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DIOCESE OF GUILDFORD ROLE DESCRIPTION 

Name of office holder: Rev’d Damian Stewart Miles  

Office held: Vicar of Thorpe - Incumbent 

Date last revised: 20 May 2016 Date of this review: 01 August 2018 

Names of those consulted: Barry Huxley & Margaret Roberts, Churchwardens 

  Jane Lowe – Thorpe PCC & Standing Committee 

  Helen Southgate – Head Thorpe Primary 

Seen by Archdeacon:  08 August 2018 

A. Our Diocesan Vision 

Transforming Church, Transforming Lives – our diocesan mission strategy launched in 
September 2016 - is a vision of the Church as a transformative presence in the 
communities we serve. It is a framework not a blueprint, encouraging a thousand local 
initiatives to work towards a larger whole. Its ethos is to create a culture of prayer, 
permission-giving, partnership, honesty and mutual accountability; and at its heart lie three 
main commitments:  

1. A set of Twelve Transformation Goals, which we all seek to fulfil together.  
2. An expectation that every parish will pray over its mission priorities in the light of 
those goals and produce a Development Plan which will be well-owned and regularly 
reviewed.  
3. The provision of resources from the centre, including support, training, mentoring, 
prayer resources and grant funding through a newly established Growth Fund. 

Our Twelve Transformation Goals 

Our transformation goals – along with many other helpful resources - are fully set out at 
www.cofeguildford.org.uk/transforming. In brief they focus on:

1. Making disciples 
2. Increasing believers 
3. Growing youth and children’s 
ministry 
4. Developing lay leaders 
5. Recruiting more clergy 
6. Cultivating community partnerships 

7. Reaching beyond borders 
8. Nurturing education 
9. Encouraging generous giving 
10. Sharing expertise 
11. Communicating effectively 
12. Improving church buildings 

B. In This Together  

Transforming Church, Transforming Lives seeks to encourage local mission initiatives 
through permission-giving, training, support and finance; to develop a deeper sense of 
partnership and shared accountability with and between churches and across the diocese; 
and to grow a culture of honesty, mutual learning, persistent prayer, deepening discipleship 
and confident faith sharing. 

Clergy in our parishes and chaplaincies play a vital role in creating and sustaining our 
mutual support and encouragement by: 

1. Working collaboratively with 
▪ Colleagues lay and ordained 
▪ the people of goodwill in the parish 
▪ neighbouring parishes, the deanery and the wider diocese 

2. Participating and supporting the wider family of Christians including 

http://www.cofeguildford.org.uk/transforming
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▪ getting involved (as appropriate) in chapter and the synodical system  
▪ stressing the importance of stewardship, including the Parish Share 

3. Dealing diligently with the Church’s missional and administrative needs.  

C: The parish vision 

St Mary’s in Thorpe seeks to draw a wide spectrum of people, both within the locality/parish 
and further afield, to grow in Christian faith through a fuller understanding of the life and 
teachings of Christ. We seek to do this by: Proclaiming the Gospel message through 
worship, our involvement within our local schools and community and through our own 
example as disciples of Christ – serving the community with love. Educating all people from 
all walks of life about the Christian life and St. Mary’s place within the history and tradition 
of the English church, with the goal of their believing the Gospel and coming to baptism 
and confirmation continuing in their Christian faith and contributing to the life and work of 
the church in serving our community and the wider world. We are presently two years into 
our 20:20 Vision for Thorpe – our Church Development Plan which dovetails with the 
Diocesan Vision, Transforming Church, Transforming Lives (TCTL). 
 
The main Sunday worship is Eucharistic which is the long-standing tradition of the church. 
Beyond this, we seek to provide diverse worship that reflects the catholic tradition within 
Anglicanism but also the particular and changing needs of the local population of Thorpe 
and wider gathered community. The Incumbent is to demonstrate leadership in prayer, 
worship and community activities; offering a glimpse of a different society of which, under 
God, all may become citizens of the Kingdom, having the confidence in their faith to carry 
the Gospel to the outside world. Part of St Mary’s congregation is built up of international 
members who will always be transient; that when they move on they can take with them a 
strengthened faith and greater confidence to share this with new neighbours and 
congregations. This transient community presents an on-going evangelistic challenge for 
ministry in Thorpe.  
 
St. Mary’s mission is to strengthen and build up Christians who are necessarily involved for 
most of their time in the secular world. Our calling is to be a witness to the existence of a 
Christ-centred reality in our lives. As a sacred and historic space, dedicated to God and to 
prayer, St. Mary's Church must engage with the lives of those who visit it and create a 
channel for the work of Christ and the Incumbent is the primary leader in this. They are to 
be a pastor who carries the needs of the community upon their heart in prayer as they 
proclaim the Word and offer the Sacraments.   

