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1 Contact details and changes
Here are the contact details for any questions you may have about the Parish Giving Scheme:

1.1 Not Yet Registered

If you are interested in registering or have any other questions, please contact the Giving and Resources Adviser:
Clare Fussell 

Tel: 0117 906 0100
Email: clare.fussell@bristoldiocese.org
Address: Diocese of Bristol, Hillside House, 1500 Parkway North, Stoke Gifford, BS34 8YU
1.2 Already Registered

If your church is already registered with PGS, please contact:
a) The Giving and Resources Adviser - Naomi Buckler - at the above address if you would like further copies of the materials or advice about stewardship in your parish or group. 

a) The Parish Giving Scheme Administration Team at the address below if you have a query relating to donors, donations or parish statements or would like to refer a donor to discuss making changes to their individual giving:

Parish Giving Scheme 
 Church House, College Green, Gloucester, GL1 2LY 
Tel: 01452 835595
Email: info@parishgivingscheme.org.uk
1.3 Amendments to this handbook

If you would like to suggest any amendments or additions to this handbook, please send an email to clare.fussell@bristoldiocese.org
This is the second version of this handbook, and we hope it will continue to improve to make it as simple as possible for parishes to follow.
1.4 Copyright Notices

The PGS logo, which is used in this handbook and on the various PGS materials, is Trademarked ™ and is the property of the Parish Giving Scheme Ltd. They are happy to give you permission to use the logo if the following conditions are adhered to:

· The logo is only used in articles or posters relating directly to the PGS

· No changes are made to the logo, other than resizing (but please preserve the aspect ratio)

If you wish to use the logo please seek permission from Parish Giving Scheme Ltd by emailing info@parishgivingscheme.org.uk stating that you agree to the above conditions. 
2 
This handbook
This handbook is intended to provide a single reference document for local churches implementing the Parish Giving Scheme (PGS). 
You can have as many copies of the document as you like to help facilitate the launch of the PGS in your Parish. This handbook and other helpful information is available to download from the Diocesan website: www.bristol.anglican.org/PGS 
2.1 Related documents

There is a selection of materials available to support your parish.  These materials fall into two categories: 

a. Materials intended for PCC use:
· This Implementation Handbook 
· Parish Registration Form

· Resources Order Form

· Promotional poster

b. Materials intended for individual donor use: 
· Donor Gift Form

· Parish Giving Scheme explained: a better way to give to church

· How is the Church funded?

· Why do we give to church?

· PGS tokens
Although most of the printed items will be available on the website, we recommend you order printed material from the diocesan office. There is no cost for this material to parishes and you can then be sure of offering your donors high-quality printed materials. 

Please only issue the original printed Gift Forms .
2.2 Structure of this Handbook

The sections that follow are:

· Section 3 – ‘Why’ – the rationale behind adopting the PGS in our Diocese

· Section 4 – ‘How’ – details about how it works

· Section 5 – ‘What’ – steps to achieve a successful launch of the PGS in your parish

· Section 6 – ‘Action’ – guidance on registering your church and implementing the scheme 
· Section 7 – ‘What to expect as a donor’ – the communications that your donors will be  sent
· Section 8 – ‘Stewardship’ – how to introduce the scheme alongside good stewardship practice
3 
Why adopt the Parish Giving Scheme?
3.1 Background – Money in the Diocese of Bristol
There is no shortage of wealth – both assets and income – in the Diocese of Bristol. Of course there are many areas of deprivation and individuals who are far from wealthy, but generally our problem is not a shortage of money: it is that money does not flow into and through our local churches.  

To realise an adequate flow of steady, planned income, we (the churches) need to attend to four factors: 
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Figure 1: the amount of money flowing to a local church is a product of four factors, each of these can be seen as a ‘valve’ that affects the flow of funds. 

1. We need to see that local church life is both inspiring and engaging to households – something many in the local population want to participate in and belong to. If you’d like support in this area, please contact the Diocesan Missioner Chris Priddy at chris.priddy@bristoldiocese.org 
2. We need to explain to our neighbourhood that local churches are funded by local people. Belonging to a local congregation brings with it the need to consider how best to contribute to church life – by volunteering time and energy and through financial support.

3. We need individuals to be both realistic and generous in their financial giving, and review the amount they give regularly and prayerfully. 

