
1

Warden Induction

THE VENERABLE JUSTINE COVERDALE & PETER BOYLAND
AND 
KIRSTEN RHOADES, DIOCESAN PROPERTY SERVICES 
MANAGER
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Overview

1. Summary of the Warden’s Duties and 
Responsibilities

2. Maintenance & Compliance – covering the Faculty 
Process, maintenance evaluations, and Parish 
Governance obligations

3. Property Overview – introducing the team and the 
support we provide

4. Property database – myBuildings
5. Leasing – managing residential properties, rental 

agreements, and the use of church buildings by 
non-Anglican groups

6. Environmental sustainability initiatives
7. Available resources



Warden
Responsibilities
DUTIES, DELEGATION AND AUTHORITY LIMITS
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Warden Responsibilities and Property

• Warden Responsibilities
• Parish Property Team
• Maintenance Requests and Approved Contractors
• Faculties
• Structural and Maintenance Assessments
• Mandatory Testing and Inspections
• Property Database – myBuildings
• Leasing, Hiring and Inventories
• Environmental Sustainability
• Resources and Other Information
• Open Panel Questions

WHAT WE WILL COVER
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Warden Responsibilities

• Policy 23 – PDT Delegation Authority 
• You, as an elected parish Warden, can approve and 

sign contracts with Diocesan-approved contractors 
for work costing up to $25,000.

• If the work costs more than $25,000 – for example, a 
$26,000 bathroom upgrade – someone at the 
Diocese needs to approve it, within the limits they 
are allowed to sign off.

• For those larger jobs, work with your Archdeacon and 
the Diocesan Property Services Manager. They will 
help set up the contract for your parish through a 
Faculty.

DELEGATION AND AUTHORITY LIMITS



Property Maintenance 
and Compliance
REQUESTS, CONTRACTORS, FACULTIES AND INSPECTIONS
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Governance Framework for Parish Property
PURPOSE AND KEY ROLES

Purpose 

Provides guidance for parishes in the planning, development, maintenance and management of 
church property, ensuring responsible stewardship and compliance with diocesan requirements.

Key Roles

 Archdeacon – Strategic oversight and Faculty endorsement.

 Diocesan Property Services Manager – Leads property projects, maintenance, contracts and 
redevelopment opportunities.

 Parish Property Team – Coordinates maintenance, inspections, contractor compliance and 
insurance claims.

 Risk & Governance Manager – Supports grants, WHS and insurance.

 Architectural Advisory Committee – Provides specialist building and design advice.
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Governance Framework for Parish Property
CORE PRINCIPLES

 Safe and compliant property management 

 Regular building condition assessments 

 Proactive maintenance and risk reduction 

 Strategic planning and redevelopment opportunities 

 Centralised diocesan support for parishes

https://www.perth.anglican.org/portal/resources/property/property-
policies

https://www.perth.anglican.org/portal/resources/property/property-policies
https://www.perth.anglican.org/portal/resources/property/property-policies
https://www.perth.anglican.org/portal/resources/property/property-policies
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Parish Property

• Identify the maintenance need.
• Log it in the database or contact the Parish Property 

Team.
• Quotes are gathered from approved contractors for your 

choice.
• A work order follows, or the job is noted on the parish 

file.
• Supervision of the work sits with the parish, which 

confirms completion.
• Invoices are checked against the quote before payment.
• Payment goes directly to the contractor, on agreed terms.
• Rural parishes may nominate local contractors, subject to 

insurance and licence checks.

MAINTENANCE REQUEST PROCESS

Identify the maintenance need1

Log the request or contact the team2

Quotes gathered from approved contractors3

Parish selects the contractor4

Work order issued or noted on file5

Parish supervises and confirms completion6

Invoice checked against the quote7

Parish pays the contractor8
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Faculties

Building Related: 
• Removing or erecting handrails; new fencing or changing the fencing material; 

new shed; carpark works, etc.
• Removal of any existing property i.e., demolition; toilet block. 
• Installing new ceiling fans or air-conditioning; kitchen; new power points; 

replacing floor coverings not like for like.
• Parish Signage – new or replacement (in accordance with Policy 6.7).
• Purchasing a new rectory.

