangerous hazard exists. 
15. Mechanical extractor fan in internal kitchen or bathroom not working.  
16. Fallen trees where not a danger. 
17. Storm damage where not a danger 
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Priority 3: To be completed within 20 working days. 
 
1. Minor cracks/leaks to external soil pipes (serious leaks to be dealt with 

under Priority 1). 
2. Repairs to wall and ceiling plaster. 
3. Repairs to fire surrounds and hearths. 
4. Repairs or replacement of defective sanitary ware. 
5. Roof defects and repairs to chimneys. 
6. Glazing (cracked or other minor defects). 
7. Defective flooring including floor tiles. 
8. Repairs to garage doors or roofs (if garage is out of use because door will 

not operate, to be dealt with under Priority 2.  If a vehicle is locked inside 
to be dealt with under Priority 1). 

9. Fencing and gate repairs (other than those dealt with under Priority 2). 
10. Roofing repairs (other than repairs dealt with under Priority 1 and 2). 
11.  Treatment of woodworm and/or dry rot. 
12. Renewal, repair and cleaning of gutters and rainwater pipes. 
13. Carpentry repairs. 
14. All joinery work not included in previous priorities. 
15. Footpath repairs. 
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MEMORANDUM OF UNDERSTANDING 
 

INTRODUCTION 
1.1 The Houses sub-Committee is responsible for ‘maintaining the 

Diocesan stock of clergy houses in such a way as to: 
• preserve their long term fitness for use and asset value and 
• provide a service to the satisfaction of those who live in them.’ 

 
1.2 It will undertake this work within very tight financial constraints.  Its 

work will be most effective if those who live in the houses: 
• are kept informed of policies and programmes of work, and 
• see themselves as partners. 

 
1.3 The purpose of these notes is to outline the nature of that partnership 

and describe the responsibilities of each party. 
 
RESPONSIBILITIES OF THE HOUSES SUB-COMMITTEE 
2.1 The Houses sub-Committee wishes to provide an effective service, to 

establish a good relationship with clergy and to consult them when any 
works are envisaged which would have an impact on them or their 
family and to carry out work promptly and considerately. 

2.2 The Houses Sub-Committee is committed to achieving value for money 
and efficiency in all it does. 

 
Maintenance Policy 
3.1 In order to preserve the long term value of clergy houses and ensure 

they are always fit to be used as family homes and centres of ministry, 
the sub-Committee has adopted a minimum standard for all houses.  It 
is working towards a situation in which all clergy houses conform to this 
minimum standard.  There are three types of maintenance programme: 

• Response – 
dealing with immediate repairs arising from breakages, and wear 
and tear as reported by clergy. 

 
• Cyclical –  

regular servicing and renewal of components such as heating 
boilers and external painting. 

 
• Planned –  

programmes of work to bring a house up to the minimum standard.  
Progress in implementing this policy may be constrained by the 
size of the sub-Committee’s budget in any year. 

 
3.2 The sub-Committee will: 

• carry out its obligations to provide clergy with a responsive, 
cyclical and planned maintenance service as described; 

• keep clergy informed by letter, telephone or copy works order, of 
what action has been taken following a request for repairs; 

• aim to achieve the following response times following a request for 
repairs: 
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Emergency Repairs, defined as those which if not attend to could 
cause personal injury or serious structural damage – 24 hours 
Urgent Repairs, defined as those which, if not attended to, would 
lead to significant discomfort to those in the house – 5 working 
days 
Routine Repairs, defined as all other approved response repairs – 
20 working days 

 
CLERGY RESPONSIBILITY 
4.1 The Repair of Benefice Buildings Measure 1972 and amendments 

states in Clause 13(1) that “The Incumbent shall have a duty to take 
proper care of a parsonage house, being a duty equivalent to that of a 
tenant to use premises in a tenant-like manner”.  Clergy are expected 
to co-operate with the sub-Committee in the performance of its work 
and to be responsible and diligent in the way they use and care for their 
home. 

 
4.2 The budget each year is used to maintain and improve the stock of 

nearly 200 houses; this is inclusive of buildings insurance, water 
charges and Council Tax.  Most of this money comes from parish 
shares. 

