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Section A – Overview 

This document outlines the necessary processes involved in building changes which are contemplated on 

real estate held by a parish church or the Diocese of Niagara.   It is intended to support parishes in 

negotiating the necessary requirements of municipal and provincial law, as well as diocesan 

requirements, to protect the best interest of both the local parish and the Diocese of Niagara. 

Canon 4.6 is the diocesan ecclesial law that governs when and how permission must be sought and 

obtained to erect, alter, or add to a church-owned building. All church buildings and land are either the 

property of the diocese or are held in trust on behalf of the diocese. 

The details of Canon 4.6 are specified in the next subsection, followed by guidelines that outline the 

process of obtaining approval to proceed with a building project, in both text (Section B) and flow charts 

(Section C). Parishes must follow these guidelines when they alter an existing building; construct a new 

building; make any kind of addition to an existing building (even a memorial); make emergency repairs; 

or undertake a project that does not require a building permit, but involves substantial cost or work. 

Canon 4.6 

No church building shall be erected or altered, and no new work commenced on any real estate belonging 
to or held by the parish church or diocese without the written permission of the Diocesan Bishop.   
Municipal building permits will not be applied for until this permission is received.  

Specific regulations related to procedures for approval of parish building projects and financing shall be 
set by the Bishop and Synod Council in consultation with those named in the regulations. 

It shall be the duty of the Incumbent and Church Wardens to seek out,review and comply with current 
regulations governing the erection or alteration of church buildings, as well as complying with conditions 
contained within the Bishop’s approval. 

Any memorial gifts or donations of a permanent nature that affect the fixtures or fittings, fabric or 
structure of the church are considered to be alterations and will be subject to this Canon. 

The Bishop’s Role 

Canon 4.6 requires any parish planning new construction or any alteration, addition, or renovation of a 

building to obtain the Bishop’s written approval before hiring an architect, planner, or contractor, and 

before applying for a municipal building permit. Before granting approval, the Bishop will consult with 

his/her advisors, including the regional Archdeacon, Finance Advisory Committee (FAC) and the Bishop’s 

Advisory Committee on Church Buildings (BACCB). Further, the parish must have had a decennial 

inspection within the previous five years. 

NOTE: The Bishop’s words of encouragement do not constitute Episcopal approval for the work. Only the 

Bishop’s written approval constitutes permission to proceed with any work. 

Section B – Written procedures for Projects 
The guide outlines processes for multiple project types.   

 Process for New Construction, Alteration, Addition, or Renovation of Buildings 

 Process for Emergency Repairs 
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 Process for Permanent Memorials 

 Process for Projects that may not require a Building Permit 

The steps included for each process have been written to be specific to each project type.  Users should 

be careful to follow the correct process for their project type.  

While this guideline attempts to create processes that can be followed by all who are contemplating a 

change to some component of their building(s) the current rules imposed by different jurisdictions make 

the application of these guidelines overly cumbersome in some cases.  In order to ensure compliance, 

always check with local authorities on building permit requirements. 

Since every project that requires a building permit must be reviewed by the BACCB, should a project cost 

be LESS THAN $15,000, require a building permit and not consist of a significant change to the worship 

space of the church, the Bishop may not require a BACCB consultant to be involved directly in the 

alteration. 

For these instances, the Corporation must contact the Secretary of Synod to determine if some steps 

may be eliminated.  

Process for New Construction, Alteration, Addition, or Renovation of Buildings 

Before beginning any new construction, alteration, addition, or renovation of your parish’s buildings, you 

must follow these steps. The Parish Council, regional Archdeacon, the Vestry, Building Committee, and 

diocesan Bishop, Secretary of Synod and Diocesan Treasurer as well as the Bishop’s Advisory Committee 

on Church Buildings, Financial Advisory Committee, and Synod Council may all be involved in this 

process. 

1. Discuss the overall economy of the project during a meeting of the Corporation. 

2. Discuss the project at Parish Council. After the Council agrees on the basic character of the project 
and votes to support the project, advise and consult with your regional Archdeacon about the 
project. 

3. Hold a Special Vestry to vote on and approve the project. 

4. Assemble a Building Committee to oversee the project. 

5. Notify the diocesan Bishop about the parish’s intentions in a letter that explains the scope of the 
project, the reasons for it, the anticipated costs, and the sources of funds to pay for it. 

The diocesan Bishop will either 1) provide written permission for the parish to proceed with the 
project under its own oversight or 2) appoint members of the Bishop’s Advisory Committee on 
Church Buildings (BACCB) and the Financial Advisory Committee (FAC) as ex-officio, non-voting 
consultants to the parish’s Building Committee. The Bishop in either case will notify the Secretary of 
Synod about the proposal. 

The BACCB will determine whether a decennial inspection is required. Major project work cannot be 
done unless a decennial inspection has been completed within the previous five years of initiating 
the project. If the parish needs this inspection, the BACCB will advise the Decennial Inspection 
Committee; this committee will prepare documentation about the inspection for the parish. 

It is up to the parish to arrange for this inspection.  It must be completed and on file at the Synod 
Office before step 11 is completed.  
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6. Have the parish’s Building Committee, including the BACCB and FAC consultants, prepare the project 
plan document and communicate this to the BACCB, FAC, Bishop’s Office, and Secretary of Synod. 

7. The consultants from the BACCB and FAC will provide your Building Committee with any necessary 
feedback about the project plan. 