Church Ordering:
• Permanently relocating the altar/font/pews or the internal layout of the church.
• Installing a donated icon or stained-glass window in the church.

Delegation:
• When works exceed the Parish Warden’s delegated authority limit of $25K.

WHEN IS A FACULTY REQUIRED?
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Faculties

A few examples when a Faculty may not be required are:-
• Repairs to make good existing – like for like.
• Repainting existing with existing – like for like.
• Replacing damaged items - like for like – in same 

location.
• Temporary signage for a special event.

Conversations should be had with your Area Archdeacon in 
the first instance prior to submitting a Faculty application for 
processing and approval.  
Always refer to the Diocesan website for the most current 
faculty form. Parish Property - Faculty Application  

WHEN IS A FACULTY NOT REQUIRED?
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Faculties

1. A Faculty is an official document seeking consent from the 
Archbishop and the PDT for certain new building works. 

2. Faculty Application forms part of Policy 6.1 – Appendix 1. 
Parish-Property-Faculty-Application.pdf

3. Parish complete signed application and send to 
property@perth.anglican.org .

4. Supporting documentation: photos; plans; quote from 
approved contractor.

5. Property review, request additional information, consider 
LGA approvals if required, prior to processing for approval.

6. Formal letter issued to parish with outcome.

7. Works can proceed.

APPROVAL PROCESS

https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/Parish-Property-Faculty-Application.pdf
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/Parish-Property-Faculty-Application.pdf
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/Parish-Property-Faculty-Application.pdf
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/Parish-Property-Faculty-Application.pdf
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/Parish-Property-Faculty-Application.pdf
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/Parish-Property-Faculty-Application.pdf
https://s3-ap-southeast-2.amazonaws.com/anglican-diocese-of-perth/documents/Parish-Property-Faculty-Application.pdf
mailto:property@perth.anglican.olrg
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Structural and Maintenance Assessments

• Structural and maintenance assessments help parishes 
manage WHS issues, evaluate property condition, and plan 
budgets.

• Conducted every three years by an independent Building 
Inspector.

• Funded by the Diocesan Office, but repair costs are the 
parish’s responsibility.

• The contractor contacts the parish to schedule visits.
• These assessments complement mandatory public building 

inspections and asbestos checks.

• See Policy 6.5 and Property section on the Diocesan website 
for details.

ASSESSING CONDITION AND PLANNING BUDGETS
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Mandatory Testing and Inspections

• Churches and halls, as public buildings, must comply with 
the Public Health Act 2016 and Health (Public Buildings) 
Regulations 1992. 

• Regular testing and inspections, typically every six months 
or annually, are required. 

• A summary of these requirements can be found in 
Appendix 5 to Policy 6.5. 

• Parishes are responsible for ensuring these inspections 
occur, with support from the PPT. 

• An Emergency Lighting and Exits Sign Log Sheet must be 
maintained, and an example is available on the website.

COMPLIANCE REQUIREMENTS
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Diocesan Approved Contractors

Parishes can suggest local contractors, but they must be assessed and approved by the 
Parish Property Team before any work begins and be accordance with Diocesan Council 
Policy 6.5.  

To ensure they and maintain: 
• Diocesan compliance and risk requirements 
• $20M Public Liability Insurance and Workers Compensation 
• Hold and maintain relevant trade licenses 
• Work quality and reliability are monitored by the Parish Property Team 
• Assist with maintaining warranty of workmanship – difficult to resolve issues if parish 

arrange works with contractor directly

Goal: Ensure safety, compliance, quality work and protection for the Parish and Diocese.

CAN YOU PICK YOUR OWN CONTRACTORS?



