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“For even the Son of Man did not come to be served, but to serve, and to give his life 

as a ransom for many.” (Mark 10:45) 

As followers of Christ, we are called to imitate the example that He set for us. Jesus says 

in Mark 1:45 that He “did not come to be served, but to serve.” We are to serve others just as 

Jesus served them. 

There are many examples of service within our congregations, whether that be assisting with 

worship preparation, helping our children and youth, accompanying our older members to 

worship, serving food or being a member of a committee.  All of these ask us to give of 

ourselves, to share our God given skills and talents for the benefit of others.   

Today we focus on serving others through the gift 

of governance and administration – this is a 

ministry gift.  Even the word says it.  The gifts of 

administration and leadership are spiritual gifts 

from God that He does not give to everyone.  

Organisation and paperwork is not everyone’s 

favourite thing to do, but for some of us we 

appreciate the order it brings.  Administration and 

leadership are not solo roles, but they form part of 

an important team who contribute and work 

together for the glory of God.   

We hope this updated Church CHAT book will provide you with lots of information about 

various aspects of church governance and administration.  Please have a read through it 

and share it with other members of your congregation leadership team.  We hope there will 

be some ‘light bulb’ moments in here for you and that we have provided you with an answer 

to something or debunked a myth. 

If you have a question about anything in this book, please do not hesitate to contact the 

District Office.  Our team is skilled and knowledgeable in lots of areas and will be able to assist 

you or point you in the right direction.   

Christian service is about sharing the love and message of Christ with others, which is a 

mission that is so much greater than anything else the world can offer. We serve to share. We 

serve to share the love of Christ. We serve to share our lives with others by building 

relationships. We serve to share the message of the Gospel, because God served us through 

His Son Jesus Christ. 

Thank you for all you do for and in our Church.  It is through you and people like you who are 

sharing and using their gifts from God that we will spread the love of Jesus. 

Angela Rogers 

District Administrator 
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ADMINISTRATION 
 

LCA Portal 
 

The LCA Portal is the first step to accessing many of the resources provided by the LCA 

Churchwide Office. This is where users can access LCA Email accounts, LAMP2, HRS and other 

tools to assist with congregational life. To login to the portal, you will need your LCA email 

address and password. Visit the LCA or District website and click on the LCA Portal button 

found on the black strip at the top of the page.  

 

If you do not know your LCA email address or password, please contact LCA IT on  

(08) 8267 7380 or itsupport@lca.org.au  

 

LAMP2  
 

LAMP2 can be accessed via the LCA portal. Your 

LCA email address provides you access to this 

system. 

 

Members of your congregation who will need 

access to LAMP2 must have completed a LAMP2 form and received their LCA email address 

and login details. At a minimum, this should be your congregation/parish Chairperson, 

Secretary, Treasurer, assistants to any of these positions, your Safe Church Coordinator, 

congregation/parish Statistician and Office Secretary, if applicable. LAMP2 forms can be 

downloaded from the LCA website www.lca.org.au/departments/ministry-support/finance-

administration/lamp2/, by contacting the LCA Churchwide Office on (08) 8267 5211 or by 

emailing lamp2@lca.org.au.  

 

LAMP was retired at the end of 2017 and has been replaced by LAMP2. LAMP is now locked 

for editing, with the exception of congregation statistics and call information.  

 

LAMP Statistics 
 

Congregation’s annual statistics MUST be added to LAMP by 28th February each year. This is 

so that LCA levies which are invoiced annually can be calculated on accurate information. 

The District also uses this information to calculate your synod delegate entitlement prior to 

District Convention of Synod. 

 

Please ensure your congregation has a person appointed to record births, deaths, marriages, 

and attendance information and to enter statistics before the due date. If you have trouble 

accessing LAMP, please contact the District Office. 

 

  

mailto:itsupport@lca.org.au
http://www.lca.org.au/departments/ministry-support/finance-administration/lamp2/
http://www.lca.org.au/departments/ministry-support/finance-administration/lamp2/
mailto:lamp2@lca.org.au
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Telecommunications 
 

It may be worthwhile reassessing your communication needs and reviewing your telephone 

plans to ensure you are getting the best services for the best price. Is your current phone plan 

appropriate for your congregation and meeting your needs? Does the congregation still 

have a need for a landline and is it monitored, or messages checked daily? Does your pastor 

have a church supplied phone? Does he have full mobile coverage in your area? Do you 

provide your pastor with a home office landline that no longer gets used? Are you paying for 

services that no longer suit the needs of your congregation and pastor?  

 

The answers to these questions may depend on the availability and reliability of mobile 

coverage in your area.  

 

If NBN is now available in your area, please contact your preferred internet provider (not NBN 

direct) to arrange connection. They will advise what equipment is required to suit your 

situation. 

 

The LCA have partnered with CommsChoice to provide a wide range of telecommunication 

services. Please phone them on 1300 431 313 or email LCA@commschoice.com.au to discuss 

your needs. 

 

White Pages Listing 
 

To make changes to your congregation’s White Pages-Sensis listing please contact Sensis 

direct on 1800 810 211 or use their live chat at www.sensis.com.au/sensis-contact-us. If you 

find that no one from your congregation is an authorised person to make changes on your 

account please contact the LCA Churchwide Office on (08) 8267 7300 or admin@lca.org.au.  

  

mailto:LCA@commschoice.com.au
http://www.sensis.com.au/sensis-contact-us
mailto:admin@lca.org.au
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IT FOR CONGREGATIONS 
 

IT Shop 
 

LCA IT Services has set up an online IT Shop https://itshop.lca.org.au, from which you can 

purchase hardware or software. Please contact LCA IT for assistance with this. 

 

LCA IT can be contacted on (08) 8267 7380 or by emailing itsupport@lca.org.au. 

 

Website Hosting 
 

LCA IT Department can host websites for LCA congregations and agencies.  Hosting is a 

service that allows you to have a website on the internet.  They can also assist with registering 

domains (including LCA domains). 

 

LCA IT and LCA Communications can assist with the design, maintenance and deployment 

of websites.   

 
Please visit https://www.lca.org.au/departments/ministry-support/finance-

administration/information-technology/information-technology-services/ for further 

information. 

 

LCA IT Services 
 

LCA IT are also able to assist your congregation with: 

 

• LCA Email Addresses and Inboxes 

• Online IT Support 

• Cloud Storage 

• SharePoint Online sites 

• Microsoft Teams for VOIP phones 

• Domain Names 

Please contact the LCA IT Department for further information – itsupport@lca.org.au.  

 

Email Disclaimers 
 

This is the email disclaimer that is recommended for use by congregations and parishes: 

 

“The information contained in this email, and any attachments to it, are for the use of the 

intended recipient and are confidential. If you are not the intended recipient, you must not 

use, commercialise, disclose, read, forward, copy or retain any of the information. If you have 

received this email in error, please delete it and notify the sender by return email. The LCA 

does not warrant that any attachments are free from viruses or any other defects. You 

assume all liability for any loss, damage, or other consequences, which may arise from 

opening or using the attachments. Unless otherwise expressly stated by an authorized 

representative of the LCA any views, opinions and other information expressed in this 

https://itshop.lca.org.au/
mailto:itsupport@lca.org.au
https://www.lca.org.au/departments/ministry-support/finance-administration/information-technology/information-technology-services/
https://www.lca.org.au/departments/ministry-support/finance-administration/information-technology/information-technology-services/
mailto:itsupport@lca.org.au
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message and any attachments are solely those of the sender and do not constitute formal 

views or opinions of the LCA.” 

 

This disclaimer will automatically be added to your outgoing emails from your LCA email 

address. 

 

If you need assistance setting up your email disclaimer, please contact the LCA IT 

department. 

 

Email Signatures 
 

The LCA SA-NT District suggests the use of a ‘standardised’ email signature which identifies 

you as a member or employee of the LCA.  

 

An example is: 

 

  

Your Name | Your position 

South Australia – Northern Territory 

Lutheran Church of Australia 

Your address and contact details 

your.email@lca.org.au | www.yourwebsite 

 

For an electronic copy of this or more information, please contact the District Office. 

  

mailto:your.email@lca.org.au
http://www.yourwebsite/
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GOVERNANCE 
 

Governance And Responsibilities Of The Church Council 
 

What is Governance? 

 

Governance encompasses the system by which an organisation is controlled and operates, 

and the mechanisms by which it, and its people, are held to account. Ethics, risk 

management, compliance and administration are all elements of governance. 

 

1. Determining the objectives of the organisation – expressed through the vision and 

mission statements and implemented through a strategic plan.  The objectives (as 

what is written in Rule 4 of your constitution) define the purpose of the organisation 

and how they will be fulfilled. 

2. Determining the ethics of the organisation – defining what aspects of behaviour are 

really important. Ethics are based on morals and values and define the rules governing 

the conduct of people within the organisation.  The ethical standards are set by the 

behaviours of the people at the top and cascade down through the organisation. 

3. Ensuring compliance by the organisation – with its regulatory, statutory and legal 

obligations, as well as ensuring its staff work towards achieving the organisation’s 

objectives, while working within the defined ethical and cultural framework of the 

organisation. 

4. Designing and implementing the governance framework – the governing body 

(church council) is accountable for the performance of the organisation and retains 

overall responsibility for the organisation it governs; however, in most organisations it 

cannot do it all.  Therefore, various responsibilities need to be delegated.  The 

governance framework defines the principles, structures, and policies through which 

staff and other entities will operate with certain levels of authority and delegation 

whilst ensuring accountability. 

The Church Council as the governing body appoints and provides direction and oversees the 

functioning of the organisation’s staff and makes the ‘rules’ they are expected to follow.   

 

The staff are operational, and their job is to achieve the objectives of the organisation; 

working within the ethics and complying with the ‘rules’ and providing assurance back to the 

Church Council that this is being accomplished.  

 

How does it apply to our Church Council? 

It is Church Council’s role to: 

• Set the objectives or mission and ministry goals for the coming 12 months (or more or 

less) – what do you want the congregation to achieve?  

• Set the tone for expected behaviours in the congregation by practicing grace, love, 

forgiveness.  But also, by addressing behaviours which are not in line with our core 

values.  

• Ensure compliance within your congregation – whether that be financial compliance 

(bills paid on time, with 2 to sign transactions etc); employment relations; child safety 
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standards are being met by everyone, especially by all Church Council members and 

other statutory requirements. 

• Delegating tasks to other people but ensuring they are complying with requirements 

through regular reporting; having policies and guidelines in place to achieve these 

things.  

 

Governance Standards of the ACNC 

 

1. Purposes and not-for-profit nature – Charities must be not-for-profit and work towards 

their charitable purpose. They must be able to demonstrate this and provide 

information about their purposes to the public. 

 

2. Accountability to members – Charities that have members must take reasonable steps 

to be accountable to these members and provide them with adequate opportunity to 

raise concerns about how the charity is governed. 

 

3. Compliance with Australian laws – Charities must not commit a serious offence (such 

as fraud) under any Australian law or breach a law that may result in a penalty of 60 

penalty units (currently $10,000 or more). 

 

4. Suitability of responsible persons – Charities must take reasonable steps to: 

a. be satisfied that its responsible persons (such as board or committee members) 

are not disqualified from managing a corporation under the Corporations Act 

2001 (Cwlth) or disqualified from being a responsible person of a registered 

charity by the ACNC Commissioner, and 

b. remove any responsible person who does not meet these requirements. 

 

5. Duties of responsible persons – Charities must take reasonable steps to make sure that 

responsible persons are subject to and understand and carry out the duties set out in 

the standard, which includes acting with reasonable care, diligence, honesty and in 

the best interest of the charity. 

 

6. Maintaining and enhancing public trust and confidence in the Australian not-for-profit 

sector – a charity must take reasonable steps to become a participating non-

government institution if the charity is, or is likely to be, identified as being involved in 

the abuse of a person either: 

a. In an application for redress made under section 19 of the National Redress 

Scheme for Institutional Child Sexual Abuse Act 2018 (Cwlth) (Redress Act), or 

b. In information given in response to a request from the National Redress Scheme 

Operator (Secretary of the Department of Social Services) under section 24 or 

25 of the Redress Act. 

To read more about these standards please visit the ACNC website - 

https://www.acnc.gov.au/for-charities/manage-your-charity/governance-hub/governance-

standards  

 

https://www.acnc.gov.au/for-charities/manage-your-charity/governance-hub/governance-standards
https://www.acnc.gov.au/for-charities/manage-your-charity/governance-hub/governance-standards
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The LCA Governance Handbook has some good resources:  www.lca.org.au/services-

resources-training/   

 

Annual General Meetings 
 

An annual general meeting is a meeting held once a year and all members of your 

congregation are entitled to attend.  The purpose of the meeting is to give reports on the 

various activities of your congregation, present the financial report of the church for the 

previous year and also to allow members to ask questions of the church council.  Often 

elections are held at the same time.   

 

Whilst people can think of meetings as boring affairs, the AGM can be an opportunity to 

celebrate the successes of your church, acknowledge the contribution of volunteers and to 

encourage, engage and enthuse members for the upcoming year. Remember, even though 

your AGM is a requirement of your congregation it doesn’t need to be boring – consider 

holding a community lunch before or after the meeting to thank members for their 

contribution to the life of your congregation.  

 

A PowerPoint presentation is an innovative way of reporting to the congregation – everyone 

loves pictures. You could even include graphs to demonstrate various trends in membership. 

 

There will be rules in your constitution about when you must hold your AGM and how your 

congregation members should be notified of this meeting. AGM’s must be held within five 

months of the end of the financial year – eg if your financial year ends on 31st December the 

AGM must be held prior to 31st May the following year.  

 

Items that must be on the agenda for your AGM: 

• Chairperson’s report 

• Pastor’s report 

• Reports from committees and auxiliaries  

• Presentation and adoption of financial statements 

• Child Safety Annual Review 

The following items will need to be included on the agenda if your 

congregation does not hold a separate Budget and Elections 

Meeting: 

• Election of officers 

• Election of standing committees 

• Presentation and approval of budget for the current year 

After the AGM and/or election of office bearers there are a few things that must be attended 

to: 

• Update information on the ACNC portal 

• Arrange a handover between retiring and new office bearers  

• If your constitution is changed and approved two signed copies need to be sent to 

the District Office for approval by District Church Council. 