D: Details of the setting in which the role is fulfilled 

Thorpe lies approximately 20 miles west of central London, on the south west of the River 
Thames, between Egham, Virginia Water and Chertsey in Surrey around the intersection 
of the M3 and the M25. The parish is centred on Thorpe village, an ancient settlement 
within the old flood-plain of the River Thames that forms its north/eastern boundary. 
Thorpe village contains several listed buildings, including a conservation area that 
surrounds the Church. The parish conveys a comparatively rural impression and has 
some classic ‘rural’ challenges but is actually a sub-urban area that looks more towards 
Greater London than Surrey/Guildford. Thorpe is a largely dormitory village with 
significant potential for expansion (The Runnymede plan has identified up to 60 new 
homes for Thorpe Village but between 320 and 2000 possible new dwellings within the 
whole Parish). The focal points are the historic Medieval Church of St Mary’s, a Village 
Hall, Thorpe Church of England Aided Primary School and TASIS England. Thorpe Park 
management offices are within the Village (now situated in Thorpe Farm). There is one 
small general store and a sub-post office and two pubs, one of which is run by a church 
family. There is an industrial area between Thorpe and Egham Hythe recently re-named 
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Egham Business Park and a new Sports Centre is due to open in February 2019 on the 
edge of the parish between Thorpe Lea and Egham (Vicarage Road). There is no large 
supermarket within Thorpe Parish. The community of Thorpe looks outward for shopping 
in different directions, largely towards Staines upon Thames (north of the Thames) but 
also to Egham (to the west), Chertsey (to the east) and even Woking (to the south east). 
Social services are limited. The nearest hospital (with A&E) is St. Peters, in the parish of 
Chertsey. Doctor’s surgeries, dentists, local Rest/Nursing homes and Day Centres are 
located in surrounding parishes, although within Thorpe parish there are plans to convert 
the former CEMEX head offices into an assisted living community with care on site. The 
Youth Hall for scouting groups is located at the back of the TASIS north campus on Ten 
Acre Lane, where there is also a Borough run Cemetery (presently being expanded). 
Thorpe is a ward within the Borough of Runnymede (which has a total population of 
80,5001 - relatively small compared with other Surrey local authorities, measuring only 8 
miles from north to south and covering 78 km2). Royal Holloway University of London is 
located within Runnymede Borough, in the nearby parish of Englefield Green. The 
northern part of the Borough including Thorpe, Egham, Egham Hythe and Englefield 
Green sit within a wider FEA which focusses on Heathrow Airport at its centre. Within 
these wards are some challenging areas of deprivation often masked by wider area 
statistics. In the 2011 census, the population of Thorpe was: 

All Residents: 5,465 

Number of households: 2,187 

Average household size: 2.40 

Residents in households: 5,327 

Residents in communal living: 138 

Area (hectares): 856 

Population density (people per hectare): 6.40 

In terms of socio-economic class, the population is mixed with the largest age groups 
being those aged 45 - 70.  
 
Egham Business Park (formerly known as Thorpe Industrial Estate) has several medium-
sized employers who have local employees at all levels but there is no major factory unit 
on this site. There is some empty office space here too (Crabtree). Most of the working 
population goes further afield including to Heathrow. Professionals commute, via Staines, 
Egham or Virginia Water Train Stations with services to London, Guildford, Woking and 
Reading. The largest, although seasonal employer in the Parish is Thorpe Park. At the 
height of its summer season it employs large numbers of teenagers and young people on 
a temporary basis. There is an ‘interesting’ triangular relationship between the local 
Council, the residents (voters) and Thorpe Park. The second largest employer is TASIS 
England (the American School in Switzerland, in England). Their community is largely 
international and transient.  
 
Thorpe has a relatively mobile population with housing at a premium; the high value of all 
housing in this area means that when people retire, they usually move away to downsize 
(a challenge that Thorpe Neighbourhood Forum wish to address). Some feel trapped, with 
a high value property but very limited income. Like many communities, Thorpe is a less 
integrated Parish than it would have been thirty years ago, with a reduced sense of 
community, although efforts are being made to bring groups and therefore people together 
with the local quarterly publication ‘Thorpe Together’ edited by one of St Mary’s deputy 
Churchwardens and distributed quarterly to every household in Thorpe Parish. St Mary’s 
contributes to this with 4 pages of input including a short address by the Incumbent (or 
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other nominated by them).   
 
St Mary’s website is: www.stmaryschurchthorpe.co.uk and www.achurchnearyou.com 

E: Details of the team with whom the Vicar works 

St Mary’s has an established tradition of training an NSM/Self Supporting Curate for 
ministry. The Incumbent works with the curate to provide training and support throughout 
their 4/3 year curacy including regular meetings, prayer, supervisions and hands on priestly 
formation and training for occasional offices etc.  
 