Property Overview

MEET THE TEAM AND THE SUPPORT WE PROVIDE
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The Property Team

  08 9425 7288       parishproperty@perth.anglican.org     Mon–Fri  8.30 am – 5.00 pm

Oversight Maintenance / Building Non Maintenance / Property

Kirsten Rhoades
Diocesan Property Services Manager

Tracey Brandt
Alex Ruediger

Lauren Chisholm

Alex Ruediger
Lauren Chisholm

Maria Hann

  krhoades@perth.anglican.org   parishproperty@perth.anglican.org   property@perth.anglican.org

mailto:krhoades@perth.anglican.org
mailto:parishproperty@perth.anglican.org
mailto:property@perth.anglican.org
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Why We Do What We Do
OUR OBJECTIVES

Objective Details

Preserve buildings For the benefit of future generations

Maintain records To assist future Wardens

Recognise Wardens Wardens are volunteers

Health and Safety Keep everyone healthy and safe

Reduce cost of ownership Minimising insurance premiums, 
Maximising economies of scale, 
Avoiding government sanctions and 
penalties



Property Database

myBuildings – requests, reporting 
and documents
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KEY FEATURES AND BENEFITS

Mobile Friendly

Access and manage operations 
anywhere via mobile browser

Dashboard Oversight

Real-time visibility of work 
progress, task status, and 
performance

Compliance Mgmt

Automate inspections and 
monitor contractor compliance

Reporting & Insights

Powerful reporting tools for 
performance analysis across 
parishes

QR Code Integration

Simplify access for staff, 
contractors, and the public

Document 
Management

Securely store and share key 
documents with teams

myBuildings
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HOW TO GET STARTED

1

Receive Login

You'll receive your email 
and password from the 

Diocese

2

Open Browser

Go to the myBuildings 
login page on any 

browser

3

Sign In

Enter your email address 
and password to access 

the system

4

Explore Dashboard

Navigate the Warden's 
Dashboard to view open 

work requests

Website login: https://pdtproperty.mybuildings.com/Core/Pages/Login.aspx

myBuildings
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WARDENS DASHBOARD

Your Central Hub

• View open jobs at a glance for a quick status 
of current works

• Get full details of each job by clicking on the 
Job Number

• Open work requests for your parish are 
displayed automatically

• Click on the underlined Job Code to open an 
existing work request

Quick Navigation

Update My Details

Work Request System

Scheduled Maintenance

Checklist Manager

Document Library

myBuildings
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MAINTENANCE AND WORK REQUESTS

Submit

Select site, area, type of 
work, and provide details. 
Include photos and non-
editable contact info.

Track & Assign

Set priority levels (Low to 
Urgent). Jobs auto-assigned 
to PDT Property contractors 
by parish.

Complete & Close

Monitor completion dates, 
attach invoices, and close out 
finished work requests.

Important Details
Priority Levels: Low (4 wks) • Medium (2 wks) • High (3 days) • Urgent (1 day)
Contractors: Must meet Diocese compliance, insurance, and Workers Comp requirements
Quotes/Invoices: Send all to parishproperty@perthanglican.org

myBuildings
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REPORTING AND DOCUMENT LIBRARY

Reporting & Statistics

 Extract work requests into Excel or 
printable running sheets

 Access Snapshot Dashboard for 
current data and parish statistics

 View contractor tracking, activity 
attendance, and compliance

 Monitor completion against 
deadlines

Document Library

 Select View Document Library from 
the main navigation

 Choose your parish to browse 
documents

 Filter by type: Testing, Pest 
Treatment, Asbestos, RCD, 
Emergency Lighting, and more

 Securely stored and accessible 
anytime

myBuildings
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Maintenance & Work Requests
HOW TO SUBMIT

1. Under ‘Work Request System’

2. Click on ‘Submit a New Work Request’
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Maintenance & Work Requests
NON-EDITABLE TEXT TO INCLUDE

Details – insert the specific details of the 
work request
Include the following non-editable text 
after your request with the relevant site 
contact information to ensure contractors 
clearly understand who to contact and 
where to send all quotes/invoices: 