• If a new Public Officer is elected, you will need to notify Consumer & Business Services 

• Bank signatories may need to be updated 

• Authorised persons with the ATO and other suppliers may need to be updated 

http://www.lca.org.au/services-resources-training/
http://www.lca.org.au/services-resources-training/
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• Australian Business Register must be updated with new office bearers 

• HRS may need to be advised of new Treasurer/Approving Manager/s 

• LAMP2 will need to be advised of new Church Council members and forms completed 

• The LCA Professional Standards Department must be notified of all position holders – 

this can be via a copy of your minutes. 

• Thank outgoing office bearers for their service  

Public Officer 
 

Every incorporated association MUST appoint a public officer. In South Australia, they must be 

a resident of SA aged 18 or over. The public officer receives letters and notices sent by 

Consumer and Business Services and must advise changes to the Commission.  If the 

association is registered with the ACNC annual returns are uploaded to the ACNC website, in 

lieu of completing a return for Consumer and Business Services. 

 

The public officer has no power over the management of the association but is responsible 

for ensuring that all compliance requirements are met. 

 

They need not be a committee member, however the constitution may include the public 

officer as a member of the Church council or the Council may appoint one of its members to 

be the public officer. They do not have to be elected by vote, they can simply be 

appointed. 

 

If a public officer changes address or is replaced, the public officer must give details to 

Consumer and Business Services or fines may apply. Any congregation who does not have a 

public officer for more than one month may be fined. 

 

Constitutions 
 

It is recommended that every congregation review their constitution at least every three 

years to ensure it remains current and is meeting the needs of your congregation.  There 

have been a number of changes made in recent years to information which must be 

included in a constitution.  

 

The District Office is able to assist your congregation with updating or modifying a 

congregation’s constitution, utilising the LCA model constitution.  We provide a questionnaire 

to complete which streamlines and simplifies the process. Please do not try to undertake 

updating your constitution without support from the District, as there are certain clauses and 

details which must be included in any update. 

 

You must give your congregation at least 21 days’ notice of a meeting at which you plan to 

present an updated or amended constitution. Once the meeting has been held and the 

constitution approved the person taking minutes of the meeting will need to include the 

following wording in the minutes from the meeting: 

 

“The changes to the constitution (as per the attached document) of (name of 

congregation/parish) were passed by special resolution.” 
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Consumer and Business Services will require a copy of these minutes and they need to see 

that a ‘special resolution’ was passed (as required by your constitution). 

 

Once the constitution is approved by your congregation two signed copies must be 

forwarded to the District Office. The constitution will be ratified and signed by District Church 

Council then the copies are returned to you for lodging with Consumer and Business Services 

and the ACNC. The District Office retains an electronic copy of all approved constitutions. 
 

Incorporated vs Unincorporated Associations 
 

An incorporated association has a legal structure that is managed by a committee of 

management, has a set of rules, or constitution (if applicable), can enter into contracts, 

purchase property and charge members a membership fee.  An incorporated association 

provides protection to officers, in that they are not generally personally liable for the debts of 

the association nor are they generally personally liable if a claim was made against the 

association.   

An unincorporated association is essentially a group of people that have come together to 

pursue a common purpose, for example a group of people who want to do woodwork 

together.  The group cannot enter into contracts, purchase property, employ people or be 

sued.  As an unincorporated association the members are liable for any debts and all the 

members are personally liable if someone were to make a claim against the association. 

The District recommends that all congregations become Incorporated to protect the 

members from any claims made against the association and are able to assist you with this 

process. 

Mergers, Re-Alignments Or Closure Of Congregations 
 

If your congregation is thinking about joining with another congregation or closing, please 

contact the District Office very early in your conversations as we have resources to assist you 

and have helped congregations through this process in the past.   

 

There are a number of reasons why your congregation may consider merging or 

amalgamating with another congregation. These could include reductions in membership or 

that the congregation is struggling to find volunteers to take on governance roles and 

responsibilities.   

 

There are options available to you and it is important that these are discussed with all parties 

concerned.   

 

Unfortunately, there may come a time when a congregation considers closing because of 

declining membership. Again, please contact the District Office early in your conversations as 

we have assisted congregations through this process in the past and can walk with you 

through the conversations and steps required. We may even be able to provide you with 

some alternative options to a complete closure. 
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Above all, please remember that even though we might close one door God is opening 

another in another place and that there is a season for everything.  God did not make 

everything to last forever.   
 

Australian Charities And Not-For-Profits Commission (ACNC) 
 

The ACNC is a federal government agency with the object of 

protecting the not-for-profit sector in Australia. They do this by 

enhancing public trust and confidence in the sector through 

transparency and good governance and management. Another 

purpose is to reduce unnecessary regulatory obligations on 

charities and associations. 

 

Because of the work of the ACNC, charities and associations no longer need to lodge an 

annual statement and pay a fee with Consumer and Business Services. Instead, they 

complete an annual information statement with the ACNC and pay no fee. The annual 

information statement will ask for details about the activities of the congregation, including 

financial information and details of all office holders. 

 

The annual information statement must be completed online within six months of the end of 

the financial year annually.  At the same time, the responsible persons listing (church council 

members) is to be updated. It is also good practice to check that a current version of the 

congregation’s governing document (constitution) is on the ACNC website and Is able to be 

downloaded and read easily.  These details can be checked at any time by logging in to the 

ACNC portal. 

 

If you have any questions about the ACNC please do not hesitate to contact the District 

Office as we have experience dealing with them and their requirements.  The ACNC website 

contains a lot of information and is a valuable resource tool for congregations and charities.   

 

The ACNC website can be found at www.acnc.gov.au  

 

Consumer And Business Services 
 

Consumer and Business Services (CBS) is the state government regulatory authority for 

associations and incorporated bodies in SA.  They now work closely with the ACNC and are 

aiming to reduce the workload for associations in this state.   

 

CBS still need to be notified if the following occurs in your 

congregation: 

 

• Change of Public Officer 

• Changes to the constitution 

• Details of Church Council members (depending on the 

size of your congregation) 

 

You can find lots of useful information for associations on the CBS 

website - https://www.cbs.sa.gov.au/associations-cooperatives.  

http://www.acnc.gov.au/
https://www.cbs.sa.gov.au/associations-cooperatives
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Australian Business Register 
 

The Australian Business Register is the government’s overarching 

record keeping site for all businesses that have an Australian 

Business Number (ABN).  The information stored here is accessed by 

emergency services in a disaster situation, which ensures that only 

those people authorised are provided with information when they 

contact a government agency and that contact details for your 

business are correct.  

 

ABN details must be updated within 28 days of a change of officer, 

and this is best done by an officer (probably the treasurer) who 

already has access to the ATO portal.  To update the details of the congregation’s ABN: 

https://www.abr.gov.au/business-super-funds-charities/updating-or-cancelling-your-

abn/update-your-abn-details   

 

 

External Conduct Standards – Overseas Aid Projects 
 

The ACNC have four standards which apply to charities who support overseas projects. The 

aim of the standards is to assist charities in ensuring that their gifts of money and support 

reach the people they are intended to reach and do not assist in overseas illegal operations 

like money laundering, slavery, terrorism or people smuggling.   

 

Congregations who support overseas projects with money, goods or people will need to 

ensure they comply with the standards and keep appropriate records.  It is recommended 

that this information is retained with your financial records so that it can be easily located if 

needed. Please note that if your congregation donates to Australian Lutheran World Service 

or LCA International Mission to support overseas aid projects then the external conduct 

standards are met by these organisations and the individuals can be reassured that 

compliance requirements are being met. 

 

For more information please visit https://www.acnc.gov.au/for-charities/manage-your-

charity/charity-governance/acnc-external-conduct-standards.  

 

  

https://www.abr.gov.au/business-super-funds-charities/updating-or-cancelling-your-abn/update-your-abn-details
https://www.abr.gov.au/business-super-funds-charities/updating-or-cancelling-your-abn/update-your-abn-details
https://www.acnc.gov.au/for-charities/manage-your-charity/charity-governance/acnc-external-conduct-standards
https://www.acnc.gov.au/for-charities/manage-your-charity/charity-governance/acnc-external-conduct-standards
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LCA LEARNING HUB 
 

 
 

The aim of the Learning Hub is to provide information, training, links and resources on a broad 

range of subjects that are essential and relevant for LCA church workers, congregations, 

parishes and their leadership. The Learning Hub supersedes the old Congregational 

Leadership Training but is much more comprehensive and wide ranging in the topics and 

subject matter that it covers. 

There is a base level of information included on each topic, but what makes this Hub 

especially useful are the extensive resources and links that are provided to assist leaders and 

those wanting further information. 

 
 

 

 

 

 

 

 

 

 

 

 

  

How to access the LCA Learning Hub 
Go to the ALC ilearn page https://ilearn.alc.edu.au/ 

Login via the VET/iLearn login using LCA email and password. 

 

People who have had previous access to the Congregational Leadership Training will 

have automatic access to the new LCA Learning Hub.  

 

Those with an LCA portal access can access the Learning Hub via the button on the 

portal. 

 

Others will need to contact the Church Worker Support Department 

(churchworkersupport@lca.org.au or phone 08 8267 7300) for an enrolment key which 

will enable them to enrol and login using an email and password that they will then set 

up.  
 

https://ilearn.alc.edu.au/
mailto:churchworkersupport@lca.org.au
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FINANCE 
What Needs To Be Done When A New Treasurer Is Appointed 
 

When a new treasurer is appointed in a congregation a meeting should be organised 

between the outgoing treasurer and incoming treasurer to allow a handover of information 

and paperwork. Listings of bank accounts, details of regular payments, processes for 

payment of bills and details of current bank signatories are just some of the many things you 

will need to let your new treasurer know. Also, a copy of the current budget is a helpful 

document to hand over. 

 

The following site can give you further details and also has a 

very helpful checklist you can download to assist: 

www.ato.gov.au/non-profit/your-organisation/in-

detail/checklists/handover-checklist-for-not-for-profit-

administrators/ 

 

Don’t forget you will also need to advise the District Office of 

new contact information, HRS to update payroll information and 

complete a LAMP2 form.   

 

Finance - Annual Calendar Reminders 
 

Please be aware this is a sample document and will need to be customised to suit the 

requirements of your congregation or parish. 

 

January Update any automatic debits/transfers as required for the new year 

Finalise end of year information and prepare financial records for review 

or audit (as per your constitution’s requirements) 

February Submit LCA Annual Statistical Information 

Lodge BAS return for October to December for the previous year (if 

operating on quarterly BAS returns) 

Lodge and pay Annual GST Return (if only required to do this annually) 

March Prepare reports for Annual General Meeting 

April Lodge BAS return for January to March (if operating on quarterly BAS 

returns) 

Lodge Annual Information Statement on the ACNC Portal 

May Annual LCA Fund Levy invoice will be issued 

June  

July Lodge BAS return for April to June (if operating on quarterly BAS returns) 

August  

September  

October Lodge BAS return for July to September (if operating on quarterly BAS 

returns) 

Prepare budget for the coming year for presentation to Church Council 

November Complete District Contribution survey for the coming year 

December Ensure full District Contribution has been paid to the District for the year. 

 

http://www.ato.gov.au/non-profit/your-organisation/in-detail/checklists/handover-checklist-for-not-for-profit-administrators/
http://www.ato.gov.au/non-profit/your-organisation/in-detail/checklists/handover-checklist-for-not-for-profit-administrators/
http://www.ato.gov.au/non-profit/your-organisation/in-detail/checklists/handover-checklist-for-not-for-profit-administrators/
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Bank Account Signatories 
 

A condition of insurance is that all bank accounts held by a congregation or any other group 

associated with the church must be ‘two to sign’, which means that all transactions (cheque 

or electronic) must be authorised by two current signatories.  If fraud occurs because this has 

not been adhered to the insurance provider will not respond to claims. 

 

Please note that relatives should not be signatories on the same church bank accounts. 

 

Expenditure 

All expenditure and payments should be approved as per the current year’s budget or by 

Church Council, in line with your Financial Delegations policy or your congregation’s 

constitution.  If your congregation does not have a Financial Delegations policy and would 

like assistance drafting one please contact the District Office. 

 

Income 

The counting of weekly offerings is an area which is vulnerable to the risks of theft and misuse. 

To encourage the safe handling of congregation funds the District Office has developed a 

‘Handling of Offerings Policy’ which can assist congregations with ensuring that their weekly 

offering is counted and handled safely. This policy recommends a minimum of two people 

count and verify all monies. Banking the funds should be completed as soon as possible and 

when this is not immediate all money should be stored securely until it can be banked.  

 

This policy should be adopted and implemented by all congregations. A copy is available on 

our website www.sant.lca.org.au. 

 

Members should be encouraged to make their weekly offering via Regular Electronic Giving 

(REG) through the LLL. More details on REG can be found in this booklet. 

 

By The Book  
 

The District Office is pleased to advise that we can now offer a 

bookkeeping service for congregations, called ‘By the Book’.  This is a 

fee-for-service facility. 

 

‘By the Book’ (BTB) service includes payment of invoices, receipt of 

income, reimbursements, salary reconciliation, monthly reconciliations, 

and reporting for Church Council, ATO BAS lodgment and preparation 

for annual financial review or audit.   

 

‘By the Book’ is not able to bank money for you, authorise pastor or other staff leave requests 

in HRS, conduct annual financial review or audit or appoint someone to do this or prepare a 

budget for the coming year.  It is for this reason that a treasurer’ still needs to be elected but 

their tasks are much reduced.  Essentially the treasurer will need to ensure that offerings and 

any other monies received by the congregation are banked in a timely manner, authorise 

payments (so that BTB can process these), speak to the reports provided by BTB to Church 

Council and the congregation, authorise HRS applications and arrange for the annual 

financial review or audit. 

 

http://www.sant.lca.org.au/


24 | P a g e  

 

Please contact the District Office if your congregation would like to know more about this 

service. 

 

Payroll 
 

If your congregation is still processing their own payroll, you must ensure that correct pay 

rates are being applied and that all government and LCA rules in relation to superannuation, 

PAYG and reporting are adhered to.  It is the responsibility of the Treasurer to ensure that 

correct ATO procedures are being followed.  

 

From 1 July 2019, you are also required to complete your own Single 

Touch Payroll (STP) compliance. This includes having an electronic 

accounting AND payroll system, an ATO approved gateway and are 

lodging your payroll details on completion of your payroll processing 

before making payment to your pastors and staff.  Is this the time to 

transfer to LCA HRS? 

 

If your payroll is processed through the LCA HRS system, it is best practice to verify that 

employees are being paid correct entitlements and at correct rates. Adjustments to Pastor 

and Lay Worker salaries automatically occur from 1st January each year.  Adjustments for 

award payments as determined by FairWork Australia are processed on the first pay in July 

annually. 