There is one day a week of paid admin support, known as the Vicar and Warden’s 
Secretary. They work from the Wallace Room / Church Office on a Wednesday 11am – 
4pm. The remainder of their time they work from home. The Incumbent manages them and 
arranges a yearly review of their role description, usually in January.  
 
Otherwise, the Incumbent largely works on his own, with the support of the Church 
Wardens and their deputies (5 at August 2018). One key task for the Incumbent over the 
next period is to grow discipleship by enabling members of the congregation to take on 
more responsibility and share in God’s mission to Thorpe, especially a team of Pastoral 
Assistants. The Incumbent should keep records (in their Church Book and Desk Diary) of 
all meetings with people, including the start time, and pay attention to the Diocesan lone 
working policy.  

F: Relationships and community links 

Thorpe C of E (Aided) Primary School: 
Thorpe Primary School is key to developing relations with Thorpe families and is an 
important responsibility for St Mary’s Church congregation and the Incumbent. The school 
is situated in the centre of the village and caters for children aged 4 to 11 years The Head 
Teacher Helen Southgate has been a particularly strong supporter of strengthening ties 
with St. Mary’s and by invitation regularly attends PCC meetings. The Incumbent has a 
seat on the governing body of the school and in recent years has served as Deputy Chair 
of Governors and has agreed to audit each of the sub committees of the Governing Body 
once a year. The Incumbent holds an up to date DBS for Thorpe Primary. 
FOTSA (Friends of Thorpe School Association) – Thorpe School PTA: 
The Incumbent is the ‘patron’ of the parents fundraising team and is often asked to open 
school fairs.  
TASIS England: (The American School in Switzerland) 
This is an international American day and boarding school. TASIS is a significant employer 
of teaching, local secretarial, security workers and domestic staff; and its American (and 
other) teenagers, plus predominantly Spanish youngsters as its summer-school intake, and 
the daily influx of American parents. TASIS have worked tirelessly to preserve many 
significant buildings and develop their campus with a positive visual impact on Thorpe. 
TASIS holds its Christmas service at St. Mary’s and hires the Rutherwyke Room (attached 
to the Church) for training and examinations and counselling. The school allows its car park 
to be used by the congregation on a Sunday at 10am and 11:30am as well as when the 
School is closed for Christmas and Easter services. The new Headmaster Bryan Nixon, 
who attends St Mary’s for worship has encouraged a positive relationship to flourish 
between the church and TASIS and there are new opportunities for the Incumbent to 
engage in pastoral ministry within the TASIS community. The Incumbent holds an up to 
date DBS for TASIS.  
Thorpe Nursery Pre-School: 
Thorpe Nursery (Pre-School) was set up in 1969 by a group of local mothers and now 

http://www.stmaryschurchthorpe.co.uk/
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operates from a property on Coldharbour Lane. It is a ‘not for profit’ secular organisation 
which runs in term-time from 9.15am to 2.30pm. It caters for 40 children aged 2—5 years, 
is Ofsted registered and follows the DFE Early Years Foundation stage. Formal links here 
are yet to be established but could be a positive new relationship. The pre-school children 
did attend Church last Harvest and bring in gifts for the charities supported by St Mary’s.  
Noah’s Ark - St Mary’s Toddler Group: 
Our ‘Parents and Toddlers’ group meets on Thursdays from 9.30am – 12noon. This group 
is flourishing and at capacity.  
Thorpe Ward Residents Association (TWRA): 
The association usually rents the Rutherwyke Room on the second Monday monthly for 
meetings. This is a purely secular organisation that seeks to enhance the character of the 
village and sees itself as a critical friend. On-going projects include an upgrade to the war 
memorial, additional heritage street lighting and highway works of which the church is 
involved with other stake-holders. This group largely opposes new housing development 
within the Thorpe Village catchment and are lobbying to retain the green belt in full.  
Thorpe Neighbourhood Forum: 
Founded in 2016 to shape the future of Thorpe Village community (only two thirds of the 
parish area). The forum is exclusively for those who live and work in the Village community. 
The Forum is preparing a Village plan that will dove-tail with the Runnymede plan and will 
help to settle the changes to green-belt land and moving the Village catchment out of rural 
status to urban. This group is in favour of some changes to the green belt demarcation and 
modest development within and around the Village (and this could have a very positive 
impact upon the church). The group is seeking to induce enhancements for the Village 
community including improved walking, cycling, more heritage street lighting, a village car 
park, a 20-mph zone and a possible Doctors surgery. St Mary’s has a challenge with the 
lack of car parking and so the aims of the group are important to the PCC. The Incumbent 
makes their front garden available for us as a small car park and there are 10 spaces in 
Church Approach, but the general lack of Village parking is a real concern and needs to be 
addressed through the Forum. In the light of proposed housing development and the 
ongoing parking issues for the Church the Incumbent has a place on the steering 
committee. The group (potentially a future Parish Council) meet in the Rutherwyke Room.   
Thorpe Park: 
This is a secular Theme Park business which is part of the Merlin Entertainment Group. 
There is an excellent relationship between the park management and the Incumbent and 
the possibility of some chaplaincy work in the future.   
Penton Park Marina & Village: 
Part of this community falls within Thorpe Parish and is residential cabins/temporary 
homes; the majority within the Parish of Chertsey (including the hall) who have taken the 
community under their wing and established a church plant in the club house which meets 
every Sunday for Worship.  
Youth Hut & Uniformed Groups: (known as the Community Hall) 
To reach out to users of the Community Hall including the Scouting organisations, 
especially in preparation for Remembrance Sunday.  
Ecumenical Links: 
There is a small bible study cell at TASIS School for parents connected to the International 
Community Church (meets in Chertsey). Given there are presently no other churches 
meeting within the Parish of Thorpe, Churches together in Egham is the most important 
forum for developing ecumenical links and St Mary’s Church hosts a meeting of local 
church leaders every other year.  
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Specific accountabilities (in relation to the Diocese and the Parish/Benefice) 