4. We need to encourage efficiency and regularity, so that donors know their money is not being wasted and church councils can budget confidently.
3.2 
What is the Parish Giving Scheme (PGS)?

The PGS is a nationwide service allowing people to make regular, planned donations to their local church by Direct Debit. The cost of membership of the PGS is entirely borne by the Diocese, and is free of charge for parishes. 100% of donations come directly back to your parish from the PGS each month.
3.3 
Why are we joining the Parish Giving Scheme?
3.3.1 It will help us to be more efficient

The PGS is a highly efficient system. It improves cash flow and reduces your administrative burden, by remitting Gift Aid back to the church monthly and providing monthly accounts detailing payments, allowing your church to budget effectively. It is also designed to encourage people to review their giving annually, when introduced alongside a stewardship programme. 
3.3.2. It has a good reputation

The PGS started life in the Diocese of Gloucester. It has been running since 2009, and has gained the national backing of The Archbishops’ Council. 

We were the18th diocese to join the scheme. There are currently 25 member Dioceses * and experience in other dioceses shows that the PGS enables significant increases in giving to support the local church. When run alongside a giving review, parishes see an average increase in giving of 20% as donors move onto the scheme.
*at February 2019
3.3.3 It has some unique benefits

· Being a Direct Debit scheme, the PGS enables the church (the beneficiary) to maintain control over the mechanics of payment. Significantly, it means that an inflationary uplift can be automatically applied each year, if the donor ticks the appropriate box on the form, thus retaining the ‘real’ value of their donation. 
· A donor can choose to remain anonymous to the local church. This can be helpful in encouraging those who, for various reasons, feel more comfortable with their donations being kept anonymous, whilst still enabling the church to benefit from Gift Aid

[image: image2.emf]
Figure 2: the form enables a donor to sign up for an annual inflationary uplift and, if they choose, to remain anonymous to the local church
4 
How does the Parish Giving Scheme work?
4.1 The monthly wheel
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Figure 3: The PGS operates on a 10-day cycle, collecting gifts from donors on the first of each month, and then sending it back to the local church by the  tenth of the month.  The Gift Aid is sent separately once it is received from HMRC which is normally before the end of the month. 
4.2 Advantages for Donors

Many donors are accustomed to automatic Direct Debit-based systems and think the traditional ways of collecting money by the local church are a bit out of date!

However, some people are suspicious of the Direct Debit processing system. They needn’t be - it is the only payment method with a money back guarantee, and is therefore safer for the donor than standing orders, cheques and cash. 
The PGS will only change the amount donated on request from the donor– and the donor will be notified of any changes. If you want to read more about this, go to: https://www.bacs.co.uk/Services/bacsschemes/directdebit/Pages/DirectDebit.aspx
Donors may have their donation automatically uplifted in line with inflation each year, if they so choose. Also, donors can remain anonymous to their local churches if they prefer. 

4.3 Advantages for churches

As shown in Figure 3 on the previous page, the PGS remits money directly to the local church’s bank account each month. The amount remitted is the total for all the PGS donors in the congregation, and any Gift Aid claimed where appropriate. The Treasurer / nominated statement receiver can access a monthly excel report showing the names and amounts for each donation. Anonymous gifts are also detailed on the statement, with names omitted. 
(You can also download an example online version).
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Figure 4: The PCC Treasurer or nominated statement receiver will receive a monthly statement. 
Note that in the example above, one donor has chosen to remain anonymous.
As more and more donors switch to the PGS, it will save many hours of administrative time at the local church level. Donations are much easier for the Treasurer (or Giving Officer) to reconcile than standing orders or cash. It will improve cash flow, since Gift Aid is forwarded each month. Furthermore, with the donor option to accept an inflationary uplift (which the majority of people tend to adopt), the church receipts should increase year on year.

4.4 Frequently asked questions

4.4.1 How much will it cost us? 

The Diocese of Bristol pays an annual fee to be part of the scheme, considerably lower than comparable church administration services, and much lower than the cost of churches providing Gift Aid envelopes across the Diocese. There’s no charge for PGS at parish level. 
4.4.2 How long does it take for the gifts to come through? 

