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Post Commissioning, the responsibility for the renewal of DBS and safeguarding training 
lies with the PCC and the incumbent.  

Safer Recruitment requirement 

Please be aware of the House of Bishops’ and Diocesan requirements in relation to the Safer 
Recruitment of volunteers and that every person must be safely recruited if going forward 
for commissioning. This is the responsibility of the incumbent- see https://
www.churchofengland.org/safeguarding/safeguarding-e-manual/safer-recruitment-and-
people-management-guidance for further information. 

   Step by step - running an LPA course 

Step 1 

• Establish the dates of the Taster course, course start date and the details and 
date of the Commissioning service.

• Leave at least 2 weeks’ notice for the taster session after informing Parish 
Support Team, to allow for it to be advertised (if you don’t wish the Taster to 
be advertised please let us know).

• Leave at least 6 weeks between concluding session and commissioning 
service date to allow for DBS/safeguarding training and the period of 
reflection to be completed.

• 

Step 2 

Step 3 

Step 4 Run the initial Taster Session and give out Registration forms 

Email parishsupport@salisbury.anglican.org with the relevant information and 
dates.  Resources and forms are available on the diocesan website  https://
www.salisbury.anglican.org/ministry/lay-ministry/lay-worship-leader-training-
new

Parish Support team will send your indicated number of Taster Session booklets, 

Participant Registration forms, and course booklets either as e-forms/booklet or 
hard copies.
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Step 5 

• This is very important as this triggers the process to get the applicants 
DBS* processed. The Safeguarding Support Officer at Church House will 
email the participant with how to do this online and notify them of their 
local verifier, which the participant needs to know if they intend to be 
commissioned.

• Make participants aware they will also need to complete Basic awareness 
(C0) and Foundation (C1) online or book themselves onto a Face-to-Face 
Foundation safeguarding course as soon as possible before 
commissioning.

• Parish Support team is there to provide administrative support to you and 
participants.

Step 6 

Having completed the concluding session (effectively session 11) all participants 
to be commissioned will need to undertake a period of reflection with their 
incumbent concerning potential LPA Ministry. A written reflection ‘Why I believe 
God is calling me to the ministry of a Lay Pastoral Assistant’ would be helpful. This 
needs to be up to 2 sides of A4. For those who have literacy difficulties, their 
reflection can happen in any format that the participant feels comfortable 
with. The important thing is that they are engaged in a period of reflection 
with their incumbent concerning their potential ministry 

Step 7 

The Commissioning Service details need to be arranged directly with the 
relevant Area Office and confirmed to the Parish Support team if not already 
notified. The Commissioning will be undertaken by either the suffragan bishop or 
an archdeacon.  

Please confirm the names of those going forward for Commissioning.  It is vital 
at this point they have the necessary DBS clearance and have undertaken the 
appropriate safeguarding training. 

The need for every PCC Secretary within a Benefice to sign a participant 
application form is simplified to a statement that places the responsibility for 
supporting the training of LPAs with the local incumbent. The incumbent is also 
responsible for ensuring the person has been “safely recruited”.

The participant and incumbent to agree the Ministry Specification prior to 
commissioning.

Step 8 

Registration forms to be emailed to parishsupport@salisbury.anglican.org as 
soon as possible

Participants to complete the checklist and feedback prior to commissioning.

Course leaders are encouraged to share any feedback with the Parish Support 
team for future reference and improvements.

Got more questions?      
Contact the Parish Support team on 01722 411922 
or parishsupport@salisbury.anglican.org 
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