 

LCA HRS is compliant for STP requirements, as per ATO guidelines. 

 

Questions can be directed to the LCA HRS Department (08) 8267 7300 or hrs@lca.org.au. 

 

  

mailto:hrs@lca.org.au
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Balancing Your Payroll Sweep From LCA HRS 
 

This diagram may assist you to ensure the correct amount has been swept from your bank 

account for your fortnightly payroll: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This sweep may be adjusted for the following items: 

 

• Payments for LCA Pastor relocation grants 

• Payments for LCA specific mileage for attendance to pre-approved District or LCA 

meetings 

• Payments for LCA Transfer Fund relief services and travel 

• Other preapproved amounts as advised to the congregation 
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PAYG 
 

To assist congregation treasurers to lodge their quarterly BAS and pay their quarterly PAYG 

amount please refer to this helpful diagram: 

 

 
 
To calculate the amount of PAYG for your BAS Return (using the March BAS return as an 

example): 

• Locate the previous PAY870 report for the end of the previous quarter eg for the 

March BAS return you will need the December PAY870 report 

• Locate the PAY870 report for the end of the previous month eg for the March BAS 

return you will need the March PAY870 report 

• To calculate the ‘Taxable Gross’ figure: 

o Deduct the figure from the March report from the corresponding figure on the 

December report 

o Use this total on the March BAS return 

• To calculate the ‘Tax’ (PAYG): 

o Deduct the figure from the March report from the corresponding figure on the 

December report 

o Use this total on the March BAS return 
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Business Activity Statement (BAS) 
 

All entities that have an ABN (Australian Business Number) must comply with the requirements 

of the Australian Taxation Office.  See their website for further information 

www.ato.gov.au/Non-profit/.    

 

BAS returns need to be completed by the due date, with any payment also being processed 

at the same time.  The ATO will advise how often this is to be completed for your organisation.  

If you are unable to complete your BAS or make a payment by the due date you must 

contact the ATO and advise them prior to the due date.  Please also advise the District 

Administrator. 

 

Please ensure that the contact and/or authorised person for the ATO is kept up to date.  It 

should be the treasurer plus one other person from your congregation.  Refer to the section 

above about the Australian Business Register.  https://www.abr.gov.au/business-super-funds-

charities/updating-or-cancelling-your-abn/update-your-abn-details  

 

It is recommended that all congregations use the ATO Portal to lodge their BAS as this is the 

most efficient method. The ATO are in the process of phasing out paper-based processes and 

this may have implications for congregations going forward.  

https://www.ato.gov.au/general/online-services/  

Please contact the District Administrator if you require assistance to moving over to the ATO 

portal.    

 

Should Our Congregation Be Registered For GST? 
 

A congregation is required to be registered for GST if its current turnover or its projected 

turnover exceeds $150,000. You can choose to register even if your GST turnover is lower than 

this. 

 

Registering for GST will enable your congregation to: 

 

• Remit GST to the ATO for the sale of goods and services (eg catering, hall hire) 

• Claim credits for GST included in the price of goods and services bought in carrying on 

its activities. 

The ATO can provide support to congregations regarding GST and other matters: 

 

• The ATO website has information regarding not-for-profit organisations and GST  

www.ato.gov.au/Non-profit/   

• You can phone the not-for-profit information line on 1300 130 248 

• Sign up for the Not-for-profit News Service 

• Watch webinars and videos 

• Email queries to notforprofit@ato.gov.au 

  

http://www.ato.gov.au/Non-profit/
https://www.abr.gov.au/business-super-funds-charities/updating-or-cancelling-your-abn/update-your-abn-details
https://www.abr.gov.au/business-super-funds-charities/updating-or-cancelling-your-abn/update-your-abn-details
https://www.ato.gov.au/general/online-services/
https://www.ato.gov.au/Non-profit/
http://www.ato.gov.au/Non-profit/
mailto:notforprofit@ato.gov.au
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GST  
 

LCA GST Religious Group 

The LCA is a principal member of the ‘LCA GST Religious Group’ and other organisations 

within the LCA can be a member if they: 

 

• Have an ABN 

• Are registered for GST 

• Are endorsed as an income tax charity 

• Are registered with ACNC 

• Are members of the Lutheran Church of Australia 

• Are NOT a member of any other GST religious group 

This means that transactions between members of the same group will be excluded from 

GST, meaning we do not charge each other GST on transactions and these transactions are 

not included in GST returns.   

 

Please note: HRS activity requires you be a member of the group. 

 

Manses Expenses 

• Residential rent is generally an ‘input taxed supply’ – i.e. you cannot charge GST on 

rent or claim credits for related costs. 

• There is an exception where the rent charged is less than 75% of market value.  

• If the pastor would receive an accommodation allowance for living in their own home 

instead of the manse, the value of the allowance must be included in the calculation 

of total rent charged (for the purpose of assessing against 75% of MV). 

 

e.g. 1. – Pastor Mark lives in a manse paying $30 rent per week. The Lutheran Church would 

pay Mark $130 per week housing allowance if he lived in his own home rather than the 

church manse. The going market rate for homes in the area is $200 per week. As such, GST 

cannot be claimed as: 

 

Forgone housing allowance ($130/week) + rent paid ($30/week) > 75% of market 

value ($200 * 75% = $150) 

 

e.g. 2. - the LCA Housing allowance is instead $110 / week. As the total rent plus 

forgone allowance is $140 which is less than 75% of the market rate, GST can be 

claimed in this instance. 

 

Fundraising  

• Registered charities, gift deductible entities and government schools can ‘elect’ to 

treat fundraising events as input taxed (no GST).  

o Events include fetes, balls, gala shows, dinners, performances or similar events. 

o Events can include ‘other fundraising activities’, but only where any goods are 

sold for $20 or less, there is no sale of alcohol or tobacco and where the goods 

sold are not a normal part of the organisation’s business – i.e. a florist cannot sell 

flowers as part of a fundraiser. 

o Where an event is an ‘other fundraising activity’, you can write to the ATO 

seeking approval / confirmation that no GST will apply. 
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• If an organisation makes this election, ALL sales and purchases in connection with the 

event must be treated this way consistently. 

• The election must be made before any sales or purchases take place. 

 

Further details can be found at: www.ato.gov.au/non-profit/your-organisation/gst/gst-

concessions/#fundraisingevent 

 

Annual Audit Or Review Of Financial Records 
 

LCA policy and your congregation’s constitution state that all financial records of your 

organisation MUST be audited or reviewed at least annually. 

 

The ACNC states that, for small charities, it is optional to submit a financial report in the 

Annual Information Statement, so there is no ACNC requirement for a small charity to have its 

financial report reviewed or audited. However, small charities are encouraged to submit a 

financial report as part of their Annual Information Statement. Also, if your congregation’s 

constitution requires a financial review or audit then you must adhere to this. 

 

For medium charities (with annual revenue of more than $250,000 but less than $1 million) the 

ACNC states that they are required to submit financial reports that have been either 

reviewed or audited, while large charities (with annual revenue over $1 million) must submit 

audited financial reports. 

 

What is the difference between an audit and a financial review?  Essentially a financial 

review is not as comprehensive as an audit.  It is the process of checking that all transactions 

have been recorded correctly. The following table may assist: 

 

 
 

The ACNC website can assist you further with this:   

www.acnc.gov.au/for-charities/manage-your-charity/obligations-acnc/reporting-annually-

acnc/reviewing-and-auditing 

http://www.ato.gov.au/non-profit/your-organisation/gst/gst-concessions/#fundraisingevent
http://www.ato.gov.au/non-profit/your-organisation/gst/gst-concessions/#fundraisingevent
http://www.acnc.gov.au/for-charities/manage-your-charity/obligations-acnc/reporting-annually-acnc/reviewing-and-auditing
http://www.acnc.gov.au/for-charities/manage-your-charity/obligations-acnc/reporting-annually-acnc/reviewing-and-auditing
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For more information contact the District Office or visit the SA-NT District website 

www.sant.lca.org.au for a copy of the District’s policy and guidelines. 

 

Loans 
 

Congregations and parishes can borrow funds from the LLL for a variety of purposes including 

purchase of a manse, building renovations, large scale maintenance projects, and 

development projects.  

 

Choosing to borrow from the LLL is an opportunity to partner together as we seek not only to 

finance your project but to support you in your wider mission and ministry.  

  

If your congregation or parish is thinking about a loan, early engagement is highly 

recommended. Please contact your District Administrator and the LLL to discuss your specific 

need. The LLL can provide details on loan structure, repayments, and security arrangements.  

 

Some important information to remember: 

• All applications require an LLL Loan application form to be completed. You will find the 

latest loan application form at www.lll.org.au/loans.  

• All applications will require complete financial records for the past two years, current 

year budget and a forward projection for the following two years, at a minimum.  

• Mortgage security will be required in most circumstances. The LLL will assist in arranging 

this. If the congregation’s land is held in the name of LCA SA-NT District Holding Ltd the 

District Administrator will also assist with this.  

• Loans without mortgage security will have a higher interest rate (except if cumulative 

borrowings are less than $100,000 the lower rate will apply). 

• District Church Council approval is required prior to the formal lodgment of a loan 

application. This is done via the District Administrator. 

• Loan documents must be signed, and any applicable mortgage be in place, prior to 

any advancement of funds. 

 

You can contact the LLL by phoning 1800 556 457 or visit their website at www.lll.org.au. 

  

District Loan Guarantee 
 

The SA-NT District, on behalf of the LCA, guarantees all LLL loans for congregations and other 

Lutheran entities. The District Church Council acts as guarantor and has signed 

documentation to this affect. 

 

Loans obtained by Lutheran Schools in this District have an additional guarantee, in that all 

the schools have agreed to guarantee each other’s loans. This provides an additional level of 

guarantee for congregations who share land titles with a school. The LLL may request a 

congregation to sign mortgage documents if the land title is in the name of the congregation 

on behalf of a school. 

 

Please contact the District Administrator if you have questions about this. 

http://www.sant.lca.org.au/
http://www.lll.org.au/loans
http://www.lll.org.au/
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LCA Levy 
 

The LCA Levy is payable by parishes “per communicant member, 18 years and over”, and is 

calculated on the previous year’s statistics as loaded in LAMP. The LCA Funds levy is charged 

to the parish, not individual congregations. The Parish is responsible for collecting the 

appropriate amounts from the individual member congregations. 

 

Invoices are issued in early May, hence the importance of having your statistics loaded by 

February 28 each year. The amount required to be paid per communing member 18 and 

over is updated annually and advised through the LCA Pastor Stipend Schedule. 

 

If your congregation or parish is having difficulty paying this invoice, please contact the 

District Administrator as soon as possible. 

 

Return To Work 
 

Return to Work (previously called Workcover) is workers 

compensation insurance that is paid by all employers on behalf 

of their employees.  This is a compulsory insurance policy.   

 

The treasurer should complete an annual audit to ensure all employees are covered by 

Return to Work and that appropriate fees are paid.  Please visit www.rtwsa.com/. 

 

If your congregation ever needs to lodge a claim please contact the District Office for 

assistance.  

 

Return to Work does NOT apply to pastors in South Australia.  They are covered by an LCA 

insurance policy.  For any claims please contact the LCA Churchwide Office. 

  

http://www.rtwsa.com/
mailto:admin@lca.org.au


32 | P a g e  

 

PROPERTY 
Insurance  
 

LCA Insurance is the recommended provider of insurance for congregations and parishes in 

the LCA including public liability, director’s liability and more. Please visit 

www.lcainsurance.org.au or contact them direct on (08) 8360 7223 for more details. 

 

Building Insurance 
 

Have you recently reviewed the level of building 

insurance you have for your church properties? You 

must ensure that you have an adequate level of 

cover to suit your situation. Congregations with 

heritage listed buildings need to pay particular 

attention to their building insurance to make sure it 

will cover any necessary repairs that may be 

required. Please ensure your insurance covers 

repairs as well as full replacement costs. 

 

You must also ensure that you have appropriate cover for your congregation/s manse and 

any other properties that you might own. If your congregation has questions about the 

valuation or the level of insurance, please contact LCA Insurance on (08) 8360 7200 or 

www.lcainsurance.org.au.  

 

It is strongly recommended that you take photos of your church buildings and property 

regularly so that you have a record of what belongs to your congregation and its state. This 

can be particularly useful if you need to make an insurance claim and need photographic 

evidence. 

 

All properties in South Australia were inspected by the LCA’s insurer in recent years and this 

valuation is utilised in calculating insurance premiums.  

 

Contents Insurance 
 

Just as it is important to have sufficient building insurance, it is essential to have an adequate 

level of contents insurance for all church properties.   

 

It is recommended that each congregation holds an Asset Register which lists each item, the 

quantity owned, when it was purchased, the purchase price, any disposal date & its current 

value.  Do not forget to include little items, like how many coffee cups in the kitchen, all the 

items in the Sunday School cupboard and the ‘stuff’ kept out in the shed. 

 

A copy of this register should be kept in the church office and a separate copy stored in a 

secure location offsite (in case of fire).  It is good practice to review this register annually. 

There are plenty of free templates available on the web.  One such example can be found 

at www.ourcommunity.com.au. Again, it can also be helpful to take photographs of 

contents so that you have photographic evidence of ownership should it ever be required. 

http://www.lcainsurance.org.au/
http://www.lcainsurance.org.au/
http://www.ourcommunity.com.au/
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Does Your Congregation/Parish Rent Out It’s Manse? 
 

It is recommended that all rental arrangements be managed by a real estate company who 

will have registered property managers. There are advantages to having the property 

professionally managed, in that the agent is responsible for the payment of rent by tenants, 

all property inspections and the beginning and ending of rental agreements, including the 

screening of potential tenants. As a property owner you are responsible for maintenance and 

repairs of the property.   

 

Don’t forget that your insurer must be aware that a church property is being rented to an 

external user. 

 

Public Liability and Hall Hire 
 

If your congregation allows external groups to hire your hall or facilities, it is a good idea to 

have a Hall Hire Agreement hirer’s can sign to agree to pay a hall hire cost, a cleaning bond 

and to list who the responsible person will be.  

Please note that events of the Church are covered by the LCA Public Liability Insurance 

Policy. When an external non-Lutheran group is using your facilities e.g. Girl Guides, dancing 

group or sporting club, wedding caterers, these groups must provide evidence of a current 

Public Liability policy of no less than $10,000,000. For further information about this please 

contact LCA Insurance on (08) 8360 7223 or admin@lcainsurance.org.au.  