Gifts are collected from donors on the 1st of each month, and remitted to PCC bank accounts by the 10th of each month. However, the first gift may take longer to come through. (For example, a form posted on 15th of Feb came back with a confirmation letter dated 25th Feb, indicating a first collection date of 1st April). This is a good reason for donors to wait until the confirmation letter before deciding when to cancel their standing order.
4.4.3 What do PGS donors do as the collection bag or plate is passed round on a Sunday? 

We can provide scheme participants with PGS tokens which can be placed on the plate or in the collection bag. This indicates that individuals participate in the PGS and enables them to express an act of offering during the course of Sunday worship. Tokens, if included in the offering, may be received and blessed by the priest or minister with the rest of the collection. 

After the service they should be separated out from the money and stored somewhere safe until the next occasion a collection is taken, when they should be made available to worshippers who like to use them. 

4.4.4 Can we photocopy the donor forms? 
No. Only original forms will be accepted at the PGS office. To receive more forms, and any other leaflets, contact the Giving and Resources Adviser (see 1.2).
4.4.5 Does this mean we no longer need to claim Gift Aid on any donations?

No. The Gift Aid is only automatically claimed for donations made via the PGS. Other giving by standing order, envelope or plate will continue to require a claim under the Gift aid or Gift Aid Small Donations Scheme (GASDS) as before. To claim the maximum amount of £8000 GASDS allowed in a tax year, a church will have had to successfully claim Gift Aid on £800 of non-PGS donations. This could be plate donations plus any other funds raised through other events, and other fundraising activities. This shouldn’t be an issue for most churches as it is unlikely that all donors will be converted and there will still remain the one-off gifts from special services etc.  See https://www.gov.uk/claim-gift-aid/small-donations-scheme 
5
What does your church need to do?
5.1 Be realistic

The PGS will not solve all your financial problems with one ‘silver bullet’. However, it does offer a golden opportunity to engage people in thinking about their own level of financial generosity.

It is strongly recommended that you run a stewardship programme alongside the launch of the PGS to take advantage of the opportunity to discuss personal generosity as well as introducing the scheme as a preferred method of payment. As already explained, the PGS is a good mechanical tool to help your church to process incoming donations and administer Gift Aid, but it is not of itself a motivational tool to elicit more giving. As one person put it, “it’s a comfortable way into an uncomfortable conversation!”
5.2 Pray

We need to seek God’s guidance before we make any significant decision affecting our church.

5.3 Pass a PCC Resolution

Joining the PGS will mean that money from participating donors will flow to the PCC through the PGS, rather than directly from the donor to the church, as with other methods. 100% of the donation returns to the church, and no money is held or deducted by the PGS at any point. It is important therefore that the trustees of the local church (the Church Council) pass and minute a resolution. It can be as simple as: “We the PCC of … request the Parish Giving Scheme to commence operation on our behalf.” 
	Aide-memoire:
Write here the date the PCC resolution was passed
	


5.4 Plan a stewardship programme

In launching the PGS, there is clearly an opportunity to engage in a giving initiative at the same time. Experience reveals a much stronger take-up of the PGS when it is offered as a vehicle for giving on the back of a stewardship programme. More importantly, this provides an ideal opportunity to encourage your parishioners in their Christian giving. As with any well-designed stewardship programme it is another way of declaring vision and demonstrating how generosity enables the funding of Christ’s mission and ministry. Communicating this link is crucial:

‘…when we seek to raise funds we are not saying, “Please, could you help us out because 

lately it has been hard.” … rather we are declaring, “We have a vision that is amazing and 

exciting. We are inviting you to invest yourself through the resources God has given you

 – your energy, your prayers and your money – in this work to which God has called us.”

Henri Nouwen, The Spirituality of Fundraising

If you have recently engaged in a stewardship programme (within the last year), prior to the launch of the PGS, you may prefer to simply offer the PGS within a ‘giving review’ to aid the take-up of the scheme.  
Resources to help guide you in this process are summarised in Section 8 of this handbook. Naomi Buckler, the Diocesan Giving and Resources Adviser would love to talk to you to provide more information about running a stewardship programme in your parish.
5.4 Review annually

While the PGS does give people the opportunity to use the inflationary increase, you will probably want people to additionally increase their gift as their income (hopefully) increases beyond inflation. So an annual thanksgiving review day is very important. 