8. Have the Corporation submit the project plan to Parish Council for information and feedback and, 
subsequently, to the Special Vestry called to approve the expenditure of the related project. If your 
Building Committee does not receive approval, have them revise the plan and resubmit it for 
approval to the appropriate authority. 

9. When your Building Committee receives approval for the project plan, have them, with the 
assistance of the BACCB and FAC consultants, determine the contracting method — (a) competitive 
bid or (b) Design-Build bid. You may choose to contract with a Design-Build bidder only after a 
rigorous comparison of vendors who are at arm’s length from the parish and have no conflict of 
interest with any of its members. 

Have your Building Committee consult the wider parish community and other stakeholders, as 
appropriate, to develop a wish list.  At the same time, have your Building Committee arrange for the 
completion of your decennial inspection, if one is needed. The Decennial Inspection Committee will 
send the necessary documentation to your parish, and to the BACCB and FAC as well as to the 
Bishop’s Office. 

10. Have your Building Committee, including the BACCB and FAC consultants, prepare a list of at least 
three potential architects and / or designers, interview them, select their choice from this list of 
three and forward their recommendation to Corporation for a final decision.   

The contract should be reviewed by someone with contract or legal expertise to ensure the best 
interest of the parish and Diocese are upheld.  Legal costs are the responsibility of the parish. 

11. Have your Building Committee, including the BACCB and FAC consultants, prepare the project scope 
document and send it to the Bishop, BACCB, and FAC. These two committees will give the Bishop 
feedback about the project, specific to their areas of expertise, and copy the Building Committee on 
their feedback. 

Once approved by the Bishop, the project scope and contract will go to Synod Council for 
endorsement. If the Bishop does not approve the contract, your Building Committee, the BACCB 
consultant and the FAC consultant will receive feedback about reasons for the decision. If the Bishop 
approves the project scope and Synod Council endorses it, the FAC and BACCB will be informed 
about their approval.   

12. Once you have received approval, have the architect and your Building Committee, including the 
BACCB and FAC consultants; prepare design plans and a detailed budget for the project. 

15. Hold a Special Vestry to present the project scope, including the updated design plans and budget. 
Ask the Vestry for approval to fundraise for the project, if necessary; to proceed with design 
drawings and the site plan; and to acquire a building permit. 

16. Ask your Building Committee to advise the BACCB, FAC, and Synod Council that the Special Vestry 
has granted these approvals. 

The Bishop will receive the Design-Build plans (or architects design plans if the alternate method of 
separating design from build as chosen) for approval as well as the parish’s information about 
financing the project. The BACCB will review drawings and specifications, and provide feedback. 
Similarly, the FAC will review and provide feedback about revenue and expense projections, as well 
as borrowing arrangements.  
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Synod Council will then receive all this information and entertain the request regarding the approval 
of the project.  If the request is turned down, the Building Committee will receive feedback from 
Synod Council and can re-work the project from step 12. 

17. When you receive the approvals for the plans and financing, have the Building Committee prepare a 
bidders’ list and call for bidders for contractors. Your Building Committee, in association with the 
BACCB and the FAC consultants, will recommend to the Corporation their choice from the bids 
received after interviewing the 3 bidders.  

18. Have the Corporation confirm the choice of bid and contractor, and communicate this choice to the 
Parish Council and parish. Have your Building Committee advise the Bishop, BACCB, FAC, and Synod 
Council of the choice. 

Note, you must have the Bishop’s written permission for the project before you can proceed with 
the project. If you do not receive the Bishop’s permission to proceed, your Building Committee may, 
depending on the circumstances, rework the project and go through the approval process again. 

If the Bishop approves your project, have your Building Committee ask the Corporation to advise the 
contractor to proceed with the project and have the Building Committee monitor the project.  

To monitor your project, notes should be kept, and photographs of various stages of the project are 
encouraged. From this point onwards, your Building Committee must document the ongoing work 
and any changes from the approved project plans and budget. The BACCB and FAC will advise Synod 
Council (via the Secretary of Synod) of any changes that take place during the project.  

Project cost expenditure changes that are up to $10,000 or 15% of the approved budget amount do 
not require further approvals.  Project cost increases more than $10,000 or more than 15% of the 
approved budget amount will require new approvals from the same authorities as previously gave 
permission for spending.  The BACCB representative will determine what represents a major shift in 
the non-monetary portion of the project and what new permissions may be required. 

19. When the project is complete, make sure your Building Committee submits a set of drawings and 
other relevant documents to the diocesan archivist. 
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Process for Emergency Repairs 

There are circumstances when property requires emergency repairs, such as following a storm, flood, leak 

or fire.When you have determined that your property needs emergency repairs, follow these steps to 

initiate, fund, and complete the repairs. 

1. Immediately notify your regional Archdeacon about the need for emergency repairs and secure the 
property from further damage. 

Notify the insurance administrator for the diocese to determine whether our insurance will cover the 
emergency repairs. As of April 2013, the insurance deductible is $2,500. 

If our insurance covers the repair, the diocesan office will notify the insurance company and initiate 
the claim. If your claim is denied, your parish will need to follow, as much as possible, the guidelines 
for any renovation work. You will find these guidelines above in the previous process described 
under the heading Process for New Construction, Alteration, Addition or Renovation of Buildings. 

2. If your emergency is not covered by insurance, determine whether you need building permits for the 
repairs. Repairs that require building permits usually take more time than those that do not. 

3. To help you complete the repairs, follow both these specific guidelines for emergency repairs and 
the renovation and construction guidelines for Canon 4.6. 