 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

1 MISSION & OUTREACH 
▪ Prayerfully working with and 

regularly reviewing a Parish or 
Chaplaincy Development Plan 
within the framework of the 
Diocese of Guildford’s vision of 
Transforming Church, 
Transforming Lives 

▪ Developing an appropriate plan 
for making prayerful, confident 
disciples within the parish 

▪ Encouraging new people, 
including children and young 
people, into a living Christian 
faith 

▪ Supporting Christians in 
evangelism, to be good news 
and proclaim good news 

▪ Developing relations with 
community and external 
organisations (including local 
schools) to promote positive 
links with the church  

▪ Making full use of opportunities 
for outreach and service to the 
community, collaborating where 
appropriate with other parishes 
and agencies 

▪ Working with other churches in 

CDP – 20:20 Vison for Thorpe 
This is to be reviewed at a PCC away day in November 2018. The priority for 
the final 18 months of the plan is people – building up relationships and 
developing discipleship. Thorpe 20:20 CDP is at the top of the agenda for each 
PCC meeting.  
Local Links: 
Establishing new and renewed links to community groups and organisations. 
Bereavement Ministry: 
The Incumbent has an important pastoral ministry in this context, demonstrating 
the caring nature of our faith. Taking funerals (around 20 a year) and supporting 
those who are bereaved. Signposting to other support organisations where 
necessary. Follow up and an annual memorial service (usually held in 
November on Christ the King). 
Emmaus Course (nurture): 
(Planned for September to December 2018) 
Wedding Couples Preparation: 
The Incumbent leads an evening course of wedding preparation for couples at 
St Mary’s in January each year. This work is supported by the parish Weddings 
Administrator.  
Faith Confirmed Course (confirmation): 
(Planned for January to April 2019) 
Thorpe Lea: 
With significant housing development planned in and around the Thorpe Lead 
Road area of Thorpe parish there is an opportunity for growing mission within 
this area beyond the Village catchment. A future Church Development Plan 
should include possibilities for new mission in this area.   
Thorpe Primary School: 

• A term-time weekly commitment for the Incumbent support by the wider 
ministry team, to lead assembly and spend time in school with staff, and 

Summer preaching on 
discipleship and people 
August 2018. 
 
Memorial Service 2018 
set for Sunday 25 
November 6pm.  
 
Emmaus Course set to 
start Wednesday 5 
September 2018 and 
run until December 
2018.  
 
Wedding couples 
evening Monday 28 
January, 7:30pm.  
 
 
 
Post 20:20 Vision plan 
to be developed 
Autumn 2019 onward.  
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 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

the deanery to assist in 
implementing Transforming 
Church, Transforming Lives 
across the Diocese 

children. 

• To attend Governor meetings and training. 

• Involvement in annual visits to the church by each class.   
Lead exploration of symbols of Christianity, worship and features of St 
Mary’s Church. (using Diocesan curriculum – Key stages 1&2)  

• Involvement in Harvest, Remembrance, Christmas and Easter Services – 
seeking opportunities to grow relationships between staff, students and 
parents. 

• Lead worship for leavers and joiners and their families to assist the 
Primary School at times of transition. 

• Possible new ‘Leavers Service’ for the school at the end of the Summer 
term 19. 