The District have developed a template Hall Hire Agreement which congregations are 

welcome to use and adapt to their congregation’s needs. You may wish to add additional 

items to the agreement, such as no smoking on church grounds, no parties or to itemise 

things that should not be touched or used in the hall, eg Sunday School cupboards. 

Whatever form you choose to use, it should advise who the hirer is and who to contact in 

case of an emergency. 

 

If you would like a copy of the District’s template that can be easily edited, please contact 

the District Office. 

 

District Holdings Ltd 
 

The LCA SA-NT District has a property trust company that was established as a repository for 

all land holdings within the SA-NT District. All congregations and other entities are 

encouraged to ‘deposit’ their land holdings with the Holdings Ltd.  

 

The principal object of the Holdings Ltd is to hold property in trust for congregations, parishes, 

schools, aged care and other District Lutheran entities. The beneficial owner of the property 

continues to be the congregation or other entity. The Holdings Ltd may not mortgage or 

lease the property without the written permission of the beneficial owner. Currently, LCA  

SA-NT District Holding Ltd holds over 150 properties valued in excess of $50 million. 

 

mailto:admin@lcainsurance.org.au
https://lca.box.com/shared/static/sm2v5vua00kc2y4hhkf4l1uv2sq27uvl.pdf
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The beneficial owner (the congregation) is liable for all maintenance, rates and taxes, 

insurance, and utilities in relation to the property and continues to use the property as normal. 

Further development of the property is the responsibility of the beneficial owner. 

 

For any property held in the name of the Holdings Ltd, a Declaration of Trust is provided to the 

beneficial owner stating which titles are held and who the beneficial owner/s is. 

 

If the property is ever to be sold, the District Administrator will, on behalf of the District 

Holdings Ltd, manage the sale of the property in conjunction with the congregation.  The 

proceeds of the sale will be handled as per the instructions of the congregation. 

 

Congregations are encouraged to consider transferring property titles to the name of the 

Holdings Ltd and the District Office can assist with this process. 

 

There are, of course, advantages and disadvantages of having property in the name of the 

Holdings Ltd: 

 

FOR AGAINST 

• No lost titles 

• Old titles are retained by LCA 

Archives ensuring historical 

records are not lost 

• Legal protection against being 

sued and the property used as 

an asset 

• Entity continues to place value of 

property on their financial 

balance sheet 

• If a congregation is closed and 

the property is to be sold the 

District Office can handle all of 

this for you 

• No GST or stamp duty on the 

transfer of property due to NFP 

status 

• Ownership of the property is not 

in the name of the congregation 

• $10 annual administration fee 

• Once off conveyancer fees are 

applicable on transfer of titles 
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Land Titles  
 

In South Australia, all property is either held in the name of the local congregation or parish or 

in the name of LCA SA-NT District Holding Ltd. If the property is held in the name of the District 

Holding Ltd, the title is now an electronic document held by the Lands Titles Office. Old 

versions of the titles have been scanned or photographed and sent to Lutheran Archives for 

safe keeping. 

 

If the property is in the name of the congregation or parish there are a few options of where 

the title could be held: 

 

• In the church office/safe 

• At the manse 

• With the secretary, chairperson or treasurer 

• In a bank safety deposit envelope 

• At a lawyer’s office 

 

If you still have paper copies of your land titles, the District Office can store digital copies of 

these for you and the paper versions can then be sent to Lutheran Archives for storage. 

 

Please be aware that some historical church owned properties have caveats restricting them 

to being used for religious purposes only.  This may prevent sale or other use of the property in 

the future.  Please contact the District Office if you have questions about this. 

 

If you need to do anything relating to the property title, please contact the District Office as 

we have a very good conveyancer who has extensive experience handling transactions for 

Lutheran organisations. 

 

Manse  
 

The manse is the home of your pastor and his family. This is their private retreat, and they 

should be given this courtesy. All maintenance or working bees should only be carried out at 

a time convenient to the pastor and his family.   

 

Please encourage all visitors to make prior arrangements before just ‘turning up’ at the 

manse. 

 

The LCA has policies that outline the provision of 

housing for a Pastor: 

 

• Provision of Housing for Pastors Policy 

• Provided Housing Standards 

• Maintenance and Care of Provided 

Housing 
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Copies of these documents are available by contacting the District Office or LCA 

Churchwide Office or via the LCA Portal under ‘Church Worker Support Resources’. 

 

It is recommended that all congregations have a conversation with their pastor about 

inspections and maintenance issues and what is expected from both parties as soon as 

possible after the pastor begins serving your congregation. If your pastor is already serving, it 

is never too late to have that conversation.   

 

Some things to talk about are: 

 

• Who pays the electricity, water, telephone and internet? 

• What is covered under your insurance?  

o Does the pastor have contents insurance? (it is recommended that they do) 

The pastor is responsible for his own contents insurance. 

• Is the pastor allowed to do any renovations - ie paint the children’s bedrooms in a 

bright colour? Change the garden? 

• Is the pastor allowed to do any maintenance? Who pays for this? Does he need to get 

it authorised before doing so? Can he spend a certain amount before getting it 

authorised? 

• What happens if he has an emergency – ie burst pipe?  

• Are you going to arrange regular inspections of the property? If so, how often (6 

monthly is recommended). What notice needs to be given to the pastor and his family 

before people come and do an inspection or maintenance? Please remember you 

are there to look at the property and any repairs needed, not to see if the dishes have 

been done. 

• How does the pastor and his family report any maintenance issues? And to who? 

• Are there any improvements/renovations that either party would like to do in the 

future? ie kitchen replacement? 

• Set up of home office, if applicable 

• Appliances provided by the congregation, eg fridge, washing machine, lawn mower 

 

The District Office has a suggested list of items that could be inspected on a regular basis and 

a checklist to use if you wish to undertake an inspection of your church’s manse or property. 

Please phone or email the District Office for a copy. 

 

If your congregation does not feel comfortable or confident in doing this, consider engaging 

the services of a property manager. 
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Manse Maintenance 
Is your congregation/parish budgeting for repairs and maintenance of the manse or other 

properties they own? Are they putting money away for major renovations? Some thoughts 

about maintenance: 

 

Planned or preventative 

maintenance 

Expenditure associated with regular servicing of equipment 

and preventative repairs for the preservation of the asset eg 

servicing the air conditioner, cleaning gutters 

Statutory maintenance 
Associated with meeting the requirements of mandatory 

regulations eg fire safety, asbestos management 

Emergency maintenance Immediate rectification of breakdowns and failures of the 

building or services.  eg blocked plumbing 

Corrective or condition-

based maintenance 

Required to rectify deterioration to an acceptable standard.  

eg replacing damaged or worn floor coverings 

  
 

Deferring maintenance will often result in a greater cost in the end because, for example, 

suddenly the gutters will need replacing rather than just cleaning and maybe painting.   

 

There are some things that need special consideration – is the manse heritage listed or does it 

contain period features that should be maintained?   

 

Please consider your pastor and his family when planning any maintenance. Ensure that you  

check with them for a time that is convenient for the family. 

 

Don’t forget to think about energy efficiency of your properties too. Are there any repairs or 

maintenance that you can do to your properties now that will make the building more 

energy efficient in the future, eg installing solar panels, changing lighting. Installing water 

saving shower heads. See the section on Energy Efficiency below for more ideas. 

 

Heritage Listed Properties 
 

A number of our churches and halls are heritage listed, either 

on a state listing or a local government listing. You can check if 

your buildings are listed or not on the State Heritage Unit 

website.  

 

Please take lots of photographs of your property as they will 

serve as very helpful reminders of the little details eg what did 

the stained-glass window look like? These photos are also 

essential for insurance purposes and will be required for 

development applications. 

 

If you are looking for assistance with maintenance or 

development of your heritage listed property, please contact 

the State Heritage Unit as they have people and resources that 

can assist you - www.environment.sa.gov.au/our-places/heritage   

 

https://www.environment.sa.gov.au/topics/heritage/sa-heritage-register
https://www.environment.sa.gov.au/topics/heritage/sa-heritage-register
http://www.environment.sa.gov.au/our-places/heritage
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Please also contact the State Heritage Unit prior to beginning any work on your site, as all 

work on a heritage site is considered ‘development’, regardless of what it is. They will be able 

to assist you with the Development Application. Note that all ‘development’ of a heritage site 

includes “demolition, removal, conversion, alteration or painting of, or addition to, the place, 

or any other work that could materially affect the heritage value of the place” (eg non-

structural alterations, painting and other conservation work such as re-roofing or salt damp 

repair etc). The District Office has names of contractors who can assist in this specialised area. 

 

Energy Efficiency Of Property 
 

With the rising costs of essential services, it is good stewardship to think about how we can 

reduce congregation expenses as much as possible. Do a check on your electricity and 

water invoices to ensure you are being charged the correct tariffs. If you are not sure contact 

your supplier. 

 

The Energy Advisory Centre can assist with ways in which you can save energy: 

www.escosa.sa.gov.au/consumers/energy/energy-efficiency-advice Ph: 8204 1888 

 

Often changing the type of lighting in a building will result in significant savings, as well as 

checking when lights are turned on and off. A sign near the exits of a building to remind 

people to check the lights are off is handy. Also check on the heating and cooling options 

available in the buildings.  Checking things like insulation in walls and ceilings, draughts under 

doors and around windows, blinds to block out the sun or keep heat in – these can all have 

an effect on your running costs. 

 

The LCA has a contract to provide reduced 

rates on electricity supply with AGL. Details can 

be found on the LCA website.  

 

Just like electricity, there are ways to reduce 

water consumption at a property. Does the 

garden have water saving plants? Does it have 

a watering system? Can it be watered using 

rainwater? Can the toilets be run on rainwater? 

Are there any taps dripping or toilets running? Do 

you have water-saving shower heads installed? 

 

SA Water’s website has details of ways to reduce water consumption - www.sawater.com.au   

 

Solar panels can be a good investment on the church building, but they can be a real asset 

on a manse. Don’t forget to look at energy saving options for the manse too.  

 

  

http://www.escosa.sa.gov.au/consumers/energy/energy-efficiency-advice
http://www.sawater.com.au/
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Asbestos 
 

Many older buildings contain asbestos. It is commonly found in wall and ceiling fixtures, 

around pipes, in vinyl flooring and in old paint. 

 

All buildings must have an asbestos register which records where asbestos is located in your 

buildings and the safety level of the asbestos. Asbestos will be identified with yellow stickers. 

 

Asbestos needs to be regularly inspected by a qualified person depending on where it is and 

what sort of material it is.  The links below will provide further information about this. 

 

Do not allow any maintenance or renovation to begin without referring to your asbestos 

register. Further information about this can be found at www.safework.sa.gov.au and 

www.asbestos.sa.gov.au/   

 

Test & Tag 
 

Congregations must make sure that electrical equipment is regularly inspected and tested by 

a qualified person if the electrical equipment is: 

 

• supplied with electricity through an electrical socket outlet; and 

• used in an environment which exposes the equipment to operating conditions that are 

likely to result in damage to the equipment or a reduction in its expected life span, 

including conditions that involve exposure to moisture, heat, vibration, mechanical 

damage, corrosive chemicals or dust. 

The SafeWorkSA site gives you details of how often equipment should be tested, based on its 

usage and where it is used/stored. Please visit www.safework.sa.gov.au/health-

safety/hazards-risks/electrical/electrical-safety for details. 

 

You must ensure that you keep a record of any testing of electrical equipment until the next 

test or until the equipment is permanently removed from the workplace or disposed of. 

 

Common items that need to be tested can include: 

• all computers and laptops 

• iPad, tablet and phone chargers 

• urns and other kitchen appliances 

• extension cords and power boards 

• musical instrument and sound electrical cables 

• vacuum cleaner 

• hand dryers 

• heaters and fans 

A record must specify: 

• the name of the person carrying out the testing 

• the date of the testing 

• the outcome of the testing 

• the date on which the next testing must be carried out. 

http://www.safework.sa.gov.au/
http://www.asbestos.sa.gov.au/
http://www.safework.sa.gov.au/health-safety/hazards-risks/electrical/electrical-safety
http://www.safework.sa.gov.au/health-safety/hazards-risks/electrical/electrical-safety
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This record can be in the form of a tag attached to the electrical equipment, however, other 

methods such as logbooks, a register or computerised database can also be used. 

 

To find out how often items should be tested please refer to this website: 

https://ecotestandtag.com.au/colours-and-frequency.     

 

Emergency Services Levy 
 

The Emergency Services Levy is paid to Revenue SA. Where property is held in the name of 

the District Holding Ltd, the District Office will invoice individual congregations or parishes for 

the ESL for their properties.  These invoices are sent to congregations and parishes as soon as 

the invoice is received by the District Office. 

 

There are some properties that are owned by the LCA Churchwide Office – in this case an 

invoice for the ESL will be issued by the LCA. 

 

Signage  
 

Signage is the first thing the general public will notice about your congregation. A well-

designed sign with up-to-date details is vital to keep the public informed about important 

information with your congregation.   

 

You should do a regular check of your church sign to 

check: 

• Is the church sign faded? 

• Is the pastor’s name correct?  Is the pastor’s name 

covered with masking tape? 

• Is the logo correct? 

• Is the font small or hard to read? 

• Can passing traffic read the sign? 

What is your sign telling the outside world about your church and the people who attend?  If 

your sign is clean and not covered with tape it tells people that you are alive and care for 

others. 

 

The sign should provide details of: 

 

• Name of the congregation 

• Time of services 

• Contact details either of the pastor or the office 

• Any other programs or activities 

• Does it need lighting at night?   

 

The church has guidelines for the correct use of the LCA logo.  

www.lca.org.au/departments/ministry-support/communications/lca-logo/   

 

https://ecotestandtag.com.au/colours-and-frequency
http://www.lca.org.au/departments/ministry-support/communications/lca-logo/
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Your congregation could consider applying for a Mission Resources Grant to partially or fully 

fund the update of your church’s signage. Refer to the section in this book for more details 

and how to apply. 
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SYNOD AND CONFERENCES 
 

District Convention Of Synod Delegates 
 

Every congregation of the District is entitled to nominate and appoint delegates to represent 

them at the District Convention of Synod. Delegates are appointed for a two-year term.  

 

The District advises each congregation of their delegate entitlements prior to each 

convention. Appointments are then finalised by each delegate completing a LAMP2 form 

and sending this to the District Office for processing.  

 

Congregations are invoiced for their entitled number of 

delegates at the beginning of a convention year. This 

invoice is the congregation’s synodical contribution.  

 

All pastors of the SA-NT District are automatically 

considered delegates and are expected to attend. 