Contact Name & Number: Insert Name 
(Mob: 04## ### ###) – for site access & 
to discuss.
Quotes/Invoices: Please send all 
quotes and invoices to 
parishproperty@perth.anglican.org

mailto:parishproperty@perth.anglican.org
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Maintenance & Work Requests
PRIORITY LEVELS

Select Priority

Low – 4 weeks

Medium – 2 weeks

High – 3 Days

Urgent – 1 Day (ie. Burst water pipe; power loss; 
fallen trees on building; flooding etc).  A higher 
cost may apply for an urgent call out service. 
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Maintenance & Work Requests
COMPLETION DATE AND ASSIGNMENT

• The Priority Level will automatically generate an ‘Expected Completion’ date
• Can be manually overridden depending upon the urgency and need
• All Work Requests must be assigned to PDT Property 
• PDT Property will then assign the job to the relevant contractor for your parish
• If the parish would like to note a preferred contractor, please include this in the 

‘Details’ section.



29

• Smartphone/ipad/tablet device access.
• Allows access to photos from phone/device 

to upload for work requests.
• Use the same Website login link:

https://pdtproperty.mybuildings.com/Core
/Pages/Login.aspx

• Insert the same login details you have for 
myBuildings – Username/Password as 
outlined on the website browser

WEBSITE LOGIN

Mobile and Device Access

https://pdtproperty.mybuildings.com/Core/Pages/Login.aspx
https://pdtproperty.mybuildings.com/Core/Pages/Login.aspx
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QR Hotspots
MAINTENANCE REQUESTS

myBuildings generates a unique QR hotspot for each parish 
building.  These have been issued to all parishes and should be 
displayed in a visible space for use.
The codes can be used to log maintenance requests by 
scanning a QR code, and for contractors to complete their 
induction before they start work.
The system creates two QR codes:
• One for parishioners and visitors
• One for contractor sign-in
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QR Hotspots
PARISHIONER/VISITOR ACCESS

QR code on site to report a building issue to parish 
warden. 
 Step 1: Scan the QR code with a mobile device.
 Step 2: Report the maintenance issue for the parish 

building.
 Step 3: Submit request — Parish Wardens receive 

an email notification.
 Step 4: Wardens decide if a licensed contractor is 

needed or resolved by parish.
 Step 5: Work request submitted or Closed out
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QR Hotspots
CONTRACTOR ACCESS

• The larger page is for contractors. 
• By scanning the QR code with their mobile device, 

contractors can: 
o access their assigned work requests, 
o add updates, 
o upload relevant documentation, and manage 

the status of the job. 
• Contractors are asked to sign in using the QR code 

on arrival wherever possible.
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QR Hotspots
HOW TO GUIDE
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Historical Data
CLOSED WORK REQUESTS

• Access to closed work requests/historical works can be accessed via 
the Search All Work Requests option.
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1. Select a predefined date using the 
drop down option ie. Current Year

2. Or use the From and To options for 
a specific time period.

3. Go through each option to select 
your Site; Area; Contractor; etc or 
be as vague or specific as you prefer 
with your selection options right 
down to the bottom of the page

4. Finish by clicking on Search

Historical Data
CLOSED WORK REQUESTS
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Historical Data
CLOSED WORK REQUESTS
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Document Library
HOW TO VIEW

1. Select View Document 
Library
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Document Library
HOW TO VIEW

1. Select Parish 

2. Select Document Type ie. 
Mandatory Testing; Pest 
Treatment; Asbestos Report; 
6 monthly RCD Exit & 
Emergency Lighting etc. you 
want to search
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Reporting
DATA AND STATISTICS

• Work requests in progress can be extracted into a separate excel list 
or a printable running sheet.
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Reporting
DATA AND STATISTICS

• Click on Snapshot 
Dashboard to access all 
current data and 
statistics for your 
Parish



Leasing and Inventory 
Management
RESIDENTIAL LEASING, HIRING CHURCH 
BUILDINGS AND INVENTORIES
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Residential Leasing

• External leasing is allowed if clergy do not require the property.