• Establish and support St Mary’s after School Club from September 2018. 
TASIS England: 
To engage with the staff and students providing pastoral care as needed. 
Possibly develop new monthly Sunday evening ‘Contemporary’ service involving 
boarders and others – followed by food. Autumn 2018 / New Year 2019. 
Ecumenical: 
To work for a more diverse church that welcomes all. To support ecumenical 
partnerships through Churches together in Egham and beyond.   
Runnymede Deanery: 
To host clergy chapter and support the Area Dean in her work as and when 
necessary. To host the Deanery Strategy group and Deanery Standing 
Committee meetings at Thorpe as the most central location for all to get to 
within the Deanery.   
Deanery Synod: 
To participate in and support Deanery activities and 3 evening meetings a year 
and to host one meeting as requested (rotation basis around the Runnymede 
Deanery churches). 
Diocesan Synod: 
Represent Runnymede Deanery Clergy and people at Diocesan Synod 

Planning for new after-
school club underway 
and safeguarding 
procedures being 
followed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Re-elected July 2018 
to Diocesan Synod.  
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 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

meetings.  
General Synod: 
Following the promptings of several colleagues at Diocesan Clergy Conference 
July 2018, to consider standing for election to General Synod.  

2 LEADERSHIP & WORKING 
COLLABORATIVELY 
▪ Inspiring, motivating, 

challenging and empowering 
members of the church to live 
out the vision of a Transforming 
Church, Transforming Lives and 
the goals set out in the Parish 
Development Plan 

▪ Sharing ministry as appropriate 
and working collaboratively with 
others (including clergy 
colleagues, churchwardens, 
PCC, staff and volunteers), so 
that individuals’ gifts and talents 
are identified and used 
effectively in any given situation 
or task 

▪ Encouraging and building up 
the community of faith 

▪ Raising vocations to lay and 
ordained ministry 

PCC & Standing Committee: 
The Incumbent is usually the chair of these two committee. That Standing 
Committee (including Finance) oversees the day to day running of the parish of 
Thorpe. This sub committee sets the agenda for the PCC.  
Delegation: 
To work with people to help them realise their own gifts, for the building up of the 
kingdom. To encourage people to take responsibility and have a go while 
remaining in touch, supportive and available. To encourage a culture of ‘trying 
new things’ and learning from mistakes – for people not to be afraid to have a 
go. To inspire a vision of shared leadership and accountability before the Lord 
and the wider community of Thorpe. To relate church and community activities 
and foster a deeper respect between organisations and people within Thorpe.  
Training a Curate: 
The Incumbent is also responsible for training a Curate. This includes: 

• Regular prayer & supervisions 

• Sermon feedback 

• Pastoral support 

• Opportunities for development and priestly formation.  
Setting the tone: 
To be a spiritual guide, setting the tone in worship and common life which binds 
people together in mutual love and support. 
Promoting the Diocesan goals in Transforming Church, Transforming lives. 
Developing relationships of faithfulness and faith-centred-ness. Encouraging a 
spirit of forgiveness and reconciliation - seeking to heal past wounds and bring 
wholeness to the broken and hurt. Encouraging people to live the Gospel and 
share their faith. To ‘talk up’ the church and seek to grow the congregation 

Incumbent works with 
PCC Secretary and 
Treasurer.  
 
 
 
 
 
 
Possible interview of 
new NSM/SSM Curate 
for Petertide 
ordinations 2019. 
Awaiting more 
information from 
William Chalice.  
 
 
 
 
 
 
 
 
Saturday 10th 
November 10am – 
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 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

numerically and spiritually.  
PCC Annual Away Day / Vision planning: 
To organise an away day for the PCC. November 2018 at Royal Holloway 
University in the College Chapel to include a tour of the new department of 
musical engineering by our Director of Music – professor David Howard. With 
sessions on people and Jesus led by canon Dr Julie Gittoes as we refine our 
20:20 vision plan with 18 months to run.  
Thorpe War Memorial Project: 
Supporting the work of local Borough Councillors and the Thorpe Ward 
Residents Association in raising funds to renew Thorpe War Memorial in time for 
November 2018. Planning and leading a service of re-dedication for the 
refurbished Memorial (at which the Bishop of Guildford will 
attend/preach/dedicate) – engaging with and involving secular organisations.  
Vocations: 
St Mary’s has a long tradition of sending people for training for ministry and the 
Incumbent should be committed to fostering a culture of vocations to lay and 
ordained ministry at St Mary’s.  
Café Church & Outreach 
St Mary’s Church is open every Saturday morning for Café Church, an outreach 
community  

4pm RHUL – Chapel.  
 
 
 
Sunday 4th November 
2018, 4pm in St Mary’s 
Church followed by re-
dedication of War 
Memorial Village Rd. 