Calling bodies will be invoiced for their attendance at 

District Convention of Synod. 

 

All invoices are required to be paid irrespective of 

actual delegate attendance at a convention.  

 

Delegates will be required to register to attend the District Convention of Synod.  Additional 

costs for optional extras, such as meals or printed copy of the Book of Reports, will require 

payment at the time of registration.  

 

Has your congregation thought about supporting a younger member to attend convention 

so that they learn the ropes of what goes on in our District and become engaged in 

congregation life? This can be a great way to involve the next generation of our church in 

what happens and encourage them to be a part of shaping what the future might look like. 

 

Proposals To District Synod  
 

Congregations intending to submit a proposal to synod must meet together to discuss and 

agree to the proposal. It must be submitted to the District Office by the advised due date. For 

assistance with this or further information please contact the District Office. 

 

Who Can Submit Matters For Discussion At Convention? 
 

• Any congregation 

• Any parish 

• Any standing committee, council or commission of the District, provided the matter is 

within the terms of reference of the group 

• The Pastors' Conference 

• The District Church Council or its Executive 

• The General Church Board or its Executive 
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District Nominations To Standing Committees 
 

Prior to convention, nominations will be sought from congregation members to fill positions on 

District Committees. Please consider if your congregation has someone with the skills, interest 

or knowledge that would be helpful to the wider church in this way and prayerfully 

encourage them to nominate.  

 

District Pastors Conference and Retreat 
 

The District holds a pastors conference and pastors retreat each year (except in a General 

Convention of Synod year when General Pastors Conference is held). Attendance at each of 

these conferences is expected by pastors and strongly encouraged for retreats. Parishes are 

expected to cover the cost of their pastor attending these conferences and retreats as part 

of their continuing education and general well-being. 

 

LCA (Churchwide) General Convention Of Synod Delegates 
 

The LCA General Convention of Synod is held every three years. Nomination information for 

delegates and LCA committees is communicated to congregations via LCA E-News, the LCA 

website and to LCA email accounts. Please visit www.lca.org.au for further details or contact 

the LCA Churchwide Office - (08) 8267 7300 or admin@lca.org.au. 

 

  

http://www.lca.org.au/
mailto:admin@lca.org.au
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RECORDS MANAGEMENT AND ARCHIVING 
 

Church records tell the story of your congregation and its ministries. They highlight how God is 

working through your congregation and how you are bringing God’s love to life. They are an 

integral part of our history as the Lutheran Church of Australia and New Zealand.  

 

Every congregation is required to keep records to fulfil administrative and legal requirements, 

recording events, decisions and finances. You also need to keep the ‘soul’ records that 

complement these legal records and turn them into the story of God’s faithfulness: take 

photographs of events, document the ministries and the stories of the people who reach out 

into the community, showing how we live God’s love.  

 

So what records should a congregation keep? 

 

• Registers – baptisms, confirmations, marriages and burials (essential) 

• Minutes – parish and congregation meetings (essential) 

• Minutes – management committee (e.g. Parish Council, Church Council, Executive, 

Elders) 

• Minutes – All committees and groups (e.g. Worship, 

Evangelism, Women’s, Men’s, Youth, Sunday School, 

Property) 

• Selected correspondence – All committees and 

groups. If it helps tell the story of the congregation and 

to facilitate the understanding of the minutes or other 

documents, it needs to be kept permanently. If it is 

purely ‘administrative’ it can be destroyed when it is 

no longer useful. 

• Annual Reports – congregation, parish, committees, 

groups 

• Annual membership lists – ensure they are dated 

• Sunday School records, attendance rolls 

• Legal documents – constitutions, property titles, 

employment contracts (for a fixed time-period) 

• Building plans 

• Newsletters – regular, monthly, quarterly (add the Archives to your mailing list) 

• Publications – histories, brochures, anniversary booklets and service orders 

• Photographs and audio visual material: tapes, video & film (of e.g. buildings, pastors, 

members, special occasions) 

o Remember it is important to label who is the in photographs 

• Special service orders & bulletins – (e.g. installations, dedications, anniversaries) 
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The following records should be maintained and kept at your church premises: 

 

• Records you are regularly accessing 

• Records within their statutory & auditable period (e.g. finances for 7 years). Beyond 

this, the archives are primarily interested in congregation annual financial statements 

and details of significant purchases (e.g. an organ or a stained glass window). They do 

not require weekly finances. 

• Bulletins (generally, Lutheran Archives does not accept bulletins, so if you would like a 

copy permanently retained they need to be kept by your own congregation) 

Send to Lutheran Archives all other records. We recommend a periodic review of your 

records and regular depositing – set an annual reminder in your calendar. 

 

Some tips on how to manage your congregation/parish records: 

 

• Date records - including the year. Label records with your congregation, the place, 

and the event or committee. 

• Photographs – ensure photographs are identified 

• Digital photographs - use folders and subfolders to help sort these, e.g. a folder for 

each year, a subfolder for each event. Send a selection to Lutheran Archives along 

with identifying details. 

o Please ensure these are backed-up elsewhere prior to sending 

• Printed photographs – photocopy the photograph and write identification on the 

photocopy. Alternatively, use a very soft pencil (4B or 6B) to write on the back. 

• Printed records can be more durable than electronic records – print registers of vital 

records (baptisms etc), minutes and membership lists in addition to the electronic 

record. 

• Regularly back-up your electronic records. Keep a copy of the backed-up records 

(off-site). 
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CHAPLAINCY SERVICES 
 

The LCA SA-NT District has a Chaplaincy Ministry Pastor who is available to visit 

people while they are in hospital in Adelaide. We also have a dedicated team 

of chaplains who provide these services in various hospitals around Adelaide. 

 

If you know of someone who will be in hospital and would welcome a visit from a 

Lutheran Chaplain, please let the District Office know so that we can connect 

you, especially if they are from the country and their pastor is not able to visit 

them. 

 

If you feel a call to become a chaplain and provide chaplaincy services in hospitals or prisons 

or you know of someone who would be suitable for this type of volunteering we would love to 

hear from you.   

CHURCH WORKER SUPPORT DEPARTMENT 
 

Our church needs workers who are equipped, knowledgeable and supported as they 

undertake mission and ministry across Australia and New Zealand. The Church Worker Support 

Department serves the church by assisting employing and calling bodies to work towards 

seeing that their church workers can start well, stay well, and finish well. 

 

We can best support parishes and congregations by visiting and getting to know them. It is 

wonderful to support and encourage you to continue the practices that are working well. As 

we serve your church, we can provide resources, and we are happy to work together with 

you to develop other resources that will enable church workers to grow and go as God’s 

people. We are adding to these resources all the time, so please ask us how we can help 

you.  We also are developing a suite of policies and related standards, guidelines and 

procedural documents to support good processes across the church. 

Starting well 

Getting off to a good start is important in any ministry context. Good commencement 

practices can establish shared understandings and enable people serving your church to 

feel confident in their new environment. With our resources, we can assist you with: 

• things to consider before employing someone 

• recruitment and selection processes 

• developing position or role descriptions – including for volunteer positions 

• induction processes 

• employment and onboarding-related documentation 

• making the most of the LCA Human Resource System (HRS) 

• accessing the LCA Learning Hub. 
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Staying well 

Once people are off to a good start, it is equally important to support them throughout their 

ministry and service. Staying well involves things like ensuring safe workplaces, facilitating 

good interpersonal relationships between teams, and providing opportunities for growth and 

development, through to supporting people in challenging times. 

We are continuing to develop additional resources, and we can assist 

you with: 

• vocational development planning and recording 

• performance development reviews 

• Continuing Education for Pastors (CEP) program 

• ministry reviews 

• establishing and supporting team ministry 

• managing unsatisfactory performance 

• finding your unique SHAPE (spiritual gifts and other measures) 

• pastoral care support practices for church workers. 

Finishing well 

Finishing well is also important, regardless of the reason, whether people 

are leaving a role or leaving the church. We can assist you with: 

• exit interviews 

• considerations during a pastoral vacancy 

• making positions redundant 

• terminations of employment 

• employment transfers. 

You can speak to someone from the Church Worker Support Department by phoning  

(08) 8267 7300 or emailing churchworkersupport@lca.org.au   

MANAGING LEAVE AND LEAVE RECORDS 
 

Employees are entitled to leave in accordance with the National Employment Standards 

(unless more generous provisions have been agreed).  As a general rule of thumb part-time 

and full-time employees are entitled to four weeks annual leave, two weeks personal 

(sick/carers) leave based on their usual hours/days of work.  Casual employees are not 

entitled to annual or personal leave.  All employees (including casuals) are entitled to Long 

Service Leave after 10 years of continuous service (or a pro rata amount if employment 

ceases after 7 years).  Employees may be eligible for various other leave (some paid and 

some unpaid).  Employers should see the Fair work Information website for full details Leave - 

Fair Work Ombudsman. 

 

Pastors are entitled to different leave as described in the Pastors Stipend document.  While 

some of these leave provisions look similar to leave provided to employees, as pastors are not 

employees different provisions and conditions apply. 

 

Please encourage pastors and employees to take their annual leave each year, and LSL or 

R&R as it becomes available, for their physical and mental wellbeing. 

mailto:churchworkersupport@lca.org.au
https://www.fairwork.gov.au/leave
https://www.fairwork.gov.au/leave
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Please ensure that required approvals are completed prior to 

leave being taken (especially note the R&R requirements in 

the section following).  These approvals can be completed in 

the LCA HRS (if they process your payroll) or in other 

congregation processes.  Please also ensure leave taken is 

recorded accurately as inaccurate records cause ongoing 

problems when pastors or employees move on.   

 

It is also helpful to check that leave is accruing correctly in 

the LCA HRS or other systems.  If your payroll is processed 

through the LCA HRS please have your authorised officer 

check outstanding leave balances and leave applications 

regularly.  We recommend this be done at least quarterly.  

Leave balances are likely to be important during the pastor 

call process also. 

CARING FOR OUR PASTORS AND CONGREGATIONS 
 

LCA Transfer And Support Fund 
 

Parishes or congregations who are in a pastoral vacancy are required to contribute to the 

LCA Transfer & Support Fund. This is an LCA fund that assists with the costs of pastors and their 

family moving between parishes, relief service payments during pastoral vacancy and 

ongoing support of pastors  (at the discretion of the respective LCA or District Bishop). 

 

Rates for contribution to the fund during vacancy are outlined annually in the LCA Pastor 

Stipend Schedule.  

 

Contributions to the Pastor Transfer and Support Fund commence the week after the last pay 

period in which the pastor was paid.  This is managed though the LCA Churchwide Finance 

and Administration Team. 

 

Rest And Refreshment Leave For Pastors 
 

Pastors wishing to take rest and refreshment leave are encouraged to discuss this with their 

congregation/parish chairperson to allow early planning for pastoral care during their leave. 

 

Applications for rest and refreshment leave, specifying the proposed dates, must be made to 

the Bishop of the District via the form available in the LCA Pastor Handbook.  

 

If approved, pastors must ensure that their rest & refreshment leave application is also 

uploaded into HRS and approved by their approving manager. 

 

The minimum number of weeks a pastor can take R&R leave is six (6) weeks.  
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The LCA Provident Fund will cover the cost of relief services provided during a pastors’ R&R 

leave and reimbursement must be processed via the LCA HRS system. Relevant forms are on 

the LCA website. 

 

Personal Leave or Bereavement Leave 
 

Pastors are entitled to take personal leave or bereavement leave as outlined in the LCA 

Pastor Stipend Schedule. They must ensure that the appropriate application is made through 

LCA HRS as soon as possible after their leave is known so that approvals are processed and 

records kept current. 

 

Pastors Transferring Between Calls 
 

When a pastor makes the decision to accept a new call they must inform the District Bishop 

prior to announcement. They must also inform the District Office of their final service date and 

any leave that they are planning to take prior to moving. 

 

Any leave being taken must be approved by the congregation and also loaded in LCA HRS. 

 

A call pack is available which can assist both the pastor and the congregation to ‘finish well’. 

Contact the District Office directly for a copy.  

 

Pastors Preparing For Retirement 
 

When a pastor makes the decision to retire they should inform the District Bishop of this 

decision prior to announcement. 

 

Once the congregation has been informed the pastor will need to let the District Office 

know: 

 

• Date of retirement 

• Final service date 

• Final date being actually paid by the congregation/parish (including any leave they 

are taking) 

• Change of address 

 

Please note that pastors are entitled to be paid out a maximum of six (6) weeks leave at their 

date of retirement and this is paid in normal fortnightly cycles. The six weeks includes annual 

and R&R leave. 

 

The LCA Pension Fund will pay for the Pastor and their family to move to their final home, if this 

has not been previously utilised. Please refer to the LCA website or call the LCA Finance and 

Administration Team for assistance. 
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Relief Services 
 

If your congregation is in a pastoral vacancy or if your pastor is just taking some well-earned 

annual or rest and refreshment leave you may require the assistance of a relief pastor to 

cover services or meetings in your congregation/parish. A list of pastors willing to provide relief 

services during these times is available from the SA-NT District Office. Please email  

administration.sa-nt@lca.org.au to request a current copy. 

 

All reimbursements from the LCA Transfer and Support Fund for relief pastoral services must be 

processed via the LCA HRS system. Please refer to the LCA website at 

www.lca.org.au/services-resources-training/forms/. 

 

 

 

 

mailto:administration.sa-nt@lca.org.au
http://www.lca.org.au/services-resources-training/forms/
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EMERGENCIES IN OUR COMMUNITIES 
 

First Aid 
 

All workplaces (churches) are required to have a first aid 

kit that meets their needs. Churches would be considered 

to be low risk workplaces and would therefore require a 

basic first aid kit, but each church will need to consider 

their first aid requirements and risks. First aid kits should be 

kept in a prominent, accessible location and be able to 

be retrieved promptly.   

 

First Aid kits are required to be inspected annually, with out-of-date items discarded and the 

inventory signed and dated. 

 

Workplaces must ensure that they have someone who is trained in first aid. It is a good idea 

to ask your congregation who is trained in first aid and holds current qualifications and if they 

are they willing to be called upon in an emergency. 

 

For further information visit www.safeworkaustralia.gov.au/doc/model-code-practice-first-aid-

workplace and  https://www.stjohnsa.com.au/store  

 

Defibrillator Machines 
 

It’s true that more and more workplaces are recognising the importance of defibrillators in 

their work building. Imagine a member collapsed on the floor, not breathing, the seconds 

counting down while their brain is starved of oxygen and you standing there watching it all 

unfold and unable to help. The phone call to their next of kin is something none of us ever 

want to be faced with. Simply knowing a defibrillator is onsite at the church complex is a 

comforting thought against the risk of such a disaster. 