You can download editable increase forms from our website, so that people can fill in their details and hand them in to you to be sent on to PGS. (See below for an example). Make sure you add in your parish name and unique parish code.
Giving for Life is a resource that will help the PCC to do an annual review. See https://www.parishresources.org.uk/givingforlife/ 
You may also wish to thank people regularly for their gift, and once a year is a good time to do this, as well as a time to check if their Gift Aid status is still correct. Some churches write to people individually, others hold a small thank you cheese and wine evening. Others combine the thank you with their annual giving review day. Whatever you decide, it is important to make your givers feel appreciated and to let them know how their gifts are being used.
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6 
Registering your church
6.1 Completing the Church Registration Form
The first page of the form provides the PGS with information about the church/parish bank account and the church officers responsible for parish finances. 
The second page provides the Giving and Resources Advisor with information about your current patterns of giving from which we can measure the effectiveness of the PGS across the Diocese.  
We therefore need you to complete both pages. If completing the form by hand, please use BLOCK CAPITALS to ensure all details are legible (especially bank details). 

Once all the parish details are complete, the form needs to be signed by the relevant church officers and dated.  If the parish is in vacancy, two church wardens may sign in place of incumbent.
The completed and signed Registration Form should be sent to: Naomi Buckler, Diocese of Bristol, Hillside House, 1500 Parkway North, Stoke Gifford, BS34 8YU
If you prefer, a scanned copy of the signed form can be emailed to
Naomi.buckler@bristoldiocese.org 
When you send in the registration form, please attach a copy of a paying in slip for the bank account detailed on the registration form.  This is for verification purposes only.

	Aide-memoire:
Write here the date the form was submitted
	


6.2 What will happen once you register
On receipt of your Church Registration Form:

1. We will acknowledge receipt, check the paperwork and then pass the information on to the Parish Giving Scheme.

2. The PGS team will process the application. Your Statement Receiver will receive a letter from the PGS confirming the registration and outlining important parish details.  Please check this thoroughly before donors start to register with scheme.

3. You will be sent the following materials to distribute to donors. Please use the accompanying Resources Order Form to let us know how many of each you require – more can always be ordered later, as and when you need them:
· PGS gift forms: These will be sent to you together with a stock of labels already printed and coded for your parish, so you can be sure that donations are allocated to your church.  
Before you issue a form to a prospective donor, please stick one of the labels onto the form in the position shown overleaf:

[image: image6.emf]
· Accompanying materials: These are printed leaflets designed to introduce the scheme to donors and potential donors, and provide information about the importance of giving to church both from a discipleship perspective and in terms of meeting the costs of ministry.
These A5 booklets are:

· Parish Giving Scheme explained: a better way to give to church 

A brief introduction to the scheme

· How is the Church funded?

A document outlining the costs of running a parish church

· Why do we give to church?

A brief guide to Christian generosity, and a table laying out suggested amounts to give based on your personal income. 

· ‘Covering letter’ examples: We will also provide you with examples of covering letters that you might send out to ‘planned givers’ (i.e., individuals who already give to your church by Standing Order or through an envelope scheme) to invite them to consider joining the PGS, and those who either give in the plate collection, or do not give to your church.

You will probably want to create a version specific to your own church, and you may consider tailoring the letters according to who you are writing to.
· PGS tokens: If you would like these tokens to use with the offertory, please order these alongside the other materials. For more information about how these are used, see the FAQ above.
6.3 Distributing these materials
The Gift Form and accompanying materials, together with an appropriate covering letter, should be sent or handed to donors individually. Simply leaving piles of the donor forms and booklets at the back of the church is unlikely to lead to a good take up of the PGS.  

If your parish has opted to use tokens these should be available for donors to collect at each service rather than individuals having to remember to bring their token with them each time. For example, you could hand them out with the service sheets.
To ensure efficiency and smooth running, donors should be encouraged to send their forms directly to PGS rather than Treasurers gathering them in and sending them to PGS in bulk.

