
PAROCHIAL CHURCH COUNCIL REGISTRATION GUIDANCE 

 

Welcome to the Church in Wales guidance for registration of Parochial Church 

Councils whose income is in excess of £100000 per annum. 

 

The purpose of this guidance is to supply Parochial Church Councils with a simple 

user guide which will enable any PCC to register with the Charity Commission easily. 

The Church in Wales has worked with the Charity Commission  to agree registration 

in its simplest form.   

 

Background 

Under the Charities Act 1993 PCCs were excepted from registration however by 

virtue of the Charities Act 2006 all charities which were hitherto excepted from 

registration with an annual income is in excess of  £100,000 will need to register from 

1st October 2008.  PCCs whose income falls below this threshold will not be required 

to register until 2012.  There may be exceptional circumstances, however, that cause a 

PCC’s income to rise in a particular year, for example a sale of a property or a 

bequest. In such circumstances, if income is in excess of the £100,000 threshold the  

Charity Commission ask that the PCC concerned contact them direct via 

correspondence highlighting the nature of the unexpected income together with a 

request that either such income be discounted or that for the purposes of 

demonstrating that registration is not required ask that another year be taken into 

account.  
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Action Required 

The Charity Commission have asked that the Church in Wales PCCs register between 

1st January 2009 and 30th April 2009.  The Charity Commission will inform us which 

PCCs need to register in each of these four months.  We will then inform each 

Parochial  Church Council directly.  

 

Requests for Help 

If you have any queries or questions relating to your registration that you believe the 

Church in Wales may be able to assist you with please do not hesitate to contact Lyn 

Chandler Assistant Solicitor, at the Representative Body of the Church in Wales 

Legal Department (lynchandler@churchinwales.org.uk) if it is a Charity Law query or 

Louise Davies, Deputy Head of Finance at the Representative Body of the Church  in 

Wales Finance Department (louisedavies@churchinwales.org.uk) if it is a finance 

related matter. 

 

Registration of Parochial Church Council Guidance. 
 
In preparation for registration of your PCC we advise that you determine the 
following information: 
 

1. Who will be the initial person making the application 
 

2. Which address will be the public address displayed on the Charity 
Commission Register for the general public. 

 
3. Who the Charity Commission Contact for end of year accounts returns etc 

(this contact must have access to the internet and have an e-mail address as the 
Charity Commission expect all returns to be processed online).  

 
4. Title, Name, address, telephone number and date of birth of every trustee 

(PCC member).  Ladies who are married must also supply their maiden name.  
The supply of this information is a legal requirement.  If any member of the 
PCC does not feel that they can share this information then they can no longer 
be PCC members.  Please note that in the event that a person is in fear of their 
personal safety they can make an application in the box provided that their 
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names are not made public in association with the PCC.  We are told, 
however, that such applications are seldom granted.  The names of the PCC 
members will therefore be accessible to the general public.  The other 
information provided to the Charity Commission (e.g. addresses etc) will 
remain confidential.  
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To Start  
 

1. Log on to the Charity Commission Website  www.charitycommission.gov.uk. 
2. Go to the search box at the top right hand corner and type in registration. 
3. Then select online application for  registration – the first choice - as below: 

 

 
 
You will then see the following screen:
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http://www.charitycommission.gov.uk/


 

 
 
Guidance 
 
Please select here at the bottom of the page.  This will then enter 
you into the online process. 
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Please select the option ‘enter this service’ on the right hand side of 
the screen.  This service is not available in Welsh.  

Your PCC can use the online service because the Church in Wales 
has agreed with the Charity Commission that:  

1. The Constitution of the Church in Wales will be the  approved 
governing document which contains agreed objects and 
administrative provisions;  

2. You are a PCC which has a gross income of more than 
£100,000 per year (the £5,000 rule does not apply to PCCs as 
yet);  

3. The jurisdiction of your PCC is governed by the laws of 
England and Wales;  

4. You are not an exempt or excepted body.  
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https://www.charitycommission.gov.uk/registration/govdoclist.asp
https://www.charitycommission.gov.uk/publications/cc23.asp


 
 
Guidance 
Here you must enter the e-mail address of the person who will be 
dealing with the application.  Perhaps the PCC secretary would be 
the best point of contact, though it is a mater for you to decide who 
is the best person amongst yourselves.  After entering this 
information please select OK. 