 

This is a conversation for your church council – consider adding this as an item on your next 

church council agenda and consider whether the purchase and installation of a defibrillator 

machine in your church complex is a worthwhile idea. 

 

Extreme Weather Policy 
 

During summer, our states can experience lengthy periods of high temperatures. During this 

time it is important to think about the following: 

 

• If a meeting is scheduled for a day of extreme heat, is the meeting absolutely 

necessary? Is there somewhere else it could be held that is cooler? What about 

people having to travel home in hot cars? Can the meeting be postponed? 

• Do you have aged congregation members who struggle in the heat? Think about 

checking on them and ensuring they are safe. 

• Do you have members with young children? Does your youth group have a policy 

about meeting in hot weather? Don’t forget they struggle in the heat just as much.  

http://www.safeworkaustralia.gov.au/doc/model-code-practice-first-aid-workplace
http://www.safeworkaustralia.gov.au/doc/model-code-practice-first-aid-workplace
https://www.stjohnsa.com.au/store
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At the same time, it is not ideal to hold meetings in cold 

and wet weather if not absolutely necessary. If your 

venue does not have appropriate heating consider 

moving your meeting to a different site that is better 

suited. 

 

 

Emergency Contacts For The Vulnerable 
 

If your congregation has members who live alone or 

even attend church alone it is a good idea to have a 

record of their next of kin who can be contacted in the case of an emergency. You will find a 

template for this on the District’s website. 

 

These records should be stored in a safe and secure place in your Church building so that 

member’s privacy is maintained but so that they can be accessed in the event they are 

needed. Please remember to update these records regularly (at least annually) so that 

information remains current. 

 

Fire Safety 
 

There are strict laws about fire safety in commercial buildings (all churches and halls are 

considered commercial buildings).  Here are just a few items that need to be checked 

regularly: 

 

• Smoke Detectors – hard wired and/or battery – do they work? When was the battery 

last changed? 

• Fire Extinguishers and Blankets – these need to be inspected and tagged regularly 

(and do people know how to use them?) 

• Emergency Exits – are they clearly sign posted with clear access? 

• Is there an evacuation plan and drawing?  Has it been tested? (The Sunday School 

children will love to test this for you) 

• Do you have a barbecue and/or gas bottles? Have they been tested recently? 

 

Manses must also be regularly checked for fire safety.  As the ‘landlord’ you (the chairperson) 

have certain responsibilities that must be followed. 

 

• Smoke Detectors – hard wired and/or battery – do they work? When was the battery 

last changed? 

o As the pastor is a tenant in the house, the smoke detectors must be hard-wired 

and checked annually 

• Fire blankets/extinguishers – if they are in the house they must be maintained 

• Heating – does this need to have filters or flus cleaned/checked? Has the gas heater 

been checked for carbon monoxide leaks to prevent poisoning? 

• Barbecues, gas bottles and the hoses on this equipment – are these clean and in good 

condition?  
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• Bushfire safety and prevention – does your pastor and his family know what to do? 

Please remember that many pastors have never lived in a bushfire zone. 

 

Further information can be found at www.mfs.sa.gov.au and www.cfs.sa.gov.au . 

 

Evacuations 
 

Is your congregation located in a high fire risk area? Do you 

have an evacuation plan for your church building/s? Is it clearly 

sign-posted? Does your welcome team know what to do in the 

event of an emergency evacuation? What about your pastor’s 

home – what should he do in an emergency? Do you have 

aged congregation members who might need assistance at a 

time like this? 

 

These are all important questions you should consider and ensure 

that you develop and update your emergency evacuation procedure regularly.  

  

http://www.mfs.sa.gov.au/
http://www.cfs.sa.gov.au/
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WORK, HEALTH AND SAFETY 
 

Work Health and Safety And Risk Management 
 
Government legislation states that all people who ‘work’ in your organisation are ‘workers’ 

regardless of whether they are a paid employee or volunteers.   

 

What does this mean for churches? 

 

It means that we need to take the same level of care with our volunteers as we do with our 

paid employees.  Our volunteers are just as important. There are many laws which stipulate 

the requirements for working safely, particularly when conducting hazardous tasks, but the 

best law we can apply is ‘common sense’.   

 

Think about the ‘Take 5’ approach: 

 

1. Stop, step back and think: 

a. Think about the task that you are going to do. How will you do it? What 

equipment is needed? Who will do it? 

2. Identify any risks: 

a. Is there a risk of falling off a ladder? Is there a risk of electrocution? Is there a risk 

of asbestos being present? 

3. Assess the risks: 

a. How likely is it that someone could fall from a height - high, medium or low? Do 

this for all risks you have identified. 

4. Make changes: 

a. Is it safer to hire a scissor lift? Should someone younger climb the ladder? Is there 

someone to spot for the climber? Should you hire a licensed tradesperson 

instead of doing it yourself? If you cannot control the risks you must not 

proceed. 

5. Proceed with the job safely: 

a. Working with those involved in the task, proceed to do the task while reviewing 

the risks as necessary, particularly if things change. If necessary, go back to step 

1 and start again. Better to be safe than sorry. 

The above questions are especially important when the church has a working bee. 

 

Please visit the LCA Learning Hub and complete the short WHS Training Course which 

provides an excellent overview of workplace health and safety responsibilities. There are also 

a wide of practical resources in the learning hub related to WHS matters – please refer to the 

earlier section in this book for details on how to access this. 

 

It is recommended that, as part of annual checklist of your church buildings, the church 

council members do a walk around and look for items that might be hazardous. Check out 

our WHS calendar here for ideas on how to break down your WHS requirements into easier to 

manage topics. Some common things to look for include: 

 

https://lca.box.com/shared/static/oikn4q27nj9hczz5nt0gfla6sh1dx766.pdf
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• Tripping hazards  

o Worn through carpet 

o Toys not put away  

o Microphone cables and other sound equipment not stored safely 

o Steps not clearly marked 

o Mats that could be tripped over (particularly for older people) 

o Wet floors 

o Cracked outdoor paths or poorly lit areas in your outdoor spaces 

• Falls 

o Children able to climb on balcony railings 

o Unsafe outdoor play equipment 

o Railings in the toilets for the elderly and disabled 

• Unstable flower/candle stands 

• Heavy equipment not securely stored 

• Gas bottles stored correctly 

• Chemicals stored correctly and well ventilated 

• Lighting – does it all work?  Is there an outdoor sensor light so people can come and 

go from their car safely? 

• Is the church office a safe working environment – is the chair right for the person using 

it?  Is the lighting good? 

On the agenda of each church council meeting should be the topic of ‘Work Health and 

Safety’ – this is to keep it top of people’s minds and reminds everyone that it is their 

responsibility to report an issue, no matter how minor.  Do not dismiss this item. 

Have you asked your congregation members if they have any safety issues with the 

buildings?  Often they will see things you won’t, particularly parents. 

 

Don’t forget to do the same for the manse as well as any other buildings owned by your 

congregation. 

 

Safework SA and Safework Australia have lots of information on their websites 

www.safework.sa.gov.au and www.safeworkaustralia.gov.au.   

 

WHS does not only involve the physical health of ‘workers’ it also includes their mental health.  

As organisations we need to be aware of having a zero tolerance to bullying and to be 

implementing the concepts delivered in the Professional Standards workshops. Remember 

the Church Worker Support Employee Assistance Program (EAP) is also available to assist 

employees, volunteers and their families in this area. Please contact the Church Worker 

Support Department for more information.  

 

Risk Assessments 
 

As the Church Council you have a responsibility to evaluate the safety and potential risks for 

activities and events that are undertaken within your church.  Whilst you may not do the risk 

assessment yourselves, it is your responsibility to see that they are done.   

 

For events and activities held at your church, the leaders and coordinators must complete a 

risk assessment which is available on the Safety Management Online (SMO website) at 

http://www.safework.sa.gov.au/
http://www.safeworkaustralia.gov.au/


59 | P a g e  

 

https://www.lca.smo.org.au/. These forms can be adapted for use across all church activities 

and to your specific congregational needs. It is also important to note that these forms must 

be kept indefinitely. For forms stored within SMO this will occur automatically, but hardcopy 

forms will need to be stored somewhere safe but also remain accessible.  

 

If you serve food in your church, ie morning tea after worship or BBQ’s you must observe the 

correct food handling standards. A number of local government websites have information 

about what is required and how to comply, along with a number of factsheets. For example, 

https://www.mitchamcouncil.sa.gov.au/services/health-services/food-safety-information.  

 

There are a number of free templates available on the internet for risk assessments.   

 

What Should We Do If An Incident Occurs At Our Church? 
 

What is an incident? In a congregation, this could be: 

 

• Someone falling over 

• A person burning themselves in the church kitchen 

• Getting cut on broken glass 

• Electric shock or injury 

• Suspicious person loitering on church grounds 

• Snakes around church property 

• Pastor having a car accident while driving to visit members 

• Children falling from play equipment 

An incident report form should be completed as soon as possible 

by anyone who witnessed the event. A separate form should be filled out by each witness. A 

copy of the form can be found at www.lcainsurance.org.au/resources or on Safety 

Management Online www.lca.smo.org.au/auth/login.  

 

The completed forms should be lodged with LCA Insurance, with a copy provided to the 

District Administrator. The LCA has approved an Emergency Response Procedure to be used 

in the event of: 

 

• A death in your community 

• Significant violence 

• Outbreak of disease 

• Natural disaster (eg Bushfire) 

• and many others 

Please make yourself, your congregation’s Safe Church coordinator and others running 

events familiar with this procedure and know what to do in an emergency.  The full 

procedure document can be found here: www.lca.org.au/services-resources-

training/policies/. 

  

https://www.lca.smo.org.au/
https://www.mitchamcouncil.sa.gov.au/services/health-services/food-safety-information
http://www.lcainsurance.org.au/resources
http://www.lca.smo.org.au/auth/login
http://www.lca.org.au/services-resources-training/policies/
http://www.lca.org.au/services-resources-training/policies/
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PROFESSIONAL STANDARDS 
 

The Professional Standards Department (PSD) serves the LCA/NZ by providing education and 

training relating to matters of behaviour within the Church, and by assisting and providing 

advice around matters of inappropriate behaviour within the Church.  

Safe Church Training 

Safe Church Training reminds us of the LCA’s commitment to reflect God's love through the 

way we interact with each other and those who come into contact with our church. For an 

overview of the structure of training and an outline of who needs to participate in training 

please visit www.lca.org.au/safe-church-training. 

Training is focussed on leadership, ensuring our leaders are aware of the expectations, 

standards, policies and procedures that relate to keeping people safe. The LCA history of 

Safe Place, ChildSafe and Professional Standards training has placed our church in a good 

place to progress towards implementing the National Principles for Child Safe Organisations in 

our congregations via the draft LCA Child Safety Standards (CSS). These principles and 

standards define particular responsibilities for church governance and are already integrated 

into Safe Church Training. 

While a high level of focus remains on keeping children and others in vulnerable 

circumstances safe, it is important to note that a culture of safety and care must be role-

modelled by all leadership for all members. It doesn’t only to apply those working directly with 

children in congregations.   

Workshop or online? 

All Safe Church training is valid for 3 years and is to 

be refreshed after this time.  

Whether you are required to participate in initial or refresher training, all Safe Church Training 

is now available via both face-to-face workshops and self-paced online training. Workshops 

provide a forum for sharing information, ideas and concerns. Online training provides for 

those prefer this method of learning and for those who cannot make it to a workshop in a 

timely manner. Registration is required for all training – space may be limited. Please refer to 

the LCA Safe Church Training webpage link above.  

If your congregation has never hosted a workshop or has at least 10 people who need to 

update their training, please consider hosting a workshop. Level 1 full and refresher, and Level 

2 training are all available. For more details, please phone the District Office.  

 

 

http://www.lca.org.au/safe-church-training
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Working With Children Checks 
 
Working with Children Checks (WWCCs) through the 

Department of Human Services (DHS) are now the 

approved clearance type in South Australia.  

 

It is important to note that Child related employment 

clearances, issued by the Department of Communities 

and Social Inclusion (DCSI) are still valid until the expiry 

date listed on the clearance. However, National Police 

Checks obtained through SAPOL or other checking sites 

can no longer be used, unless the individual works or 

volunteers with finances in the congregation. In these 

cases, LCA policy recommends that individuals handling money or finances maintain a 

SAPOL clearance. They are not required to maintain a WWCC, unless they also hold the 

position of Treasurer or Assistant Treasurer.  

 

In the Northern Territory, an Ochre Card remains the clearance type required to work or 

volunteer with children throughout the territory.  

 

WWCCs are not just for those who work or volunteer with children in congregations. LCA 

policy and SA legislation indicates that anyone in a position of leadership, anyone in a 

decision-making role or a position of trust (for example anyone who does home visits) must 

hold a current WWCC.  

 

Please note:  

• It is an offense not to hold a check of any kind. Fines will apply.  

• It is illegal to employ staff or engage volunteers without them having a clearance 

(they must have a valid clearance prior to starting work).  

In the event that an individual has an existing WWCC or obtains their WWCC through another 

organisation, the congregation must advise the LCA SA-NT District Office and provide the 

following details:  

o First name  

o Middle name (if applicable)  

o Surname  

o Date of Birth  

o Reference Number and Unique ID (as listed on clearance)  

o WWCC Date of Issue 

The congregation is also obligated to notify the SA-NT District if: 

• an individual with a WWCC ceases to volunteer for a position which requires a WWCC  

• a congregation learns or is informed about any allegations made against an individual 

with a WWCC.  

Fines and legal action from South Australian Police and the South Australian Government 

may apply for non-compliance with the above.  
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If you have any questions, please contact the SA-NT District Office on 08 8267 5211 or via 

psd.sa-nt@lca.org.au.  

 

How Do I Obtain A Working With Children Check? 
 

If you are a volunteer in the church you are able to obtain a WWCC free of charge. 

Employees of the church are also able to obtain a WWCC but must either cover the cost 

themselves or request their employer to cover the application cost. To start the application 

process please visit www.sant.lca.org.au/departments/psd/.  

 

For those who are involved in financial matters and 

require a SAPOL clearance (see previous section), 

please visit the SAPOL website to download an 

application form.  

 

To obtain a SAPOL clearance at no cost, please ask 

your congregation’s VOAN Officer to fill out the 

required section prior to submitting the completed form 

to SAPOL.  