If donors want to guarantee that their gift starts in the month they have requested, gift forms must be received by the PGS at least one full month before the date the first gift is due.
6.4 What information to expect from the PGS

6.4.1 Paperless Statements  

Providing an email address when you register as a PGS statement receiver lets you access and download your monthly statement online. You can do this by securely logging into the PGS website at www.parishgivingscheme.org.uk.  
When you register as a PGS statement receiver you will receive a welcome email or letter. You will then receive an email from admin@parishgivingscheme.org.uk on or around the 10th of the month advising you that an account has been created for you on www.parishgivingscheme.org.uk. This email will contain your username and password.  
If you have not received or cannot locate this email, please call the team on 01452 835595 or email info@parishgivingsheme.org.uk. 
You will then be able to log onto the website and access your monthly statement online. Please note:

· The statement for the current month is published on 10th of each month. You can only viewthe last six months’ statements at one time. 
· Online statements will not detail manual back-dated/refunded Gift Aid adjustments.

· If applicable, PGS will notify the statement receiver by email with any manual adjustments made to donor’s gifts and/or Gift Aid, and PGS will post out a paper statement for your records if required. 

Your statement is listed in Contact ID order and will contain data for the current month, the calendar year and the tax year. No gift amounts will show in the months that the donations are not collected but will be shown in the calendar and tax year columns for continuity. 
6.4.2 How to access your parish statement online 
Once you have received an email from admin@parishgivingscheme.org.uk informing you of your username and password, please go to the PGS website at www.parishgivingscheme.org.uk.  This will take you to the home page where you will see the login area on the bottom left hand side of the page under the Guidance notes. 
Enter the username and login details provided to you on the email. Once you have logged in successfully you should see a welcome message. Click on the name of your Parish and you should see the following message appear in the middle of the page (see example overleaf).
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Click on ‘Download Your File Here’ and an Excel file will be displayed at the bottom of your screen, ready for you to view, download and/or print. 
The aim is to significantly reduce the number of posted statements. However, if you would prefer to receive your monthly PGS statements by post or require a copy paper statement for any month / year, please contact the team on 01452 835595 or email info@parishgivingscheme.org.uk

6.4.3 How to add this to your accounts

Once you’ve downloaded the information, you can copy the relevant data into your accounts. The Gift Aid payments can go into your accounts as ‘Gift Aid reclaimed’. 

For those donors on PGS, you will now get a single payment into your bank account once a month with their total donations followed by another single payment later in the month with the Gift Aid. That means you have just two lines to reconcile with your accounts. 

If your church has a donations coordinator package, such as Data Developments, your downloaded spreadsheet is compatible with these packages and you can simply upload this information directly into the donations coordinator programme.
2 What to expect as a donor

The PGS have fairly minimal communications with the donor, so the responsibility for managing the relationship remains with the church. 

2.1 Initial Communication
On receiving the gift form, the PGS will send back a ‘thank you’ confirmation letter (see Appendix Example One), with details of the amount and frequency, plus any additional information, eg gift aid status, agreement to uplift by inflation, and anonymity. If someone has given their email address, then this may be the only postal letter they receive; subsequent information (and uplift reminders) will be sent by email.

2.1.1 Standing Order not cancelled in time
PGS recommend that people wait for their confirmation letter before cancelling their standing order (if they have one). 

Not everyone is clear about the difference between a standing order or a Direct Debit, so it is worth being clear. The main difference (to the donor) is that standing orders can only be cancelled and changed by the donor directly with their bank, whereas Direct Debits are usually changed by the beneficiary organisation. (E.g the firm or charity). Please make sure donors realise they need to cancel their own standing orders. 
If a standing order and Direct Debit payment have BOTH been taken, the easiest thing is for the donor to contact PGS and request a skipped payment. This is generally easier than refunding, although a donor can of course speak to the church treasurer and sort things in the usual way.

2.2 Further communication

2.2.1 Inflationary Increase

If the donor has requested an annual inflationary increase, then they will be informed six weeks prior to that taking place, which will be every 12 months after the initial donation. The inflationary increase is based on the last official announced RPI for January each year which is announced annually in February. They will be only informed by email unless they have asked to be informed by post. For the letter they receive, see Appendix, Example two.
2.2.2 One-Off Gifts, Skipping or Cancellation
People can give one-off gifts by ringing up PGS (or otherwise contacting them) and the direct debit can be amended for that month.