4. If you have a problem with cash flow and need funds to make the repairs, identify the funding 
options available. Funding sources may include obtaining financing from a bank, using existing parish 
investment funds or Rectory Funds currently held in trust, or fundraising at the parish level. The 
Corporation will determine their principal sources of funding. 

Should you determine that you may need bridge financing because this is an emergency, please 
contact the Diocesan Treasurer, who may be able to assist the parish.  

If you decide to use investments held in trust with the Synod, you will need Synod Council approval. 
To obtain this approval, you must notify the Secretary of Synod. Approval may require a vote at 
Synod Council. The Secretary of Synod will also notify the chairs of the Bishop’s Advisory Council on 
Church Buildings (BACCB) and the Financial Advisory Committee (FAC), and the Diocesan Treasurer 
so they can determine how they can support the parish. 

5. If you do not need funding that involves getting permission from Synod Council or monies that are 
held in trust with the diocese, document (i.e. mini project plan for the parish records), in writing, all 
details of what the repairs entail. If necessary, the BACCB will work closely with the Corporation. 

6. Obtain three quotes from three different vendors for the repairs. Have the Corporation review the 
quotes and select the best vendor. If our insurance policy covers the repair, the insurance company 
will likely be involved in reviewing the quotes and selecting the vendor. If this is the case, the 
insurance administrator for the diocese will advise the Corporation about any changes to the 
process. 

7. When the repairs are complete, document all causes and issues related to this emergency repair and 
the way you resolved the problem. Send copies of these records to the diocesan archivist. 

 

Process for Permanent Memorials 

If your parish wants to build a permanent memorial, follow these steps to initiate, obtain approval for, 

and complete your project.  The Parish Council, regional Archdeacon, the Vestry, Building Committee, 

and diocesan Bishop, Secretary of Synod, Diocesan Treasurer and Diocesan Cemetery consultant as well 

as the Bishop’s Advisory Committee on Church Buildings, Financial Advisory Committee, and Synod 
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Council may all be involved in this process. 

1. Have your Corporation investigate the feasibility, economy, and utility of building a permanent 
memorial. 

2. If the permanent memorial constitutes an emergency repair, follow the protocol for an emergency 
repair, as described in the subsection Process for Emergency Repairs. Otherwise, the Corporation 
must follow the process for any alteration or addition, as described in the subsection Process for 
New Construction, Alteration, Addition, or Renovation of Buildings or the Process for projects that 
may not require a building permit. 

 

Process for projects that may Not require a Building Permit 

If your project does not require a building permit, but will cost more than $15,000, follow the steps 

below to plan, fund, and complete your project.   

Every project that requires a building permit must be reviewed by the BACCB.  However, should a 

building permit be required for a project that is less than $15,000 and does not consist of a significant 

change to the worship space of the church, the Bishop may not require a BACCB consultant to be 

involved in the alteration. 

For these instances, the Corporation must contact the Secretary of Synod to determine which steps may 

be eliminated. 

1. If your project does not require a building permit, but costs more than $15,000, or requires a 
material change to your buildings, operations, or systems, have your Corporation investigate the 
feasibility, economy, and utility of the project. 

2. Discuss the project at Parish Council. After the Council has reviewed the basic character of the 
project and agrees to support the project, consult with your regional Archdeacon about the project. 
Notify the chair of the Bishop’s Advisory Committee on Church Buildings (BACCB) who will determine 
whether a BACCB consultant should be assigned to the project. 

3. Hold a Special Vestry to discuss and approve the project. 

4. Assemble a Building Committee for the project. 

The BACCB will determine whether you need a decennial inspection. You cannot undertake major 
project work (projects costing more than $15,000) unless your decennial inspection was completed 
within the previous five years. The BACCB will advise the Decennial Inspection Committee if you 
need an inspection. The Decennial Inspection Committee will prepare documentation for the 
inspection for the parish. 

5. Have your Building Committee, including the BACCB consultant, if assigned; prepare the project plan 
document.  If you have a BACCB consultant involved in the project, forward a copy of the project 
plan to the BACCB. 

The BACCB will send any necessary feedback to your Building Committee for review and comment. 

Have the Corporation discuss the project plan with the Parish Council (for review and comment) and 
discuss subsequently at the Special Vestry (or Vestry) for approval, if necessary to spend funds on 
the project. The Decennial Inspection Committee will send the necessary documentation to your 
parish, and to the BACCB and FAC and to the Bishop’s Office. 
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6. With the assistance of the BACCB, if assigned, determine the contracting method only after a 
rigorous comparison of vendors who are at arm’s length from the parish and have no conflict of 
interest with any of its members. 

7. Have your Building Committee consult the wider parish community and other stakeholders, as 
appropriate, to develop a wish list for the project. 

At the same time, have your Building Committee arrange for the completion of your decennial 
inspection, if one is needed. 

8. Have your Building Committee, including the BACCB and FAC consultants, prepare a list of at least 
three potential architects and / or designers, interview them, select their choice from this list of 
three and forward their recommendation to Corporation for a final decision.   

The contract should be reviewed by someone with contract or legal expertise to ensure the best 
interest of the parish and Diocese are upheld. Legal costs are the responsibility of the parish. 

9. Have your Building Committee, including the BACCB consultant, if assigned, prepare the project 
scope document for the project, and send it to the BACCB. 

10. If you think your project will cost more than $15,000, send a copy of the project scope to the 
Secretary of Synod. 

11. If you need to use invested funds or require a bank loan for your project, send a copy of the project 
scope to the FAC through the Diocesan Treasurer. 