3 WORSHIP & PREACHING 
▪ Leading worship that gives 

glory to God, prayerfully, 
competently and confidently 

▪ Planning, organising and 
conducting a programme of 
worship that supports the 
church’s vision and needs for 
ministry including appropriate 
use of resources, music, 

Sunday Worship: 
8am Eucharist (said) 
10am Eucharist (sung) 
Liturgy: Common Worship Order One. 
Readings:  
Revised Common Lectionary in NRSV. 
11:30am Family Service (1st, 3rd & 5th Sundays monthly)  
12noon Baptism Service (4th Sunday monthly) 
Morning Prayer: 
Monday-Thursday 8.30am (9am during August) Using Common Worship Daily 
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 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

teaching and preaching 
▪ Reflecting, interpreting and 

preaching the gospel in a way 
that will encourage a growth in 
understanding and discipleship, 
adapting content and style for 
different audiences, occasions 
and purposes 

▪ Developing new congregations 
or patterns of worship as 
appropriate, to reach out to 
those with no faith background 
or understanding 

Prayer 
Weekday Eucharist: 
Wednesday 10:30am 
Thursday 7:30pm 
Festival Eucharist on selected occasions, 7:30pm including The Epiphany, 
Candlemas, Ash Wednesday, The Annunciation, Maundy Thursday, Easter Vigil, 
The Visitation, Ascension, Corpus Christi, Peter & Paul, The Assumption/BVM, 
Holy Cross and All Saints/All Souls. 
Advent & Lent Talks: 
Daytime & evening talks – with bible study sessions and group discussion.   
Worship / Liturgy Group: 
Leading this team of people who prepare and deliver the worship of the church. 
Choosing the hymns, giving the congregation the opportunity to contribute. 
Developing the seasonal liturgy cards to enhance welcome and be inclusive of 
all. Preparing special liturgies such as the annual Memorial Service, 
Remembrance events etc. 
Spirituality: 
Being a person of prayer and leading worship with integrity and gentleness. 
Respecting the Catholic tradition and heritage of St Mary’s while also looking for 
opportunities to relate the Gospel to a new world, using all new communication 
tools as available.  
Preaching: 
Preparing sermons which include some theological depth for the traditional 
congregation while relating to the modern world and society today. Trying to 
preach within 10-12 minutes at Sunday Services.  
The Incumbent is asked to provide sermon notes for people to take away for 
home study and reflection & uploaded the text to the church website.  
 
Primary School Worship: 
Leading collective worship on a Tuesday of term-time at 10:30am (whole 
school). 

Incumbent to produce 
Calendar of Events & 
Worship – August – 
January & February to 
July, to be agreed by 
PCC. 
 
 
 
 
 
Parish calendar of 
Prayer prepared by 
Incumbent and issued 
quarterly: March, June, 
September & 
December.  
 
A renewed emphasis 
on People – and 
healing ministries. 
Training up lay people 
to pray with people 
after the Sunday 
Eucharist.  
 
 
Possible ‘different’ 
approach in 2019 with 
a weekend retreat at 
Aylesford Priory or 
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 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

New Contemporary Service: 
To develop a new Sunday form of worship, initially once a month in the late 
afternoon/early evening, in conjunction with community partners such as TASIS 
and Thorpe Primary.  
Pilgrimages: 
St Mary’s has a tradition of pilgrimage to Walsingham in Norfolk. The Incumbent 
(or Curate) lead this, usually in May.  
Day Retreats and Quiet days: 
Twice a year at St Mary’s – led by visitors and/or Incumbent.  

another location t.b.c 
post PCC away day.  
 
November 2018 to 
include students from 
RHUL chapel etc – 
with the chaplain,  
Revd Cate Irvine.  

4 PASTORAL CARE 
▪ Identifying pastoral care needs 

and ensuring appropriate 
structures and skills to provide 
this to the community (including 
parish visitors, pastoral 
assistants and other teams) 

▪ Giving support to those in need 
of pastoral care as appropriate, 
including baptism and marriage 
preparation, care to the sick 
and dying, bereavement, 
individual support and visiting 

▪ Communicating effectively and 
appropriately in both written 
and verbal form with people of 
all ages and situations in 
society, inside and outside the 
church 