 - 7 - 



 
 
Guidance 
A password will now be sent to the e-mail address entered.  Please 
see example below: 
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Guidance 
 
Select OK on the Confirmation page which will bring you back to 
this page: 
 
 

 
 
 
Guidance 
 
Select ‘enter this service’ on the right hand side of the screen 
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Guidance 
 
Enter your e-mail address and new password.
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Guidance 
 
Please select ‘Apply to register a new charity’ on the left.
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Guidance 
 

• Firstly on this page you are required to state your 

organisation name.  You must put in the name of your PCC in 

this box it is recommended that the name of your parish or 

church comes first with the words Parochial Church Council 

Following.   

• Next you need to put in  the date you governing document 

came into existence .  You may find this question is 

misleading.  The Charity Commission require the date that the 

PCC came into existence.  Those PCCs which were 

operational at the time of Disestablishment must put in 

the date that the Constitution of the Church in Wales 

came into place [31ST March 1920] but those PCCs that 

have been established later are required to submit that later 

date.  
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Guidance  

The main contact for your PCC should be submitted here.  It is 

recommended that these details should be that of the incumbent 

due to the incumbent’s position being the position which is less 

likely to change on a yearly basis, however it is a matter for 

yourselves who to chose as the best point of contact in your PCC.
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Guidance 
 
As can be seen in the example above the PCC should select yes to 
all of these questions. 
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Guidance 
 
As you can see in the above example the constitution box should be 

selected. The Constitution of the Church in Wales has  been agreed 

with the Charity Commission as your governing document and it will 

automatically attach itself to your application.  Now select Save.
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Guidance  
 
It is advised answers to these questions are as selected in the 

above example.   

 
1. Have you adopted an approved document?  Please select Yes. 
2. You will be able to select the the Church in Wales from the 

drop down menu in question 2. 
3. Have you changed objects, trustee renumeration, dissolution 

clause or power of amendment?  Please select No. 
 
Once you have completed this page and selected save your 

application will remain on the data base for 12 weeks.  You must 

finish filling in the rest of the form within 12 weeks or all 

information will be lost.  It is advised that you continue and attempt 

to fill in the whole form in one sitting. 
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At this point you will be given an application number.  Please 

note that this number will not be your registration number, but is 

your number for any subsequent communications with the Charity 

Commission until your Registration Number is allocated.    
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Guidance 

It is advised that the answer is no to this question.  It is advised 

that having two names will lead to confusion at parish level.  Please 

select next. 
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Guidance 

This address will be available to the public and therefore it may be 

advisable to publish the incumbent’s address here, as it is unlikely 

to change.  
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Guidance  
 
This information must be provided so that the Charity Commission 

can contact you regarding end of year returns.  Therefore the 

contact details must be updated if changed after registration. 
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Guidance 
 
Select Yes here. 
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Guidance  
 
It is recommended that the form be filled in as above.  The Charity 

Commission are not interested in jumble sales, etc, just main 

sources.   Therefore insert the words: 

‘The PCC raises funds from Collections at services, 

Special Trusts, and Donations.’ 

It is seldom that PCCs use professional fundraisers.  Please select 

No unless you already do so.
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Please select NEXT here.
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Guidance 
 
You will be faced with the above screen   which gives a synopsis of 

what you have already filled in(obviously the details we have filled 

in above is an example and will be different to yours).  Please select 

next here unless you can spot any errors.  In which case select edit 

and correct any mistakes. 
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The Church in Wales 

 
 
Guidance 
 
Select from the drop down box ‘Church in Wales’ .  The objects box 

will automatically populate itself with the relevant section of the 

Constitution.  You must be careful to also select confirm, at the end 

of the document. Please select Confirm and then Next. 
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Guidance 
 
The activities of the PCC must reinforce and also reflect the objects 

of the Charity.  The objects are clearly and narrowly legally defined.  