 

Safe Church Coordinators 
 

Each congregation is required to appoint a Safe Church Coordinator to oversee this area of 

congregation life.  If the congregation is not able to fill this role, responsibility falls to the 

chairperson and Church Council.  

Church Council are ultimately responsible for building a culture of safety and care for all 

people, programs and places in their congregation. The draft LCA Child Safety Standards 

(CSS) include the definition of some Church Council responsibilities that are distinctly separate 

from those of a coordinator. This may include assessing matters relating to child safety and 

the subsequent development of a child safety plan.  

Further information about the Child Safety Standards can be obtained from the LCA 

Churchwide Office.    

The congregation position of Safe Church Coordinator (previously ChildSafe or SP3) is 

appointed by and reports to Church Council. It is strongly recommended that both a primary 

and an alternate coordinator be appointed for each congregation. Some congregations 

have chosen to include coordinator responsibilities into (paid) positions such as the office 

administrator. 

 

 

 

 

 

http://www.sant.lca.org.au/departments/psd/
https://www.police.sa.gov.au/services-and-events/apply-for-a-police-record-check
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Church Councils must ensure that Safe Church Coordinators are supported in fulfilling these 

responsibilities: 

• Maintaining training and screening records  

• Appointing appropriately screened and trained leaders  

• Mentoring leaders in safety management  

• Assessing and approving safety plans for events  

• Monitoring safety during events  

• Ensuring appropriate emergency responses are planned and the LCA Emergency 

Response Procedure is activated, if needed  

• Assisting with feedback and review of activities 
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VOLUNTEERING IN THE LCA 
 

There are many opportunities for members of the church to volunteer in the LCA in many 

capacities. God has given us all gifts and talents to share with others. Our churches would not 

exist without the efforts of our valuable volunteers. Volunteers come in all shapes and sizes, 

young and old, long term and short term. 

 

If you have thought about giving your time, talents and knowledge to serve the church in a 

voluntary capacity there are many ways you can do this. The SA-NT District calls for 

nominations to District Committees and Councils in the lead-up to Convention of Synod every 

two years. Please prayerfully consider the positions available and either nominate yourself or 

someone who you think would be a valuable asset to one 

of these teams or approach those who you may believe 

have particular gifts or talents that would suit a committee 

or group. This can be a great opportunity to learn more 

about how our church works. 

 

The LCA also calls for nominations to serve in a voluntary 

capacity prior to the General Convention of Synod, held 

every three years. Keep an eye out for the positions they 

seek assistance with and, again, please prayerfully 

consider nominating for these. From time-to-time voluntary positions are also advertised in the 

LCA eNews so please watch out for these. 

 

Do you have younger members in your congregation who have particular gifts that could be 

utilised on your Church Council or another church committee? Remember to encourage 

your younger members to be involved in church life in this way. Their thoughts and opinions 

are just as important, but it is also important to foster and encourage this involvement to 

ensure your councils and committees represent your church well. This can be a great 

mentoring opportunity for members of your congregation – plus it will complement the 

contents of their resume!  

 

Young people also have a lot to offer. They often appreciate being asked to volunteer as 

well as being listened to. You never know what you might learn about the gifts and skills God 

has given them. Let’s ensure we give our younger generation the opportunity to use them in 

our congregations. 

 

The various departments of the District and Churchwide Offices all run events which need 

volunteers, so if you are interested in a short term project please contact either the District 

Office or Churchwide office.  These can include our Conventions of Synod, camps, dinners 

and other fundraising activities, car park attending for the football and so much more. 

 

Does your congregation have difficulty recruiting volunteers?  Many people are reluctant to 

put their hand up, but when asked if they will assist with something they are more willing to 

help.   

 

It is also important to remember that if you take on a role, it doesn’t have to be for life. 

Volunteers should state their expected term of service in a role at the outset. By saying ‘I will 

do this for 3 years’ when they begin, this helps congregations to acknowledge the availability 
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of their volunteers and ensures roles are shared throughout the years rather than being the 

sole responsibility of a single individual.  

 

Your congregation has many volunteers - please do remember to thank them for what they 

do.  Most volunteers just go about their ‘jobs’ silently and we often forget to thank them. 
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SUPPORTING DISTRICT MINISTRIES 
 

District Contributions 
 

The work of the District Office is funded largely by the contributions it receives from 

congregations.   

 

A letter and questionnaire is sent to congregations toward the end of each year requesting 

confirmation of their planned contribution for the following year. It is helpful for the District to 

receive your contribution in regular amounts if this is convenient for your congregation. 

 

Contributions can be processed via automatic bank transfer or BPay. For BPay or EFT details 

please phone or email the District Office. Please ensure that you provide us with an 

appropriate reference on your transfer – eg Unley St Johns Dist Cont, as there are many  

‘St John’s’ congregations in our District! 

 

The District also welcomes your one-off or regular donations to support general or particular 

ministries. If you would like to donate and nominate where the funds are to be directed 

please contact the District Office for assistance. 

 

REGULAR ELECTRONIC GIVING  

 

Do you want to be more organised with your church offering? Do 

you feel bad if you are away on holidays and not able to give your 

weekly offering? 

 

REG could be your answer. 

• REG is a convenient, safe and confidential way of giving a 

regular offering to your congregation. 

• Your REG offering can come from your bank, credit union or LLL 

account. 

• You can set up REG to coincide with your regular income (eg 

salary, pension, dividends) or budget: weekly, fortnightly, monthly, quarterly or even  

half-yearly. 

• REG keeps things confidential. Your congregation doesn't receive any information 

regarding your identity or the amount of your offering. 

How REG benefits your congregation 

• Provides a regular income or cash flow, making budgeting easier 

• Can increase giving through the convenience of direct debits 

• Safer because there is less cash to handle and bank each week 
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How REG benefits you 

• No need to remember to bring cash to church 

• If you are away from church, your offering is still made 

• You can apply 'first fruits' principles 

You can also use REG to support your favourite Churchwide or  

District mission or ministry project. 

With REG you are not encouraged to give more, but more regularly. Further information can 

be found at www.lll.org.au or www.lca.org.au/reg. 

 

BEQUESTS 
Why Leave A Bequest To LCA SA-NT? 
 

By leaving a bequest to the Lutheran Church of Australia, SA-NT District, you will be supporting 

the work of the District to continue the ministry of Jesus Christ. Your bequest can provide vital 

funding to a variety of ministries and causes and help make Christ known to all people 

throughout our District. 

 

Recent bequests have supported Aboriginal Ministry (AbMinSA), Lutheran Care, Lutheran 

Disability Services, Deaf Ministry (through the Albert Geisler fund), mission projects, Aged Care 

Ministry, Lutheran Education and individual congregations. Bequests have also been left to 

the District direct, to be used at the discretion of District Church Council. These allow the 

District to various ministries flexibly and as needed.  

 

We understand that leaving a bequest is a sensitive matter. Please be assured of our deepest 

gratitude and know that you can trust us to use your bequest to make a meaningful,  

cost-effective impact within our District.  

 

How Do I Make A Bequest? 
 

There are several ways to make a bequest to the Lutheran Church of Australia, SA-NT District. 

General bequests enable us to direct your funding to areas within the church where it is 

needed the most. We have no way to predict what our ministry needs will be in ten, twenty, 

or fifty years’ time. General bequests give us the flexibility to support the needs of our District 

in the future.  

 

Specific bequests allow you to donate to an area of ministry which has had a significant 

impact upon your life and secure the future of the causes which are close to your heart. 

Were you a member of a deaf ministry service and want to ensure this ministry is funded for 

future generations? Perhaps you want to give back to the congregation that supported you 

through times of personal struggle. Maybe you have a heart for mission, or you are greatly 

excited by the youth and young adults’ ministry rising up through the Church. If you feel God 

has blessed you with a passion for a certain cause, reflect this in your will through a specific 

bequest.  

 

http://www.lll.org.au/
http://www.lca.org.au/reg
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To make a general bequest to the Lutheran Church of Australia, South Australia-Northern 

Territory District, the following wording in your will is suggested: 

 

I hereby give the Lutheran Church of Australia, South Australia and Northern Territory 

District Inc. of 137 Archer Street, North Adelaide, SA ___________* (insert details of your gift 

here) and I direct that the receipt of the Administrator or other proper officer of the 

Lutheran Church of Australia, South Australia and Northern Territory District Inc. shall be full 

and sufficient discharge to my trustees. 

 

(*If your legacy is to benefit any particular fund, institution or ministry through a specific 

bequest, insert the appropriate name at this point as follows: ‘for the benefit of …’) 

 

We recommend that you obtain legal advice when preparing your will.  

 

If you decide to leave a bequest to the District, we appreciate knowing of your intentions so 

that we can thank you in person, but this notification is not obligatory. Please contact the 

District Office if you have any questions. 

 

DISCLAIMER: 

LCA SA-NT strongly advises that you seek financial advice from a licensed individual before 

creating or updating your will to ensure that your individual circumstances are met, and the 

law (applicable at the time) is fulfilled. This information does not constitute legal advice and 

cannot be relied upon as legal advice of any nature whatsoever. 

 

Please discuss your will/bequest with your family so that they are made aware of your 

intentions.  
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GRANTS 
 

District Grants 
 

The District currently has three different grants that congregations/parishes can apply for: 

 

LLL Mission Resources Grant – up to $5,000 per grant. 

 

LLL Mission Outreach Grant – up to $25,000 per grant. One only given per year (usually in the 

lead up to District Convention of Synod) 

 

Music Ministry Fund Grants – up to $500 per grant.  

 

Details and application forms for all of these grants can be found at 

www.sant.lca.org.au/departments/mission/mission-grants/. If you would like more information 

or have questions please email administration.sa-nt@lca.org.au.  

 
 

 

 

 

 

 

 

 

 

 

LCA Grants 
 

The LCA offers several grants for individuals or congregations each year. Details are 

advertised via the LCA E-News and on the LCA website. Search for ‘grants’ in the search bar 

to find details. 

 

Grants From Other Sources 
 

There are a number of organisations that offer grants that community groups can apply for.  

Some are more complex than others, but a lot of grant providers do run information sessions 

and it is worthwhile attending these prior to lodging an application.  Have a conversation 

with the grant provider to see what they are really looking for.  Some have a focus on 

volunteers, community activities, indigenous people, communities or refugees whilst others 

could assist with building projects. 

 

There are a number of grant providers or organisations that provide training on how to write 

grant applications.  Google these for further information. 

 

http://www.sant.lca.org.au/departments/mission/mission-grants/
mailto:administration.sa-nt@lca.org.au
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The Census data will provide you with statistics about your community that can be useful 

when writing applications.  www.abs.gov.au/census  

 

Suggested sources of grants: 

 

• Local government – eg Council website 

• State government - https://www.grantassist.sa.gov.au/community    

o Volunteers 

o Equipment 

o Ageing 

o Heritage 

• Federal government - https://www.dss.gov.au/grants/information-for-grant-recipients  

• http://community.grantready.com.au/  

• https://www.ourcommunity.com.au/  

• www.fundingcentre.com.au  

• http://www.philanthropy.org.au/seek-funding/how-to-seek-funding/   

 

  

http://www.abs.gov.au/census
https://www.grantassist.sa.gov.au/community
https://www.dss.gov.au/grants/information-for-grant-recipients
http://community.grantready.com.au/
https://www.ourcommunity.com.au/
http://www.fundingcentre.com.au/
http://www.philanthropy.org.au/seek-funding/how-to-seek-funding/


75 | P a g e  

 

COMMUNICATIONS 
District Communications 
 

The District has several ways we communicate with our members and congregations: 

 

• Online Together – This is an online eNews which is published monthly. It is usually sent 

out on the second Wednesday of each month (except January). Currently we have 

over 600 regular subscribers to this communication channel. 

 

eNews is a good way to advise subscribers of last minute 

events, see the latest call information, take note of monthly 

prayer points, see LCA job adverts and, of course, it features 

stories from around the District. We try to include stories that 

are not in the Together magazine.   

 

It is in this forum that a picture tells a thousand words, 

because if the picture attracts people to the story they will 

click and read further.  Please send us your photos and 

stories for inclusion.  

 

Online Together also accepts advertising from 

congregations and outside sources.  Adverts start from 

$32.00 per issue. This can be a very effective way of reaching 

a wide audience and advertising your church events. 

 

To subscribe to Online Together please visit www.lca.org.au/departments/ministry-

support/communications/enews/  

 

• Together magazine – Congregations are welcome to receive copies of this magazine 

at no cost. If your congregation is not currently receiving copies of this magazine or 

would like to change the amount received, please advise the District Office.  

 

Together is published quarterly in March, June, September and 

December. Stories can be submitted in writing or via email, with the 

closing date for the next edition listed on page 2 of the previous issue 

of the magazine. We welcome your contributions telling us about 

projects, events and exciting occasions that are coming up or that 

may have occurred in your church community. Don’t forget to send 

us some good quality photos too- people always like to look at a 

picture.    

 

Together magazine accepts advertising from congregations and 

outside sources and our Communications Officer can assist you with 

designing the advert, if required.  The prices are very reasonable and 

are available on our website, or from the District Office. You can view 

details at www.sant.lca.org.au/news/together-magazine/. 

 

http://www.lca.org.au/departments/ministry-support/communications/enews/
http://www.lca.org.au/departments/ministry-support/communications/enews/
http://www.sant.lca.org.au/news/together-magazine/
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Please let us know if you would like additional copies of the Together magazine that 

you could use when visiting, or perhaps you have a waiting room in your community 

that would benefit from a few copies. 

 

• District Facebook page – this is a non-confrontational way of 

communicating with the general public about the life of the 

Lutheran Church in our District.   

 

Through this, we as a District are able to share upcoming 

events and District news, post reminders about our walk with 

Christ and easily engage with the public regardless of the 

time of day or distance in between.  

 

Many organisations now have a Facebook page. If you don’t, 

you may be missing out on ways to reach out to your 

community. The District’s Facebook page following is 

continually growing and making contact with non-church people, because people 

are sharing our posts.  We post on a variety of topics to interest a wide range of 

people. 

 

Visit and ‘Like’ our Facebook page at www.facebook.com/lutheranchurchsant/   

 

• Website – The District’s website is user friendly and engaging. It is regularly updated 

with information and resources for both congregations and the general public who are 

looking to learn about our church. Visit www.sant.lca.org.au 

 

To submit a story or advertise your congregation’s upcoming event in one of our publications 

please contact our Together Editor, Jessica Smith, at jessica.smith@lca.org.au or phone  

(08) 8267 5211. 