People can also increase (or decrease) their next monthly gift by telephone, letter, post or email This needs to be before the 20th of the month or it will take effect the following month.  If people want to telephone then it needs to be the named person (unless permission has been granted to A.N.Other  which  has been recorded on the database). If they email, it needs to be from the registered email address.
There is a PGS increase form available on the website which can be adapted by parishes as they see fit.
People can cancel by speaking to PGS direct. The PGS statement receiver will see the people who have ceased payments in their monthly statement.

7.2.3 Missed gifts 
If a donor’s gift has been returned unpaid then a letter is sent to the donor to let them know. If they miss two consecutive gifts, then a letter is sent to the donor advising them that the Direct Debit has been cancelled.

3 Stewardship Materials
The launch of PGS is a fantastic opportunity to raise the profile of stewardship in your parish, encourage your parishioners in their Christian giving and to reflect on this giving as part of discipleship.  This is a good opportunity to declare your vision and demonstrate how generosity enables the funding of Christ’s mission and ministry. It is crucial to link people’s generosity with the mission and ministry that flows from it. 

Experience reveals a much stronger take up of the PGS when it is offered as a vehicle for giving as part of a Stewardship Programme. This stronger take up is both in terms of donor numbers and giving levels.
3.1 Stewardship Programmes

There are various Stewardship Programmes that a church can choose from. You can introduce the PGS as a preferred method of payment through each programme. The stewardship pages on our diocesan website are helpful, at www.bristol.anglican.org/stewardship, and below are some other useful resources:
· Giving in Grace – Developed and maintained by the Diocese of Liverpool, Giving in Grace offers a wealth of materials to equip you in running a major stewardship programme or annual review. www.givingingrace.org   
· Giving for Life – This was developed specifically to dovetail with the PGS. It gives PCCs the opportunity to openly discuss the Christian principles of giving alongside looking at churches’ needs. www.parishresources.org.uk/givingforlife 
· Rural Giving Programme – This is designed particularly for smaller, rural churches. This is part of the Stewardship Toolkit for Rural Churches. 
www.parishresources.org.uk/rural
· Parish Funding Programme – This programme is a complete giving review. There is a full manual and downloadable templates. 
www.parishresources.org.uk/giving/pfp
· Give 10 – seeks to resource those churches that want to teach tithing specifically. This biblical model of giving guides the generosity of many Christians in times past and today.
 www.parishresources.org.uk/giving/give-10



Appendix: Sample letters

Example One: 

Thank You Confirmation letter. Note that this letter contains all the variable text, some of which would be omitted, depending on what boxes the donor had ticked on their form.


Example Two: 

Inflationary Increase letter. Note that this letter will be sent via email if an email address is provided.

“I would encourage other parishes to join”





Gill, Treasurer of Holy Trinity, Westbury-on-Trym


Trialled the PGS, Feb – Sept 2017








   (    Flow to the local church





(    Wealth





“Excellent scheme – runs like clockwork”





David, Churchwarden of All Saints, Garsdon





Trialled the PGS, Feb – Sept 2017














Stick the label here





Please DO NOT photocopy the donor forms. As only original versions of these forms will be accepted by the PGS.





Church/Parish Name: 	Dibley


PGS Parish Code:		29-9999999999�Village/Town/City: 		Havant�in the Diocese of 		PORTSMOUTH





Top tips for introducing the scheme:


(From a Bristol parish) We suggest that the PCC / Treasurer sends each new person that signs up to the PGS a thank you card – they will then not only feel blessed and thanked, but also be more likely to speak as a champion and advocate of the PGS system in the church.


Often gift forms are rejected because they haven’t been signed or the bank details are incomplete. If you are collecting gift forms together to send in, please check first, or remind people to check themselves.


Experience from other dioceses has shown that asking PCC members to adopt PGS first, and then communicating this to the wider congregation, means that others are more likely to sign up.  


Issuing a Stamped Addressed Envelope with each pack, addressed to Parish Giving Scheme, Church House, College Green, Gloucester GL1 2LY, not only reduces confusion as to where to send the completed form, but also increases the response rate. People hate to discard SAEs!


Remind parishioners to cancel any Standing Order AFTER they’ve received a ‘thank you’ confirmation letter from PGS – or the church may miss out on a month’s donations.











“What's not to love?!  The benefits are clear”





Caroline, Treasurer of St Mary’s Hullavington





Trialled the PGS, Feb – Sept 2017
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