It is therefore imperative that the PCC follow the suggested wording  

below [in blue] exactly.  These activities have been agreed with the 

Charity Commission as furthering your objects.  Not all will apply, 

but it is important that those which do, are submitted in this exact 

word format as below.  You only have 400 characters in which to 

state what your activities are. 

 The provision of regular public worship. 
 

 The provision of sacred space for personal prayer and 
contemplation. 

 
 Pastoral work, including visiting the sick and the bereaved. 
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 Teaching of Christianity through sermons and small groups. 
 

 Taking of Assemblies in local Schools. 
 

 Promotion of Christianity through staging of events and 
services, and the distribution of literature. 

 
 The provision of a youth club with Christian ethos.  

 
 Promoting the whole mission of the Church in Wales in aiding 

community cohesion through provision of activities for older 
people, mothers and toddlers and other specific groups. 
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It is recommended that you need to select Religious activities.  It is 
advised that the general public/mankind box be selected here.  It is also 
recommended that you select none in the last box and then in the text 
box provided write:  For the advancement of worship at parish level.  
Then select Next. 
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Firstly you will see this page.  It is recommended that you select the 
button on the left ‘now working’ as your PCC is already working.  
You will then be shown the next screen.  
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Guidance 

It is imperative that you select a local authority that is closest to 

you.  This information is required so that potential donors can 

search the Charity Commission Register and find a charity in an 

area where they would prefer to donate.  Therefore it is in the PCC’s 

best interests to fill this part in as accurately as possible. 

 

 

 

Guidance 

Now Select Next. 
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Guidance 

You will then see the next screen: 

 

Guidance 

Select Next here. 
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Guidance 

After another page of showing you a synopsis of what you have 

submitted you will then see the following page: 

 

Guidance 

These contact details will appear on the website for the general 

public to view and therefore it may be prudent to put the 

incumbent’s address and telephone number here or the Church 

address and telephone number if it has a letterbox.  We have been 

informed that it is possible to get a postcode allocated to your 

church very quickly if you do not have one.  You may have to install 

a letterbox as it is a criteria required by the Post Office.  You must 

insert the date of birth for the personal contact due to trustee 
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checking requirements.  You will then see the next page asking you 

to add a trustee. 

  

Guidance 

All members of the PCC will have to have their details filled in. 
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Guidance 

As you can see you are asked if there is any reason why the name 
of the Trustee should be kept off the register – this only applies to 
persons in threat of physical violence. 

You will then see the following screen: 
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Guidance 

When you are sure that the information is correct and the trustee 
list is completed tick confirm and then select next.  
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Here it is advised that you select appropriately regarding work with 
children and vulnerable adults.  It is advised that most PCCs work 
with children in some way and therefore select Yes and then select 
next.  You will see the following:  
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Please answer as follows: 

 
 
Guidance 
 
Firstly please select as in the above example. 
 

Then select next.  The screen will change as follows: 
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Guidance 
 
Leave the first two text boxes free and then insert the words  

in to the third text box:   
 
‘Any persons working with or having direct access to 
children or vulnerable adults are subject to the Church in 
Wales child protection policy and as such undergo the 
necessary CRB checks.’ 
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NB. Only select vulnerable adults if your PCC actually does work 
with them.  Remember that clerics are already CRB checked and 
therefore this would be applicable if the PCC has particular projects 
with vulnerable adults it is recommended that you fill in the form as 
follows. 
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If you select yes you will see the following screen: 
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Guidance 
 
Remember you must fill this part in as fully as possible.  Eg:  You 

may have a PCC member who plays the organ on a Sunday for a 

small fee.  Such payment must be declared.  You may have an 

accountant PCC member who provides accountancy services for a 

small charge, again you must declare this.  All benefit derived by a 

Trustee, however small must be declared on this form, as below.   