 
4.3 Clergy are expected to be responsible for: 

• all minor repairs (except electrical), undertaking them if it is within 
their capacity; 

• all repairs which do not arise as a result of fair wear and tear, any 
accidental damage shall be reported to the Diocesan Surveyor’s 
office and repaired at the expense of the clergy.  The office will 
arrange for all repairs to be carried out and the resultant invoice 
will be passed on to the clergy for due payment; 

• clearing blocked drains and waste pipes; 
• replacing all broken glass; 
• the eradication of all pests including rats, mice and wasps; 
• keeping the grounds in a clean and tidy condition including the 

proper management of hedges, shrubs (and trees where possible) 
so as to avoid inconvenience to other people or danger to the 
structure of the house.  Where trees are subject to a Tree 
Preservation Order, or are within a Conservation Area, clergy must 
first obtain all necessary permissions from the local planning 
authority prior to carrying out any work on such identified trees; 

• keeping all drives and paths free of weeds; 
• not undertaking any alterations or improvements to the house 

(including electrical and plumbing works) without the written 
approval of the Diocesan Surveyor – Please note that any 
alterations or improvements made will be regarded as part of the 
house and should not be removed when clergy move on without 
the specific approval of the Houses sub-Committee; 

• maintaining the internal decorations of the house to the standard 
which existed when they moved in; 

• insurance – the structure of all properties is insured.  This does not 
include contents for which occupiers should make their own 
arrangements.  
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EMERGENCY REPAIRS 
 
 
 
We recognise that in some special circumstances it may be necessary for you to 
call a contractor outside of normal office hours (9.00am to 5.00pm). 
 
As this will potentially involve extra expense for the Houses Sub-Committee, we 
have a duty to ensure that best practice is adopted and that all actions are fair 
and reasonable.  Please ensure that call outs are for: 
 
GENUINE EMERGENCY WORKS ONLY 
 
With the exception of the Fire Brigade and prior to contacting a contractor 
directly, it is essential that you initially ring the Surveyor’s direct dial line (01353 
652704) in order to obtain a current emergency telephone number.  If you are 
unable to obtain a response from the emergency number, please ring one of the 
telephone numbers listed on page 2 of this document. 
 
It must be stressed that the Houses Sub-Committee will only accept 
responsibility for out of hours repairs in a genuine and clear emergency that 
cannot wait until the next working day.  We reserve the right to challenge any 
unsubstantiated call out and associated costs incurred.  
 
The purpose of these guidelines is to ensure that you understand what we 
consider to be an emergency and needs to be dealt with immediately and those 
matters considered to be non-emergency and can be carried out as urgent or 
routine maintenance during normal working hours. 
 
Please make all of your decisions in the full knowledge of the above and the 
following definitions: 
 
WHAT IS AN EMERGENCY? 
 
For the purposes of this guide, an emergency is deemed to have occurred when 
an unforeseen circumstance arises that, if not dealt with quickly, would; 
 
a) damage or lead to significant further damage to the property, 
b) endanger the occupant or cause them unreasonable discomfort, 
c) render the property unfit or unsafe for habitation or insecure. 
 
 See also page 2 of this document. 
 
The following is a guide as to the action that should be taken in a particular set of 
circumstances.  If you are in any doubt, during normal office hours always 
consult the Diocesan Surveyor’s department. 
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(ADEC = Approved Diocesan Emergency Contractor – if no response on Surveyor’s emergency number) 
 
 
REPAIR/FAULT:  EMERGENCY:  ACTION REQUIRED: 
 
Blocked drains  YES  Contact ADEC.   
 