12. Hold a Special Vestry to discuss the project scope document, including the updated design plans and 
budget. Ask the Vestry to approve the funding method chosen for the project, and if necessary ask 
the Vestry for approval to fundraise for the project. 

13. Have your Corporation tell the BACCB, FAC, and Synod Council that the Special Vestry has approved 
the funding for the project. 

The FAC will review and provide feedback about revenue and expense projections, as well as 
borrowing arrangements. 

If funding your project involves using invested funds or a bank loan, the Secretary of Synod will send 
the document outlining the scope of your project to Synod Council for endorsement, and, if 
approved, inform the BACCB and FAC of that decision. 

14. Have your Building Committee prepare a bidders’ list and call for bidders. Your Building Committee 
will review and recommend to the Corporation the successful bid or contractor. 

15. Have your Corporation confirm the choice of bid or contractor, and present this choice to your Parish 
Council for review and subsequently to the Vestry to request permission to award the contract. Have 
your Building Committee advise the Secretary of Synod about the Vestry’s choice. 

16. Have the Corporation confirm the choice of bid and contractor, and communicate this choice to the 
Parish Council and parish. Have your Building Committee advise the BACCB and Secretary of Synod of 
the choice. 

To monitor your project, notes should be kept, and photographs of various stages of the project are 
encouraged. From this point onwards, your Building Committee must document the ongoing work 
and any changes from the approved project plans and budget. The BACCB and FAC will advise Synod 
Council (via the Secretary of Synod) of any changes that take place during the project.  

Project cost expenditure changes that are up to $10,000 or 15% of the approved budget amount do 
not require further approvals.  Project cost increases more than $10,000 or more than 15% of the 
approved budget amount will require new approvals from the same authorities as previously gave 
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permission for spending.  The BACCB representative will determine what represents a major shift in 
the non-monetary portion of the project and what new permissions may be required. 

17. When the project is complete, make sure your Building Committee submits a set of drawings and 
other relevant documents to the diocesan archivist. 
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Section C – Flow Charts for Procedures  

Process for New Construction, Alteration, Addition or Renovation of buildings 
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Process for Emergency Repair  
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Process for Permanent Memorials  
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Non-Building Permit Projects 

 



 

Canon 4 6 Guidelines v11 July,  July 2, 2013 Page | 18 

 



 

Canon 4 6 Guidelines v11 July,  July 2, 2013 Page | 19 

Section D – Glossary of Terms and Documents 
The flow charts (Section C), which outline the steps to be taken on any building project, use a number of 

terms that are defined below, in the order they appear in the flow charts. In addition, required 

documents identified in the flow charts are described or outlined below. 

1. Building Permit – A building permit gives the Corporation (or assigned diocesan administrator) the 
legal authorization to start construction or demolition of a building project, in accordance with 
approved drawings and specifications. The Corporation cannot lawfully begin construction or 
demolition without first applying for and obtaining a building permit. 

Building permits are usually issued by the local government authority (city or region) responsible for 

ensuring compliance with the Ontario Building Code Zoning By-Laws and other applicable provincial 

and municipal regulations. 

Building permits are necessary to ensure that zoning requirements, and fire and structural safety 

standards, and other building standards are met. 

These are some examples of projects that do require a building permit: 

 New buildings 

 Demolition of any structure occupying an area greater than 108 square feet (10 square metres) 

 Additions 

 Building improvements 

 Interior alterations 

 Accessory sheds or garages 

 Decks and porches, steps, and stairways 

 Mechanical or structural alterations 

 Installation of fire safety systems 

 Tents greater than 60 metres or all tents within 3 metres of a building 

 Wood stoves, fireplaces 

 Installation of a ramp or elevating device 

 Installation of solar panels 

 Some plumbing, heating and HVAC systems 

NOTE: Always check with government agencies in your area for the most up-to-date regulations. 

These are some examples of projects that do not require a building permit: 

 Re-roofing an existing structure 

 Replacement of stained glass windows 

 New glass 

 Painting 

 Insulation 
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 New furniture or flooring 

2. Heritage Permits – The Province of Ontario, through the Ontario Heritage Act, has enacted 
legislation to protect and conserve the Province’s heritage resources. Once a property is designated 
under the Ontario Heritage Act, the local government agency responsible for monitoring these 
buildings reviews any site-specific applications received to determine how the proposed changes to 
the property may enhance or adversely affect the integrity of the heritage resources. 

There are two types of adverse effects to heritage resources: 1) changes that result in the damage to 

or loss of heritage features or materials and 2) changes that result in the disruption of the overall 

character of the heritage resources. 

Heritage permits are required for all individually designated properties (under Part IV of the Ontario 

Heritage Act) when the proposed alteration affects the property’s heritage attributes, as described in 

the designation by-law, and for all properties located within the boundaries of a heritage 

conservation district (under Part V of the Ontario Heritage Act). 

The following are a few examples of typical alterations that require a heritage permit: 

 Additions to the proportions and elevations of individually designated heritage buildings, as 
described in the designated by-law 

 New construction within a heritage conservation district 

 Demolition of all or part of individually designated heritage buildings 

 Demolition of buildings and structures within a heritage conservation district 

 Masonry cleaning and repointing 

 Replacement or installation of new windows, doors, cladding material (vinyl, aluminum, stucco, 
masonry veneers, etc.), roofing materials, soffits, eaves troughs, and downspouts 

 Porch, verandah, or chimney reconstruction or construction 

 Installation of dormers, skylights, awnings, or shutters 

 Installation of signage to a designated façade or on a property in a heritage conservation district 

 Installation of temporary or removable storm windows and doors 

 Installation of vents, satellite dishes, meters, utility boxes, A/C units, etc. 