 
 

 

Then select next.   

 

NB:  There are no draconian measures that the PCC member will 
face by accepting a benefit, but the Charity Commission need to 
know this information to ensure that the PCC is a proper charity and 
not a sham for a business enterprise. Further guidance in relation to 
payments to trustees can be found at page 47  of this document. 
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Guidance 
 
You will now see the following screen: 

 

 
 

Please select next. 
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You will now be shown a synopsis of what you have filled in so far.  

Please correct any mistakes you find at this point. 

 
Please select next. 
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These pages will appear as one page on your screen.  If you are 
ready to submit your application now please select Submit.   

Alternatively this information will be kept for 12 weeks from the  
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date you first began the registration process.  The application must 
be submitted within this 12 week period or all data will be lost and 
you will have to start again. 

 

It is recommended that you print out a copy of your completed 
application form for your reference and safe keeping. 
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You will then be sent your Trustee Declaration form as below: 
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Guidance 
 

The Trustee Declaration form must be signed and returned to the 
Charity Commission within 6 weeks. 

If you have a large PCC then getting everyone to sign the document 
may take some time.  You are allowed to Print off this document 
and have it signed by the Trustees.  When the Charity Commission 
version of this document arrives you may attach your downloaded 
document to the one which the Charity Commission has sent you 
and then submit it.  NB This document must be signed by every 
Trustee of the PCC and then submitted as requested to the Charity 
Commission. 

 

YOU MUST RETURN THIS DOCUMENT TO THE CHARITY 
COMMISSION WITHIN 6 WEEKS OF SUBMITTING YOUR 
REGISTRATION. 

  

Section 11 of the Charities Act 1993 makes it an 
offence to deliberately or recklessly provide the 
Charity Commission with false or misleading 
information. 
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Charity Commission Advice – Payment of Trustees 
 
 
 
The power to pay 
 
Under the Charities Act 2006 trustees can now be paid for providing goods and 
services to their charity. This does not include payment for being a trustee or for any 
type of contractual employment in the charity - the principle of voluntary trusteeship 
remains at the heart of the role.  
 
This power is purely for additional services; such as legal or accountancy work, a 
piece of research work, or the use of a trustee’s firm for building job.  
 
If trustees want to pay a fellow trustee for goods or services over, they must consider 
the following: 
 
1. Check the payment isn’t prohibited in your charity’s governing document. If it 

is the trustees may need to come to us for advice on removing the prohibition. 
 
2. Ensure at the outset the relevant trustee isn’t involved in any stage of the 

decision making process. 
 
3. Decide if the payment is in the best interests of the charity. The service must 

be needed, the trustee must be skilled and qualified enough to deliver it, and 
there should be a clear advantage to the charity in using a trustee to provide 
it, rather than someone else. 

 
4. Ensure the charity is getting a good service and the rate is reasonable - it’s a 

good idea keep quotes and estimates from other suppliers. 
 
5. Make sure paying this trustee won’t tip the balance of trustees paid this way – 

the majority of the board must still be unpaid for this type of work. 
 
6. Ensure the transaction is set out in a written agreement between the charity 

and the person concerned. Record the decision to pay, and the reasons for it, 
in the board’s minutes.. 

 
7. Also make sure you record the payment in your accounts. Under the 

accounting framework within which charities operate (SORP 2005) charities 
preparing their accounts on an accruals basis (annual income over £100k) 
must give details of payments and other benefits to trustees and connected 
persons.  

 
8. Although there’s no similar requirement for charities preparing accounts on a 

receipt and payments basis (annual income under £100k) we recommend 
they still do this in the interest of best practice, openness, and transparency. 

 
Remember too, the ‘duty of care’ in the Trustee Act 2000  which trustees must 
comply with when making this kind of decision. This means higher standards of 
conduct and competence are expected of trustees if they have special knowledge or 
experience - such as that expected from someone in a business or a profession. 
More information can be found in our revised guidance CC11: Trustees Expenses 
and Payments available at www.charitycommission.gov.uk  
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