 

Promotional Materials 
 

The District has designed and purchased some promotional items that are available for use 

by congregations.  We have printed tablecloths to fit a 1.8m table, a gazebo for outdoor use, 

pull-up banners, A-Frame sandwich boards and ‘Welcome’ banners. We also have signs that 

can be attached to fences to advertise that you are hosting an event of the LCA SA-NT 

District. These are ideal for use at community events where you are interacting with members 

of the community and letting them know there is a Lutheran church in their area.  

 

Please contact the District Office to book these items and arrange collection and return 

times. More information is available on our website at 

https://www.sant.lca.org.au/departments/communications/ 

 

Advertising Your Special Services and Events 
 

The District Office welcomes opportunities to advertise special services and events that may 

be happening in your congregation. Often the District team will also receive questions about 

Easter and Christmas services from the public or travelers and it can be very helpful to have 

http://www.facebook.com/lutheranchurchsant/
http://www.sant.lca.org.au/
mailto:bethany.slaughter@lca.org.au
https://www.sant.lca.org.au/departments/communications/
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this information on-hand. We ask congregations to provide us with details of their planned 

Christmas and Easter services, including the date, time and venue. We can then include 

these on the District website and in our communications.  

 

Likewise, if you are celebrating an anniversary or other important event in your congregation 

or parish please let us know details so that we can acknowledge and advertise this for other 

people who may be interested in attending. And don’t forget to send us those all-important 

photos after the event! 

 

LCA COMMUNICATIONS 
LCA eNews 
 

This is our fastest-growing media across the LCA/NZ. Through our overarching LCA eNews and 

the 20-plus district and agency eNews, you’ll keep up to date with what’s going on in your 

church, including events, services and ministries. As well as informing you, eNews will inspire 

and encourage you. It’s easy to sign up; visit the eNews page.  

 

The Lutheran 
 

Now available also in digital ($30/year) The Lutheran tells the stories of our people with 

profound honesty and frankness – no glossing over the tough issues – and it has become 

known for its unique way of communicating how the grace of God touches the lives of 

ordinary people, in good times and in bad. Visit The Lutheran website for some sneak 

previews of the next edition or to subscribe to either the print or digital versions. Gift 

subscriptions are available too. 

 

Congregation Websites 
 

When someone does an internet search for your congregation’s 

website, what will they find – a nice, neat, concise, up-to-date site 

that tells them all about your congregation and how they can find 

you? Or will they find an outdated site that is tailored only to your 

members and doesn’t invite people to join you. Will they even find 

a website?  

 

LCA Communications builds and manages a fleet of district and 

agency websites, including the ‘mothership’ www.lca.org.au, but you might not know that 

they can build websites for congregations. LCA Communications offer affordable websites 

with the features congregations are most likely to use, and can build them stage by stage, 

even page by page, to suit your budget.  

 

To find out how LCA Communications can assist you please contact us on (08) 8267 7300 or 

lca.comms@lca.org.au.  

 

  

http://www.lca.org.au/enews
http://www.thelutheran.com.au/
mailto:lca.comms@lca.org.au
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Social Media 
 

The LCA has an official Facebook page and we’re also helping congregations navigate the 

world of social media. The LCA has a Social Media Policy (www.lca.org.au/policies) which 

can assist congregations to navigate this evolving space. If you need help setting up a 

Facebook page for your congregation please contact the District Office. 

 

LCA Style Guide 
 

The LCA logo (www.lca.org.au/logo) is like our family crest. It tells the 

world who we are and whose we are, and it unites us all under one 

banner. We have developed logos and stationery templates for 

congregations, as well as approved layouts for signage and bulletins.  

 

To view the congregation style guide please visit 

www.lca.org.au/stationery-signage-printing.  

 

Congregation Logos and Stationery 
 

LCA Communications is happy to design your congregation logos and stationery according 

to the LCA Style Guide. We charge a very modest fee for this service. In addition, we can also 

design your pew bulletins, PowerPoint slides, newsletters and other materials. Contact us to 

have a chat about your needs lca.comms@lca.org.au 

 

Copyright 
 

You have a legal and moral responsibility to ensure you are using copyright-protected works 

with permission and are aware of what works over which your congregation, agency or 

members could hold copyright. LCA congregations and agencies do not receive any special 

provisions under the Australian Copyright Act 1968, and breaches can cost thousands of 

dollars. LCA Communications has collated the copyright information you are most likely to 

need in your congregations and agencies. It is regularly revised and updated. Please visit 

www.lca.org.au/copyright/.  

 

The reporting of music usage is essential (it is required by law) and should be done regularly.  

Most congregations/parishes will have a CCLI license.  If you are unsure if your license is still 

current, or if it no longer suits your congregation’s needs, please contact the LCA 

Churchwide Office on (08) 8267 7300 or email admin@lca.org.au. 

 

Similarly, any pictures obtained from the internet to be used during services, in 

communications or anywhere else in your congregation MUST have their source 

acknowledged. If you do not do this you are breaching copyright laws. 

 

  

http://www.lca.org.au/policies
http://www.lca.org.au/logo
http://www.lca.org.au/stationery-signage-printing
mailto:lca.comms@lca.org.au
http://www.lca.org.au/copyright/
mailto:admin@lca.org.au
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Big Studio Movie License 
 

The Big Studio Movie License ensures legal coverage for: 

 

• Movies for kid’s church 

• Movies for youth and youth adults 

• Movie clips for sermons 

• Movie clips in church news 

• Movie nights across all ministries 

• Movies for crèche 

For more information please visit their website at www.church.bsml.com.au/. 

 

Public Responses to Incidents (Media & Community) 
 

Early February 2021 the General Church Board approved a policy outlining the approach 

congregations and other LCA agencies should take when incidents occur that might require 

a response to media or the general community. Please make yourself aware of this policy, 

which you can find at www.lca.org.au/policies.    

Your District Administrator is your first point of call should an incident of this nature occur. LCA 

Communications staff will also provide guidance and support. The general rule of thumb is: 

don’t comment to the media or community until you have spoken with your District 

Administrator or LCA Communications staff. 

 

  

http://www.church.bsml.com.au/
http://www.lca.org.au/policies
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CAMPING MINISTRY 
 

The Children, Family, Youth and Young Adult Department of the SA-NT District (also known as 

Blueprint Ministries) have a wonderful team of dedicated staff and volunteers who organise 

camps and events for our youth and young adults throughout the year. Details of these are 

advertised on the District website, the Blueprint website, through Facebook and in our District 

e-News. 

 

These camps are a great way to encourage young people in your community to grow in their 

faith and understanding of the Gospel, and build connections with other Christians through a 

fun and engaging program of worship, Bible study and fellowship activities.  

 

Details about upcoming camps can be found at www.blueprintministries.org.au.  

 

We would encourage your congregation to consider 

sponsoring your younger members to attend one of 

these camps, either by paying part or all their 

attendance cost or assisting at the actual camp. If you 

would like to speak to one of the Blueprint Team about 

how to support these camps, please phone the District 

Office.  

 

Don’t forget to speak with young people from your 

congregation who have attended camp after they 

return and ask them about their experiences. Continue 

to pray for them that they will develop their relationship 

with God.  

 

Blueprint Ministries is also encouraging young adults who have recently moved from their 

homes in rural or interstate areas to gather regularly in Adelaide for times of fellowship and 

connection. These catch-ups are held once a term and details are advertised on the 

Blueprint Ministries Facebook page. Please share these among the young people in your 

congregation and encourage them to attend so that they can connect with fellow 

Lutherans. 

CHILDREN AND YOUTH INVOLVEMENT IN SERVICES 
 

Getting young people involved in weekly services can be a 

wonderful way to utilise their individual gifts and talents to serve 

God.  We encourage you to speak with your younger members 

about their thoughts, ideas, and skills, and how they can be 

involved in worship. Some suggestions might be reading the Bible 

during worship, leading prayers, assisting with the offering 

collection, operating sound and data equipment and using their 

musical talents.   

  

 

http://www.blueprintministries.org.au/
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Those that attend District youth camps bring back some wonderful ideas and resources that 

could be included in your worship services. Don’t forget to have a conversation with these 

people after they return from camp so that you can foster their relationship with God and 

include them in worship life. 

 

And don’t forget about the Mainly Music and Sunday School children.  Congregation 

members love to see them involved in worship.  We all have fond memories of the songs we 

sang as children whilst sitting up the front of the church.   

MENTORING YOUTH FOR COUNCIL POSITIONS 
 

With the ageing membership of our church, boards and committees it is important that we 

think about succession planning with regard to our church councils. Having younger 

members on your church council engages this age group in your congregation life and can 

often bring a different perspective to conversations and decisions. They have often have 

knowledge of modern practices, different skills, experiences and expectations that may bring 

a new perspective to conversations – we should encourage them to teach us as we guide 

and mentor them. 

 

Your congregation/parish could consider offering a mentorship to one of your younger 

congregation members so that they can obtain board qualifications and hands-on 

experience being on a church council or committee. If you would like to discuss this 

opportunity further please contact the District Office. 
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ACRONYMS COMMONLY USED IN THE LCANZ 
 

LCANZ  Lutheran Church of Australia and New Zealand 

The Lutheran Church in Australia and New Zealand, which includes all 

congregations, parishes and Lutheran Church entities. www.lca.org.au  

ALC Australian Lutheran College 

Provides theological training for pastoral ministry students and for others wishing to 

undertake theological studies. www.alc.edu.au  

GCB General Church Board 

The highest governing body of the LCA.  

CoB College of Bishops 

Consists of Bishop of the Church and all District Bishops. Is responsible for the 

assignment of pastoral ministry graduates. 

CTICR Commission on Theology and Inter-Church Relations 

This Commission studies theological matters and, if necessary, prepares advice for 

the church, which may be in the form of a statement adopted by General Synod.  

DSTO Doctrinal Statements and Theological Opinions 

Collection of doctrinal statements of the Church. Available on the LCA website for 

downloading (in pdf format). 

CWS Church Worker Support Department 

A department of the LCANZ which assists employees and volunteers of the church 

to start well, stay well and finish well in their various roles. 

www.lca.org.au/departments/ministry-support/church-worker-support  

LEA Lutheran Education Australia 

The National governing body of Lutheran Schools in Australia. Works in close 

association with District Directors for Lutheran schools in Queensland (LEQ), 

Victoria/New South Wales/Tasmania (LEVNT) and South Australia/Northern 

Territory/Western Australia (LESNW). www.lutheran.edu.au  

ALWS Australian Lutheran World Service 

This is the LCA’s aid organisation which is involved in aid programs in Australia and 

overseas. ALWS is an agency of the LCA. www.alws.org.au  

LM Lutheran Media 

Lutheran Media produces radio, TV, internet and print to reach out and engage 

with people in the community. www.lutheranmedia.org.au  

FRM Finke River Mission  

The LCA’s major mission to Aboriginal people in Central Australia. 

www.finkerivermission.lca.org.au  

CSBQ  Commission on Social and Bioethical Questions 

Deals with social issues and bioethical questions. Lutherans for Life is a special 

interest group of the CSBQ. 

SCoC Standing Committee on Constitutions 

This Committee works on constitutional matters for the LCA.  

PSD Professional Standards Department 

The Professional Standards Department oversees training and education of all 

Lutherans in how to demonstrate and declare God’s love to one another by how 

we conduct ourselves. They have a Professional Standards Officer (PSO) in each 

District.   

  

http://www.lca.org.au/
http://www.alc.edu.au/
http://www.lca.org.au/departments/ministry-support/church-worker-support/
http://www.lutheran.edu.au/
http://www.alws.org.au/
http://www.lutheranmedia.org.au/
http://www.finkerivermission.lca.org.au/
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CoW Commission on Worship 

Deals with matters concerning worship within the LCA. 

www.lca.org.au/worship/wpp  

HRS Human Resource System 

The payroll department of the LCANZ. Can assist with leave, fringe benefits, and 

more.  hrs@lca.org.au  

REG Regular Electronic Giving 

An electronic method of providing your regular offering to your congregation.  

www.lca.org.au/departments/ministry-support/finance-administration/reg  

LWF Lutheran World Federation 

The largest association of Lutheran Churches around the world, based in Geneva, 

Switzerland. The LCA is currently an associate member.  www.lutheranworld.org  

LLL Lutheran Laypeople’s League 

The financial ‘section’ of the Lutheran Church. The LLL is Approved Deposit-taking 

Institution (ADI) and is an agency of the LCA. www.lll.org.au  

LTM Lutheran Tract Mission 

Based at the LLL office, Lutheran Tract Mission produces Lutheran leaflets, cards, 

bookmarks and postcards which can be used to share the good news of Christ to 

others. www.ltm.org.au  

DCC District Church Council 

Each District has a Church Council which transacts the business of its District 

between District Synods. Also known in some Districts as District Church Board 

(DCB) 

CFYYAM Children, Family, Youth & Young Adult Ministry 

Also known as Blueprint Ministries, this is the department of the District that oversees 

and organises our District camps and events for the youth and young adults of our 

District. www.blueprintministries.org.au  

AbMinSA Aboriginal Ministry South Australia 

A board of the SA-NT District which serves and supports Aboriginal people in the 

SA-NT District. 

LESNW Lutheran Education SA/NT/WA 

Lutheran Education SA, NT & WA supports learning communities in the three states. 

www.lesnw.edu.au  

LC Lutheran Care 

Lutheran Care provides support to those most vulnerable in our communities. They 

operate in SA & NT. Services include homelessness, foster care, support, op shops 

and more. www.lccare.org.au  

LDS Lutheran Disability Services 

LDS provide supported independent living, specialised disability accommodation 

and community participation to clients in South Australia. They are an NDIS 

provider. www.ldssa.org.au  

LWA Lutheran Women of Australia 

 Not a board of the LCA, but the official association for women of the church.. 

Lutheran Men 

 The official association for men of the church. 

LHI Lutheran Homes Incorporated 

Lutheran aged care villages based at Glynde and Hope Valley. They provide 

residential housing and care services as well as community support facilities. 

www.lhi.org.au  

http://www.lca.org.au/worship/wpp
mailto:hrs@lca.org.au
http://www.lca.org.au/departments/ministry-support/finance-administration/reg
http://www.lutheranworld.org/
http://www.lll.org.au/
http://www.ltm.org.au/
http://www.blueprintministries.org.au/
http://www.lesnw.edu.au/
http://www.lccare.org.au/
http://www.ldssa.org.au/
http://www.lhi.org.au/
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This edition of the Church CHAT book was updated in September 2021 

 