 Painting of previously unpainted masonry or wood cladding 

 Removal of architectural decorative details defined in the Reasons for Designation/Heritage 
Attributes 

 Major landscaping alterations, including erection of fences, grading, and installation of a 
swimming pool on Part IV–designated properties when they affect the Reasons for 
Designation/Heritage Attributes and are within a heritage conservation district 

 Removal of materials for testing or testing new materials and repair methods for any of the 
above 

 Installation of scaffolding and railings attached to a building or structure 

As a general rule, alterations to heritage properties should repair rather than replace original 

features, and should not permanently damage heritage materials and construction methods. When 

replacement of materials or new construction is necessary, it should match or be compatible with 
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the original. Reversible alterations that allow for the future restoration or reinstatement of heritage 

features are also preferred. 

NOTE: Always check with local government agencies in your area for the most up-to-date 

regulations. 

3. Project Types – The following types of projects are covered by this document. 

New Construction – New construction is typically a building built on a new foundation that requires a 

building permit and is subject to proper contract tendering and project management. 

Alteration to a current structure - Will usually involve replacing some of the building's fabric, either 

as necessary maintenance or to suit a new purpose. Will probably require a building permit. 

Addition to a current structure- An addition, while being new construction in its own right, may affect 

the integrity of the existing building to which it is being added. Care is to be taken. 

Renovation – A renovation requires a building permit. A renovation may include repairs, 

maintenance, and restoration, and interior and exterior work involving replacement or refurbishing 

of any or all floors, walls, ceilings, roofs, and windows. 

Emergency Repair – An emergency repair is a repair that is required because of an unplanned event 

that requires immediate action to prevent further damage to the building. 

Permanent Memorial – A permanent memorial is the construction or creation of a memorial on or 

around the church property. 

Non-Building Permit Large Project – A large project whose total projected cost is expected to exceed 

$15, 000 and does not require a building permit may include repairs, maintenance and restoration, 

and interior and exterior work. 

4. Corporation – According to Canon Law, the Corporation consists of the incumbent or rector, the 
people’s warden and the rector’s warden. These people are legally entitled to make decisions on 
behalf of the parish. 

5. Parish Council – The membership of Parish Council consists of The Rector or Incumbent, the 
Churchwardens and Deputy Churchwardens if any, the Lay Representatives to the Synod and the 
substitute Lay Representatives and such other members of the Congregation as may be elected at 
the Annual Vestry Meeting, not less than 2 in number and such members of the Vestry as may be 
appointed by the Rector or Incumbent not to exceed the number elected at Vestry.   

Parish Council must meet at a minimum of 4 times per year. (See Canon 4.2.1) 

Included in Parish Council duties, as relates to Canon 4.6 is the duty to assist the Churchwardens in 

securing the funds required for the purposes of the Church and to make recommendations in regard 

to insurance and maintenance of Church property. To provide feedback on proposed church 

projects.  (See Canon 4.2.2)   

6. The Parish Vestry – The membership of the Parish Vestry is the group of baptised members of the 
parish who are 16 years of age or older and who have been involved with the congregation for at 
least 6 months through worship, fellowship, and financial support to the congregation. For a building 
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project (defined above) to proceed the Parish Vestry must approve the proposal as submitted by the 
Corporation at a Special Vestry meeting. 

7. Special Vestry  - The Cleric in charge may call a Special Vestry meeting whenever is proper to do so, 
(for a specific purpose)  giving notice thereof during Divine Service on the two Sundays next 
preceding on which Service is held in the Church; and also specifying the business for which such 
Vestry meeting is called.  And the said cleric shall call such meeting upon application made to the 
cleric in writing by at least six members of such Vestry; and in case, upon such written application 
being made aforesaid, such person refuses or neglects to call such meeting or to give such notice, 
then one week after such demand is made, the said six members may notify the Bishop and request 
the Bishop's action thereon. 

8. Building Committee (Bldg. Cttee) – The Building Committee is the parish committee designated to 
act on the Corporation’s behalf and under the general direction of the Corporation on a project, as 
defined above. Membership of the Building Committee may include one or two Bishop’s consultants 
from the Bishop’s Advisory Committee on Church Buildings and a consultant from the Financial 
Advisory Committee. See Appendix 2 and Appendix 3 for a description of the roles of the two 
consultant members of the Building Committee. 

9. Project Plan Document – The project plan document is the first step in documenting a project. It is 
very similar to the project scope document, except that much of the information is outlines or 
estimates. The document should, however, have enough detail to allow stakeholders to understand 
the concept and expected costs so that they are able to make a decision about whether the project 
should move ahead to the next stage. 

10. Project Scope Document – The parish Building Committee prepares the project scope document 
with the assistance and oversight of the assigned BACCB and FAC consultants. The document should 
include the following information: 

i. The names and contact information of all parish Building Committee members, wardens, 
incumbent, etc. 

ii. the date of the last decennial inspection, a list of the work that needs to be completed, and 
the status of the work completed or not completed 

iii. the project type – renovation, new construction, permanent memorial, emergency, or large 
project requiring no building permit 

iv. a brief description of the project – two or three paragraphs outlining the what, when, why, 
how, and where of the project 

v. the project timeline – a timeline indicating the dates for the start and finish of the project, 
and its major milestones (see flow chart) 

vi. a list of the required building or historical permits 

vii. the estimated cost of the project (a more precise, detailed budget will be required for 
approvals as the project moves ahead and the anticipated source of funds for the project is 
identified) 

viii. an overview statement of the parish’s financial and statistical health 

11. Bishop’s Advisory Committee on Church Buildings (BACCB) – The BACCB provides 
experienced, informed, and impartial advice to parishes that have concerns about the condition, 
maintenance, or preservation of their buildings. When necessary or requested, the BACCB helps 
parishes review these concerns, identify general problems, find competent consultants or 
contractors, and monitor any resulting work program, and reports their activities to the Bishop. The 
committee also assists the Bishop by reviewing and commenting on the plans and drawings for any 
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proposed new church building or major modification to an existing church building, and by 
reviewing, from time to time, the progress of any such construction. See Appendix 1. 