Blocked sink/bath pipes No  Report to Diocesan Surveyor’s department during normal office hours 
 
Break-in   YES  If security is compromised, report to the Police for insurance purposes  
     and obtain a crime reference number 

 
Burst pipes                          YES   Turn off the water at the stop cock.  If electrics affected,  turn off  the  
    power, and call ADEC 
 
Doors & door locks              No   If security is compromised on an external fitting call ADEC 
 
Fire                           YES   Contact fire brigade and contact Diocesan Surveyor’s  emergency phone  
    as soon as possible to report 
 
Gas leak                           YES   Turn off the supply and call Transco on 0800 111 999  then contact   
    ADEC as soon as possible to report 
 
External guttering/roof  No  If loose debris is a danger or the internal fabric of the building is  
     immediately at risk call ADEC 
 
Fencing down   No  Report to Diocesan Surveyor’s department 
 
Gale/wind damage  YES  See External guttering/roof  and Fencing Down as above.  Report to  
     Diocesan Surveyor’s department as  soon as possible 
 
Leaking waste pipes  No  Catch water in a suitable container and report  to Diocesan Surveyor’s  
     Department 
 
Lost keys    No  Your sole responsibility.  If a locksmith is needed you should  
     contact the ADEC, arrange and pay the next working day 
 
No heating  YES  Between October and May (or where young or elderly persons  
     reside) Call ADEC 
 
No hot water  No  Report to Diocesan Surveyor’s department  
 
No power   YES  Check fuses/circuit breakers.  If no visible fault, check with  
     Neighbours. If just your home, call the utility supplier  
 
No water   YES  Call the utility supplier (i.e. Anglian Water or Cambridge Water).   
     Check with neighbours.  If just your home, call ADEC 
 
Security alarm  
malfunction  No  Your sole responsibility.  Call your maintenance contractor  
     direct 
 
Smoke detector  
sounding off  No  Check for possibility of fire or smoke and call ADEC 
 
Toilet won’t flush No  Call Diocesan Surveyor’s Department 
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HOUSES SUB-COMMITTEE: 
 
 
Chairman:  Revd Canon P M Griffith 
 
Ex Officio:  Chairman of the Finance Committee 
   Vice-Chairman of the Finance Committee 
   The Archdeacons 
 
Elected by Diocesan  
Synod:    
 
Cambridge:  Revd F Windsor  
   Mr R H Monk 
   Mr R G L Morgan 
   Revd P Reid 
   Revd J Blandford-Baker 
 
Huntingdon &  Revd J Duck  
Wisbech:  Mrs A Harker 
   Mrs R Betson 
 
 
 

**************************** 
 
 
 
DATES OF HOUSES SUB-COMMITTEE MEETINGS 2010 
 
Monday   8th February 
Monday   7th June 
Monday   27th September 
Monday   15th November 
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HOUSES SUB-COMMITTEE ANNUAL REPORT - 2010 
 
 
Chairman: Revd Canon P M Griffith 
 
2009 has once again been a challenging year for the management of the 
housing stock in the Diocese.  The ongoing capital programme saw the purchase 
of a new Vicarage for the Benefice of Trumpington and the purchase of a new 
curate’s house in the Benefice of St. Neots. 
 
The minor capital works programme saw completion of major projects to re-order 
the ground floor of the Vicarage in Alwalton to provide a new study.  Also, a 
scheme to develop a new garage block for the Vicarage in St. Neots.  In the 
latter part of the year a scheme to extend and re-order the ground floor and first 
floor accommodation at Wisbech St. Peter & Paul was completed, as was a 
scheme to extend and improve the kitchen facilities in the Vicarage at Alconbury. 
 
Elsewhere, whilst conditions proved exceptionally difficult in the domestic 
housing market, the Diocese was able to complete the sales of a number of 
properties no longer required for clergy occupation.  The capital realised from 
these sales has significantly helped in offsetting costs incurred in the provision of 
new properties and the improvement of others.  Our architects and planning 
consultants are seeking planning permissions on a number of sites on which the 
Committee are hopeful of being permitted to construct new houses for clergy 
occupation, together with applications on a number of sites, which are surplus to 
Diocesan requirements and it is intended will be sold on and funds raised 
reinvested within the Diocese. 
 
During the year 11 houses were brought up to minimum standards at new 
occupancy.  This meant that there was reduced expenditure relative to the 
proposed budget. 
 
2009 was the final year in the current Committee cycle with elections for new 
Committee members being carried out in December. 
 
May I take the opportunity to thank all members of the Committee for their 
contribution to work over the last 3 years. 
 
Also, I am extremely grateful to the Diocesan Surveyor and his small team for 
their professionalism and commitment to the management of the estates. 
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NOTES: 
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