▪ Demonstrating active listening 
and empathetic behaviour 

Leading by example: 
Showing the compassion of our Lord in the service of the community. 
Loving in faith: 
Being bold in the Gospel and offering prayerful nurture to encourage faith. 
Keeping it real for people as they grapple with the challenges of life – avoiding 
over complicated theological language – presenting the Gospel as liberating not 
limiting. Listening to people and their lives, challenges and circumstances 
without judgement or prejudice. Offering support in prayer and signposting 
people where appropriate.  
Conflict resolution: 
Seeking to unite the divided in the Gospel across the traditions of the church 
and various community groups. Looking for opportunities to reduce conflict in 
relation to previous church life (now less obvious but still a challenge). Offering 
transparency and managing expectations moving forward. Teaching renewal 
and forgiveness from a Gospel of reconciliation in and through Christ. 
Bereavement support: 
Visiting families before funerals. Where possible conducting a follow-up visit (or 
arranging for the curate / a lay person to do this) one month following a funeral 
service. Looking to establish a team of visitors in the longer term and 
development of pastoral assistants. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PCC away focus on 
people – develop a 
team of lay pastoral 
assistants.  
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 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

Walking alongside and befriending in faith: 
Being a fellow pilgrim on the journey of life – getting alongside people in their 
situation, listening, praying with and caring for them. Imparting the Gospel 
where appropriate.  
Signposting to other organisations: 
Recognising the opportunities of other organisations and their support, for 
example ‘Relate’ who use the church facilities weekly on a Tuesday for 
counselling sessions and support.  
Approachability: 
Usually wearing a clerical shirt and collar when attending community events and 
organisations to be easily identifiable.  
Visiting: 
Endeavour to re-visit a few families on the church electoral roll during 2018/19 in 
their homes (with an emphasis on those who are not regular at worship). 
Continue to visit all Baptism families at home and new members of the 
congregation.  
Hospitality: 
To encourage a culture of mutual support and hospitality within the congregation 
with shared meals and charity lunches and participating in Church and wider 
community led social events.  

 
 
 
Relate extended their 
sessions in January 
2018 to add in general 
counselling for young 
people.  
 
 
 
 
 
 
Offering lunch on a 
Sunday to members of 
the congregation and 
visitors monthly. 

5 STEWARDSHIP & 
PARISH ORGANISATION 
▪ Working with the PCC and 

churchwardens to ensure that 
structures and resources for 
parish organisation are 
appropriate, including clear 
boundaries and accountabilities 
of roles 

▪ Ensuring that structures, 

Thorpe Parochial Church Council: 
To chair the majority of (not all) meetings.  
To show leadership (both from the front and from within) and to work to renew 
trust in the ministry of the church, with the grace of the Holy Spirit. To audit each 
sub-committee once a year (formerly known as vision groups) to lead the church 
in new directions, retaining oversight and drawing strands together into a shared 
vision for the future. To lead a PCC away day (November 2018 – at RHUL) to 
help efforts for unity amidst diversity – and focus the 20:20 vision upon people 
for the final last 18 months of the Church Development plan in relation to TCTL.  
 

Preaching on people 
from June 2018 – 
November 2018 and 
TCTL 12 goals.  
 
A churchwarden chairs 
PCC once a year. The 
Curate is to chair a 
PCC meeting – 
November 2018. 
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 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

processes and policies in 
relation to services, weddings, 
baptisms and funerals, health 
and safety, finance, fabric, staff 
management etc. meet 
diocesan and legal 
requirements 

▪ Managing time effectively 
through personal 
administration, planning and 
organisation, working in a 
team, chairing meetings, 
interpersonal skills and taking 
appropriate breaks 

▪ Ensuring effective 
communications within the 
parish and beyond  

GDPR - Review of all documentation and forms 2018 
GDPR parish policy set in April 2018, implemented May 2018. Oversee a group 
who meet for 4 hours monthly to review all church documents and re-file in date 
order including PCC minutes, accounts, faculties and all legal documents. 
Digital copies made where essential.  
Parish Policies 
The Incumbent has oversight of Parish Policies and their implementation. 
Thorpe PCC introduced Role Descriptions for key responsibilities within the 
church and the final document for each role added to the church website. This 
includes: Wardens, Verger, Director of Music, Treasurer, PCC Secretary and 
Vicar and wardens Secretary. Parish polices, and fees are set annually in 
November and are on display in the Church Porch and on the Church website: 
www.stmaryschurchthorpe.co.uk 
Charity Commission Registration 
Following a significant amount of paperwork, the Parochial Church Council of 
the Ecclesiastical Parish of St. Mary, Thorpe was registered as a charity on 29 
January 2018 – our number is 5116755. The Incumbent has oversight of this 
with the PCC Treasurer. 
Health and Safety 
The Incumbent works with the Churchwardens to ensure the safety and well-
being of all who use the Church and associated environs. This includes a 
regular audit of fire safety and reporting as well as checking risk assessments 
before all events and activities. Following significant amounts of work around 
the church plant over the past 7 years St Mary’s is now in a good state and safe 
for people of all ages, accessible, warm, light and well maintained. The H&S 
policy must be regularly reviewed and maintained.  
Safeguarding 
The Incumbent works with the PCC Safeguarding Officer Mary Morris, to ensure 
all those working with children and vulnerable adults are appropriately 
appointed, checked and supervised. DBS checks can now be progressed online 
via the Vicarage PC/desk. All safeguarding paperwork is kept locked in the 

 
GDPR full 
implementation by 
November 2018 
 
 
Incumbent to keep 
parish policies under 
review with Standing 
Committee 
 
 
 
 
 
 
 
Regularly review H&S 
policy with 
Churchwardens at 
breakfast meetings and 
check Risk 
Assessment file 
monthly.  
 