12. Financial Advisory Committee (FAC) – The FAC reports to Synod Council. Included in their terms 
of reference is the task to “provide advice and/or recommendations to Synod Council on all financial 
matters that are to come before Council for resolution.” 

13. Secretary of Synod – The Secretary of Synod is the officer appointed by the Bishop to oversee the 
upholding of Canon law within the diocese. 

14. Decennial Inspection Committee (BDIC) – The BDIC makes regular inspections of all owned or 
leased buildings and properties within the diocese every 10 years. See Appendix 4. 

15. Decennial Inspection – A decennial inspection is required of every parish at least once every 10 
years. Before undertaking a project, a parish must ensure that it has completed a decennial 
inspection within the previous five years. See Appendix 5. 

16. Decennial Inspection Requirements – See Appendix 5. 

17. Contracting Methods – Although choosing a professional service provider based on a 
recommendation or hearsay may seem faster and more convenient, due diligence requires parish 
Building Committees to receive completed Requests for Proposals (RFPs) from at least three 
qualified architects or engineers. 

The parish Building Committee’s Request for Proposal (RFP) should clearly explain the scope of the 

project so that all proposals received may be equally clear about the services to be provided and the 

likely cost, which should be expressed as an upper limit. 

Likewise, when seeking building contractors, the parish Building Committee should follow the 

diocesan preference for a competitive bidding process, obtained by public tender or by inviting and 

comparing a least three quotations from companies with good records of performance. 

For further details about how to solicit and receive competitive bids, consult your BACCB consultant 

or Appendix 6. 

Committee members who are not at arm’s length from one or more of the RFP responders or invited 

bidders should declare their conflict at the outset and refrain from voting when the contractors’ 

proposals are reviewed. 

Following are the definitions for the persons who may be involved in a project. 

a. Architect – The parish retains an architect to design the building and to establish the standard of 
construction and finishes. The architect provides general supervision of the work and certifies 
invoices for payment by the owner. 

b. Design-Build – When a parish decides on a Design-Build bid, the contractor is responsible for 
both the design and the construction of the project. The architect and his/her consultants are 
hired by and are responsible to the contractor, not to the client (i.e., the parish). 

c. Parish Representative — If the parish chooses to proceed with a Design-Build bid, it must retain 
a person who is independent of the Design-Build contractor to act as the parish’s representative 
during the construction. This person must be experienced and knowledgeable in the 
administration of construction contracts. 

d. Architect and Construction Manager – The parish retains an architect to design the building and 
to establish the standard of construction and finishes. 
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e. Construction Manager – The parish retains a construction manager to provide input on the 
construction and prepare cost estimates during the design phase of the project. The construction 
manager awards trade subcontracts, coordinates the work of the sub-trades, and may perform 
some of the work with his/her own employees. The construction manager’s services are 
provided on a fee basis; the actual construction work is done on a cost-plus basis. 

18. Parish Fundraising Committee – The Parish Fundraising Committee is responsible for 
determining the method of fundraising and organizing the campaign to raise the needed funds for 
the project. 

19. Bid Call – The bidding process should involve at least three independent vendors quoting on the 
project. Each vendor should be at arm’s length from the members of the Corporation and 
fundraising committee, and anyone else with authority to approve the project. 

The bid call is generally issued by sending written requests to specific vendors asking them to quote 

on an identified project as detailed by the architect. A specific time and person to whom the bids 

should be returned is to be included in the instructions. The bid call request should at a minimum 

include a request for the vendor to provide the following information: 

 Price 

 Timeline 

 Items inside and outside of the vendor’s scope 

 Vendor’s subcontractors included in bid 

 Descriptions of materials 

 Any proposed diversions from the original plans in design, materials, timeline, etc. 

 Bondability of the contractor 

 Proof of WSIB coverage 

 Penalties for non-completion of work or timeline violations 

20. Financing options – Parishes may consider these options for financing building projects: 

i. Fundraising 

ii. Parish investments 

iii. Bank financing 

iv. Loan from rectory fund 

v. Government grants 

vi. Other association grants 

vii. Diocesan loans, either direct or an extension of a bank loan 

21. Final Report for Archivist – On completion of the project, the parish must deposit a complete set 
of contract documents, including all addenda, change orders, and a set of as-built drawings with the 
diocesan archivist. 
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Appendix 1 - BACCB Mandate 

The Bishop’s Advisory Committee on Church Buildings Mandate 

The Bishop’s Advisory Committee on Church Buildings shall be appointed by the Bishop and shall 

continue at his pleasure. 

The Committee shall: 

1. At the request of the Bishop, or at the request of a Parish through the Office of the Bishop, 
provide experienced, informed and impartial advice to Parishes that have concerns about 
the condition, maintenance or preservation of their buildings, by assisting in a review of 
those concerns, in the identification of general problems, in the finding of competent 
consultants or contractors, and in the monitoring of any resultant work program, all as 
may be necessary or requested, and report to the Bishop on all of this. 