• Residential Tenancies Act applies to all leased residential properties.

• Parish must get approval from Diocesan Office/Area Archdeacon 
before leasing externally.

• Perth Property Management (PPM) manages rentals for the PDT.

• All tenant communication goes through PPM, not the parish.

• Only the PDT can sign agency and lease agreements.

• Market rent applies unless approved otherwise.

• Lease terms are generally up to 12 months; longer terms need 
approval.

• Landlord insurance, costing about $300 annually, should be arranged 
through PPM; Diocesan insurance does not cover rent loss.

KEY REQUIREMENTS
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Residential Leasing

Lease Terms
• All lease extensions and new leases require Diocese approval.

• PPM obtains parish approval to relet, provides market rental advice, and seeks Diocese approval for new 
terms.

LEASING PROCESS

• Parish wardens submit applications to PPM, who then 
forwards them to the Diocese for final approval.

• Tenants with parish connections must be referenced 
per Residential Tenancies Act, with Diocese approval to 
avoid conflicts.

• Parish selects preferred applicant; PPM finalizes lease 
documents and shares copies with parish and Diocese.

• All communication goes through 
property@perth.anglican.org.

mailto:property@perth.anglican.org
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Rectories – Leased
LANDLORD INSURANCE

Parish Insurance Covers Landlords Insurance Covers

Building and contents for fire, storm, 
earthquake etc.

Loss of rent due to tenant default

Loss of rent following fire, storm, 
earthquake etc.

Loss of rent following death of tenant

Public Liability Loss of rent following denial of access

Pet damage Legal expenses to cover court costs and 
tribunal fees for loss of rent claims

Tenant damage, including theft

Drug Lab clean up

 If the parish rectory is 
leased to an outside 
party, obtaining 
Landlord insurance is 
advised but optional. 

 This insurance should 
be arranged through 
the Diocese's 
Residential Property 
Manager, who can 
provide a quote for 
the parish to review.
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Hiring Church Buildings
HALLS AND CHURCH BUILDINGS

Type of Use Criteria Terms Agreement Authorized 
Signatories

Insurance

Lease Regular, commercial, 
long-term, high-
frequency, and/or 
exclusive use

Agreed by Parish 
Council and Area 
Archdeacon

Authorized diocesan 
officers

Public liability 
insurance required for 
all Lessees

Hall Hire Agreement One-time, occasional, 
and community use, 
non-commercial

Available on Diocesan 
website, completed 
by parish

Parish Warden or 
hiring coordinator

Hirer's liability 
insurance provided if 
no public liability 
insurance

• All use of parish property where the activity is not controlled by the Parish Council must be 
documented with the parties involved. 

• The documentation for the external use of a parish hall/centre can take two forms:
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Use of Buildings
NON-ANGLICAN WORSHIP

• Buildings that are dedicated or consecrated as 
churches can only be used for Anglican worship and 
sacraments, and activities related to the church's 
mission and ministry.

• The Archbishop has strict procedures for allowing 
other faith communities to use churches for worship. 

• The Archbishop must give prior consent for another 
use or worshipping group.

• Contact your Archdeacon or the Episcopal Office for 
more information and how to get permission.



47

Inventories

• According to the Parish Governance Statute 2016 
paragraph 5.8.1 (g), wardens must keep an 
inventory of all parish goods and pass it to their 
successors when requested.

• An inventory helps determine replacement 
values for insurance and supports claims if items 
are lost or damaged.

• Photos can aid in describing or valuing difficult 
items.

• An inventory template is available on the 
Diocesan website.

WARDEN OBLIGATIONS

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://www.podfeet.com/blog/2019/10/home-inventory/
https://creativecommons.org/licenses/by-nc-sa/3.0/
https://creativecommons.org/licenses/by-nc-sa/3.0/
https://creativecommons.org/licenses/by-nc-sa/3.0/
https://creativecommons.org/licenses/by-nc-sa/3.0/
https://creativecommons.org/licenses/by-nc-sa/3.0/
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Grant Funding

Grant Opportunities and Application Process
• Local Government: Grants available for community projects, including heritage restorations on 

Municipal Inventories. Contact your local government for details.
• State Government:
• Search available grants on the WA Government website.
• Explore funding via Regional Arts WA for arts and cultural projects in regional Western 

Australia.
• Heritage conservation grants through The Heritage Council.