 
A parish Safeguarding 
Training day (core 2) 
has arranged for 
September 2018. 
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 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

church filing cabinet, including the single list and DBS confirmations.  
Stewardship 
The PCC have appointed a new stewardship committee who have met with 
representatives of the Diocese of Guildford to assist them with a new plan for 
2018/2019. The new parish share system begins in January 2019 and will see 
Thorpe’s share increase by 45% over 3 years to over 80k annually in order to 
retain a full-time Incumbent. The Incumbent is expected to support the planned 
stewardship campaign with preaching and teaching around the themes of 
generosity and service, drawing upon the Diocesan Vision - TCTL.   

 
2017/18 saw a rise in 
giving of 22%. 

6 PERSONAL DEVELOPMENT 
& SPIRITUALITY 
▪ Continually developing 

personal skills, knowledge and 
wisdom through courses of 
study, reading, consultancy, 
training courses and workshops 

▪ Maintaining a prayerful spiritual 
life with appropriate support 
networks 

▪ Upholding a commitment to life-
long learning 

▪ Inspiring growth in others 
through prayer and example 
and by acting as a model of the 
love of God in action 

▪ Caring and developing 
personal relationships, 
including adequate time for 
family life, friendship, 
recreation, renewal and 

Holiday: In accordance with ‘Incumbent Statement of Particulars’ 
4 Sundays off-duty a year and the inside of a week after Christmas and Easter 
with up to 50 days leave a year (total). To keep a record of leave in the front of 
Church Book & Desk Diary. Leave year runs from 1st April.  
Rest Day: To take a weekly rest day (usually a Saturday from August 2018). 
When this is not possible to ensure an alternative day is taken (usually the 
previous Friday). Once a month to take both Friday and Saturday off-duty 
together. 
Time Management: To clear post and answer within one week.   
To respond to answerphone messages within 18 hours and arrange phone 
cover for periods of leave (usually a churchwarden).  
To try and apportion a section of the day for personal time, family and friends, 
housework and chores. Where possible this should be equivalent to one third of 
the full day. Twice a week this should be an evening slot. To chair and lead 
meetings that don’t exceed 9:30pm as the norm.  
Expenses: 
The Incumbent should submit an expense claim to the Church Treasurer at the 
end of each calendar month, on the prescribed form, keeping receipts for all 
expenditure and a log of miles in the Church Book and Desk Diary.  
 
 

 
 
 
Keep Churchwardens 
updated on planned 
leave and 
Friday/Saturday off-
duty dates.  
 
 
Work on clearing old 
emails/backlog on 
main email account.  
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 Area (bullets to be adapted as 
necessary) 

What this involves Additional comments 

personal health, through taking 
a weekly day off and a full 
holiday entitlement 

Meetings with Churchwardens: 
To meet with the wardens fortnightly on a Wednesday at 8.30–10am (usually in 
the Vicarage) for prayer, breakfast and diary etc – good communication.  
Making Space: 
Leaving space in the diary to walk to local engagements to make opportunities 
for pastoral encounter. Being, not simply doing. 
Reading & study: 
To make time for spiritual and theological reading. Minimum one slot weekly.  
Continuing Ministerial Education 
To attend two courses a year and one conference. Costs including travel funded 
by Thorpe PCC. 
SCP: See below attend regular meetings. 
Retreats: To attend an annual retreat, covering the inside of a week (Monday to 
Friday). In 2019 this will be in March with SCP. Costs including travel funded by 
Thorpe PCC.  

Attending Catholic 
Future Conference in 
London, 18 – 20 
September 2018. 
 
SCP now meet on a 
Monday bi-monthly 
making attending 
regularly more difficult 
as it directly clashes 
with commitments at  
St Mary’s.  

 
Other responsibilities within the Diocese 

Vocations Adviser  
 

Support of those examining 
a call to ministry 

 

SCP 
(Society of Catholic Priests) 

Member Attends meetings usually 
held in Guildford and host a 
social occasion bi-annually.  

Communion Assistant’s 
Trainer 

For Woking & Runnymede 
as required 

 

 

Signature:  
Print Name: Reverend Damian Stewart Miles.    Date: 08 August 2018 