Assist the bishop by reviewing and commenting on the plans and drawings of any proposed new 
church building or major modification of an existing church building, and by reviewing, from time to 
time, the progress of any such construction, and 

Undertake such other tasks as the Bishop may, from time to time, assign to the Committee. 

 

January 2003 
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Appendix 2 - Volunteer Ministry Job Description: BACCB Representative to Parish 

 

Nature of the position: 

To work as a liaison between an assigned Parish Building Committee and the BACCB as a conduit of 

information; identifying building and process related concerns for the BACCB, Bishop, Secretary of 

Synod, Executive Officer and other Diocesan Officials. 

Scope of Position: 

To act as the BACCB’s Diocesan representative ensuring the integration of the Diocesan objectives and 

parish ambitions for the assigned project.  Final authority (“go” or “no go”) for the project rests with the 

Bishop. 

Outline of Responsibilities: 

1. Act as an ex-officio member of the Parish Building Committee, to be invited to all Building 
Committee meetings and attend any and all meetings as necessary, to identify and convey to 
the Chair of the BACCB any project concerns. 

To understand and follow Canon 4.6 and its guidelines and support the parish in adhering to the 
regulations. 

Be available to consult with and support the parish in the practical aspects of the Parish Building project, 
being careful to neither affirm nor deny parish initiatives personally.   This means being particularly 
mindful of the BACCB’s role as being that of an advisory capacity to the Bishop 

To consult with the Chair of the BACCB to seek clarification of the policies or issues at hand. 

Skills and Experience: 

1. The ability to be a strong and effective communicator both orally and in written form. 

A sound grounding in building related issues (i.e. architectural, engineering, construction) and the ability 
to communicate this information clearly to stakeholders. 

General familiarity with the Anglican Diocese of Niagara and its policies, specifically Canon 4.6 and 
BACCB requirements. 

An ability to work as a team member with both the BACCB and the Parish Building Committee in 
different roles. 

Boundaries and Limitations 

1. To understand the role of Diocesan representative as being both a conduit of information 
and as an agent of the BACCB ensuring due diligence and best practices are adhered to. 

To adhere to all diocesan policies and practises including the Diocesan Safe Church policy. 

To comply with the policies and guidelines of the Anglican Diocese of Niagara regarding confidentiality 
and neither communicate nor divulge confidential or financial information regarding the parish or 
individual members.  
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Appendix 3 - Volunteer Ministry Job Description: FAC Parish Consultant 

 

Nature of the position: 

To work as a liaison between an assigned Parish Building Committee and the FAC as a conduit of 

information, identifying fiscal concerns for the FAC, Secretary of Synod, Executive Officer and the 

Diocesan Treasurer. 

Scope of Position: 

To act as the FAC’s Diocesan representative ensuring the integration of the Diocesan objectives and 

parish ambitions for the assigned project.  Final authority (“go” or “no go”) for the project rests with the 

Bishop. 

Outline of Responsibilities: 

1. Act as an ex-officio member of the Parish Building Committee, to be invited to all Building 
Committee meetings and attend any and all meetings as necessary, to identify and convey 
any financial concerns about the project to the Chair of FAC, Secretary of Synod, Executive 
Officer and the Diocesan Treasure. 

To understand and follow Canon 4.6 its guidelines and to support the parish in adhering to the 
regulations. 

Be available to consult with and support the parish in the financial aspects of the Parish Building project, 
being careful to neither affirm nor deny parish initiatives personally.   This means being particularly 
mindful of the FAC’s role as being that of an advisory capacity to Synod Council 

To consult with the Diocesan Treasurer and the Secretary of Synod and if necessary the Executive Office 
during the process to seek clarification of the policies or issues at hand. 

Skills and Experience: 

1. The ability to be a good communicator both orally and in written form. 

A sound grounding in business and finance and the ability to communicate this information clearly to 
stakeholders. 

General familiarity with the Anglican Diocese of Niagara and its policies, specifically Canon 4.6. 

An ability to work as a team member with both the FAC and the Parish Building Committee in different 
roles. 

Boundaries and Limitations 

1. To understand the role of Diocesan representative as being a conduit of information and an 
agent of the FAC. 

To adhere to all diocesan policies and practises including the Diocesan Safe Church policy. 

To comply with the policies and guidelines of the Anglican Diocese of Niagara regarding confidentiality 
and neither communicate nor divulge confidential or financial information regarding the parish or 
individual members. 
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Appendix 4 - Decennial Inspection Terms of Reference & Reporting Requirements 
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Appendix 5 - Decennial Inspection Technical Guide 
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Appendix 6 - Contracting Methods for Building Projects 
 

A QUICK REFERENCE ON CONTRACTING METHODS 

This information package describes contracting methods for the guidance of Parishes undertaking a 

building project. The methods described are Architect and General Contractor, Design-Build, Architect 

and Construction Manager, and Project Management. 

 
1. ARCHITECT AND GENERAL CONTRACTOR 

a. Owner retains Architect to design the building and to establish the standard of construction 
and finishes. Information is available through the Bishop’s Office to assist Parishes in selecting 
an architect. 

b. Architect is responsible to the Owner and is the Owner’s representative.  

c. Owner or Architect calls for competitive bids for the work. 

d. Owner enters into a formal contract with the selected General Contractor.  

e. General Contractor hires sub trades as needed. 

f. General Contractor carries all legal responsibilities and necessary insurances.  

g. Architect provides general supervision of the work and certifies invoices for payment by the 
owner. 