Grant Application Process:
• All applications must be submitted through the Perth Diocesan Trust (PDT), the only entity 

authorized to sign legal documents - Refer Diocesan Council Policy 23.
• Funds are held in a diocesan account before being allocated to parishes.

EXTERNAL OPPORTUNITIES

https://www.wa.gov.au/
https://regionalartswa.org.au/funding/
https://www.dplh.wa.gov.au/information-and-services/historic-heritage/heritage-grants-and-incentives
https://s3.ap-southeast-2.amazonaws.com/adopaus/documents/Policy-23-PDT-Delegation-and-Authority-Limits.pdf


49

Heritage Buildings

• Restrictions on works undertaken on heritage buildings. 
• Higher costs for preventative maintenance and upkeep.

• Building improvements - require approval from external 
agencies as well as the Diocese including any change to 
landform 

• Future development – demolition may not be supported
• External financial assistance -  conservation works (ie. 

tuckpointing and reservation) as well significant structural 
repairs such as roof replacement from external agencies.

Fact Sheet - State Register of Heritage Places

https://www.wa.gov.au/system/files/2021-12/HH-State-Register-of-Heritage-Places-2019.pdf
https://www.wa.gov.au/system/files/2021-12/HH-State-Register-of-Heritage-Places-2019.pdf
https://www.wa.gov.au/system/files/2021-12/HH-State-Register-of-Heritage-Places-2019.pdf


Environmental 
Sustainability
ENERGY EFFICIENCY, GREEN ENERGY AND 
CARBON ABSORPTION



51

Environmental Sustainability

Synod Resolution 7.11 (4)
Urges the Diocese and its 
agencies to respond to these calls 
and to work towards net zero 
carbon emissions by 2040

INTRODUCTION

Focus areas for Parishes
Energy Efficiency

Green Energy

Carbon Absorption

Resources
Policy 46

Diocesan Website

ECO Care Website

ACF ECO Loans
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Environmental Sustainability

The efficiency of parish buildings can be 
improved by:
• passive thermal efficiency, ventilation, 

shading and natural lighting
• installing energy-efficient lighting
• using energy-efficient appliances
• replacing gas with electrical appliances
• Self-monitoring

ENERGY EFFICIENCY MEASURES
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Environmental Sustainability

Green Energy can be:
• Produced using photovoltaic 

panels*
• Stored in batteries
• Purchased from accredited 

providers

GREEN ENERGY

* Note Heritage considerations
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Environmental Sustainability

We can contribute to carbon absorption 
and reversing current climate change 
trends by:
• Conservation and biodiversity activities 

on Diocesan land
• Contributions to community greening 

projects
• Financial contributions to greening 

agencies (e.g., Trillion Trees Australia)

CONTRIBUTE TO CARBON ABSORPTION



55

Environmental Sustainability
EXAMPLE – CAR PARK LIGHTING

Options
• Solar panels and battery
• Solar Lighting – recently installed at 

Wollaston

Benefits
• Reduce electricity usage
• Easy to install
• Requires no cabling 
• Little ongoing maintenance 
• Can go anywhere – carparks, paths, 

footpaths, garden areas, stairwells



Resources

GUIDANCE, FORMS AND WHO TO CONTACT



57

Property Resources
WHERE TO FIND GUIDANCE

Anglican Diocese of Perth Website 

1.Parish and Clergy Portal

2.Resources – Property 

https://www.perth.anglican.org/portal/res
ources/property 

https://www.perth.anglican.org/portal/resources/property
https://www.perth.anglican.org/portal/resources/property
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Open Panel Questions

DENISE SATTERLY ROOM
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