 
2. DESIGN-BUILD 

a. Owner hires a Design-Build Contractor for a price which is not based on the final 
drawings. 

b. Design-Build contractor hires the Architect of his choice. The Architect is responsible to 
the Design-Build Contractor and not to the Owner. 

c. Architect designs the building under the direction of the Design-Build Contractor to meet 
the requirements of the Owner. The final drawings form the basis for the final price of 
the work. This price may be quite different from the original price or the design may be 
altered to keep the price within the budget of the Owner. This last could compromise 
the Owner’s original concept as to space and style. 

d. Design-Build Contractor hires sub trades as needed. 

e. Design-Build Contractor carries all legal responsibilities and necessary insurances. 

f. Owner pays the Design-Build Contractor for the design and for the construction.  

g. The Regulations under Canon 4.6.1 require that if "the parish chooses to proceed by way 
of the Design-Build method, it must retain a qualified person, independent of the 
Design-Build contractor, to act as the parish’s agent during construction". 

 
3. ARCHITECT AND CONSTRUCTION MANAGER 

a. Owner retains Architect to design the building and to establish the standard of construction 
and finishes. Information is available through the Bishop’s Office to assist Parishes in selecting 
an architect. 

b. Owner retains Construction Manager to: 
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1. provide construction input and prepare cost estimates during the design phase of the 
project, 

2. award trade subcontracts and coordinate the work of the sub-trades and may perform 
some of the work with its own forces, 

3. provide these services on a fee basis; the actual construction work is done on a "cost 
plus" basis 

c. The CCA-5 form of contract defines the Construction Manager as the Agent for the Owner. 
That means that the Owner (i.e. the Parish and ultimately the Diocese) is responsible for the 
actions of the Construction Manager, including all the liability under the Occupational Health 
and Safety Act. For this reason, the use of CCA-5 is not permitted for work done in the 
Diocese. 

d. If a parish wishes to use the Construction Management method, the CCDC-3 form of contract 
must be used. This is a standard "cost plus" form of contract by which the Construction 
Manager is defined as the "Contractor" and assumes all the liabilities of a contractor. The 
scope of work in document CCDC-3 must be modified to reflect the scope of work to be 
performed by the Construction Manager. 

e. In accordance with the Regulations under Canon 4.6.1, the Parish must request and obtain 
Episcopal approval before entering into a contract with a Construction Manager. In order to 
assess any such request, the Bishop’s Office must be provided with: 

1. a statement of the intended Construction Manager’s experience, including a list of 
completed projects and references and proof that the nominee is qualified in accordance 
with the requirements of the Ontario Building Code to undertake such work, 

2. a statement of the scope of services to be provided by the Construction Manager, 

3. a statement listing the fee and the cost items to be included in the fee and which cost 
items are directly reimbursable, and 

4. the name of the insurer who is prepared to provide the Builder’s Risk and General 
Liability Insurance, including the limits proposed. 

f. To obtain Episcopal approval to commence construction, the Bishop’s Office must be 
provided with: 

1. a complete set of plans and specifications,  

2. a cost estimate based on those plans, and 

3. an upset cost which must not be exceeded without prior written approval of Corporation 
of the Parish; this upset cost is to be written into an addendum to the contract with the 
Construction Manager. 

 
4. PROJECT MANAGEMENT 

a. This method is not suitable for the types of work undertaken by Parishes, and is normally 
only used for mega projects where the work can be divided into several discrete 
packages, each with its own design team and construction forces. 

 
Revised February 17, 2005  
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Appendix 7 - FAQs 

1. What is the first step after the parish has initiated a feasibility study or discussion 
around a project? 

You should notify your regional Archdeacon. 

2. When do I contact the Synod Office? 

You should contact the Synod Office as soon as you establish your Building Committee. 

3. How do I know if I need a building permit? 

You should contact your local municipality office and give them the details of the proposed 
project. 

4. Should the BACCB and FAC consultants be invited to every Building Committee 

meeting? 

Yes. It is up to the designated consultants to determine whether they need to attend any 
given meeting. The BACCB and FAC assign members to the parish’s Building Committee in 
consultation with the Bishop. Although they are not voting members of the Building 
Committee, you should consider their advice seriously. 

5. Can the Bishop give permission for a project before the regional Archdeacon, 

BACCB, FAC and Synod Council are involved? 

No. Having a conversation with the Bishop about the parish’s intent to initiate a project does 
not constitute Episcopal permission. Although the Bishop may affirm the concept of the 
project at this stage, you must follow the other steps in the process, in order, to their full 
conclusion, before you can receive formal Episcopal approval. 

6. What happens if the Building Committee determines that the project will be 

significantly over budget at any time before the project is completed? 

Although every project is susceptible to overages and changes, if any project varies by more 
than $10,000 or by more than 15% from its approved cost, the Building Committee must 
immediately contact the Secretary of Synod who will review the project and determine the 
next steps if any action is required. 

7. Should the winning contractor’s bid be reviewed by anyone outside the parish? 

Whenever you must sign a legally binding agreement, you should have a knowledgeable 
outside professional review it. This person may be a lawyer, engineer, or similar professional 
who may require remuneration to complete the task. If the project requires an encumbrance 
on a building, the diocesan solicitor must review and approve any agreements. To initiate 
this process, you must contact the Secretary of Synod. The costs of the diocesan solicitor’s 
services are the responsibility of the parish. 

 


