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Property Team 

Terms of Reference 

A. PURPOSE             

The Property Team (PT) exists to oversee the maintenance, repair, security, and upkeep of the grounds, building(s), 
and permanent fixtures of Southwood United Church (SWUC). This includes: 

• Cataloging church property, fixtures, and systems; 

• Investigating issues of disrepair, damage, and/or upkeep of the church’s property; 

• Responding in a timely manner to maintenance, repair, security, or emergency needs; and 

• Planning for the future by analyzing needs and/or possible improvements to existing property and making 
recommendations to the Church Council and Board of Trustees. 

The PT is a permanent committee of SWUC, set up under the provisions in The Manual (2022), §B.7.8.5(b). It exists 
on an ongoing basis without any time limit, until such a time as the Church Council or congregation suspends it. 

B. MEMBERSHIP            

Structure & Roles 

The PT has the following members: 

• A minimum of four (4) and up to eight (8) lay members or adherents of SWUC, appointed by the Council for 
three (3) year terms; 

• The Church Administrator (as Secretary); and 

• All Ministry Personnel called or appointed to the congregation (ex officio, see The Manual (2022), §B.7.8.4). 

The Church Custodian (or equivalent) provides staff support to the PT, through the Church Administrator. 

Full membership in The United Church of Canada or at SWUC is not required for PT members—regular attendees 
and adherents are joyfully welcomed as part of this team. However, the Church Council will appoint at least one (1) 
full member to the PT as Chair (this person also serves as a corresponding member of the Council). 

Qualifications 

Members of the PT should collectively possess the following traits and skills:  

• An interest in seeing the building and grounds properly maintained in service of SWUC’s mission and ministry; 

• Knowledge of the techniques and materials required for general maintenance and repair of the building; 

• Knowledge of the HVAC, plumbing, and/or electrical systems; 

• Understand insurance-related requirements; 

• Ability to envision future growth needs and initiate planning for such. 

Those with skills/expertise/background in the following areas are considered excellent candidates to serve on the 
PT: construction, contracting, HVAC, interior design, architecture, grounds-keeping/landscaping, excavation, 
plumbing, roofing, flood restoration, concrete, locksmithing, electrical, property management, and/or real estate. 
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C. RESPONSIBILITIES            

The following list of responsibilities is to be considered preliminary and may evolve/change over time. These 
Terms of Reference should be reviewed and revised annually by the Council, based on the feedback and experiences 
of team members, as well on changing staff, ministry group, and rental group needs. 

The PT is responsible for: 

Cataloging 

• Creating and maintaining an inventory of all permanent fixtures, equipment, and systems (excepting office, 
liturgical, and A/V equipment). As items are replaced, updating the inventory list; 

• Creating and maintaining a comprehensive list of needed repairs and assigning or recruiting the appropriate 
personnel. As repairs are conducted, updating the list to reflect changes; 

• Developing and drafting suggested maintenance, cleaning, or repair policies/procedures for the Church 
Administrator and Church Custodian; 

• Annually (May/June) inspecting and reviewing all church properties (or more frequently as necessary); 

• Annually (July/August) inventorying all fixtures and equipment, identifying any missing equipment; 

• In collaboration with the church office, creating and maintaining a running list of volunteers and their areas of 
expertise/skillsets who may be called upon to help with property-related projects and repairs; 

 
Investigating 

• Monthly conducting “building checks” to identify minor issues such as, e.g., burnt-out lights, faulty fixtures, 
clogged drains, leaks, broken locks, dead batteries, water tank issues, etc.; 

• Quarterly conducting “grounds checks” to identify minor issues such as, e.g., broken fencing, graffiti, broken 
windows/doors/exterior walls, overgrown trees, garden/lawn issues, parking lot damage, etc.; 

• Quarterly (or more frequently as necessary) conducting “roof checks” to identify areas of flooding, HVAC or 
roofing disrepair, clogged drainage pipes, etc.; 

 
Responding 

• Identifying short-term needs and executing repairs or changes in the following areas:  
o Electrical systems and interior lighting; 
o Plumbing systems and fixtures; 
o HVAC systems and control panels; 
o Flooring, locks & doors, walls & ceilings, and windows; 
o The security system; 
o Exterior lighting and the Elbow Dr. sign; 
o Exterior drainage system; 
o Lawns, gardens, and the parking lot; 
o The sloped and flat sections of the roof; 

•  Responding to building emergencies that may be reported through the Building Emergency Phone; 
 

Planning 

• Evaluating long-term needs and planning for changes in same areas mentioned above (under “Responding”); 
• Proposing a yearly budget that represents the needs of maintaining all property and equipment. Specific line 

items will be developed and provided in collaboration with the church office and the Treasurer;  

• Developing, preparing, and providing budget recommendations for major repairs (beyond the scope of a 
single budget year), including but not limited to: roof, renovations, additions, HVAC, etc.; and 

• Maintaining a “wish list” of future ideas regarding the property, building, and environmental sustainability. 



SWUC Property Team Terms of Reference - Page 3 of 3  APPROVED by Council - March 28, 2022 

NOTE: This is a working, draft document that has not yet been officially approved by the Church Council. It is therefore subject to changes or 
revisions as the Council sees fit. 

 

D. FREQUENCY OF MEETINGS          

The PT should meet at least once quarterly (August, November, February, and May). While much of the regular work 
of the PT will happen in between meetings and be carried out by individuals or teams, additional meetings or 
consultations (whether in-person or virtual) may be necessary as situations or special projects arise.  

Meetings can be called by the Chair of the PT, the Church Administrator, the Lead Pastor, the Chair of the Church 
Council, or the Chair of the Board of Trustees (if it is currently someone other than the Lead Pastor). 

E. RECORD-KEEPING & REPORTING          

Record-keeping 

A shared folder for the resourcing and work of the PT will be allocated on SWUC’s shared cloud drive, with all team 
members and the Lead Pastor being given access.  

Minutes must be kept of all official PT meetings and should include a record of all decisions made (either by formal 
motion or by consensus). Any correspondence received by the PT should be noted in the minutes and a copy should 
be kept for a period of no less than two (2) years. 

Expense reports and supporting receipts must be submitted according to the policies and procedures set out by the 
Finance Team (or equivalent). Please contact the Church Administrator or Treasurer for details. 

Reporting 

The Chair of the PT shall provide reports/updates: 

• To the Church Council during scheduled meetings (typically monthly); 

• To the congregation through periodic updates in the newsletter and/or on Sunday mornings; 

• To the congregation, Regional Council, and public via the Annual Report.  

The PT will in all cases cooperate with the Church Council, the Board of Trustees, all ministry personnel, other staff, 
and church members to ensure consistency of policy, accountability, and activities. 

F. RESOURCES & TRAINING           

The United Church of Canada maintains informative handbooks on policies, procedures, and property-specific topics 
which will be made available to all members of the PT as needed. The Lead Pastor shall serve as a liaison for accessing 
training and information required by the PT. 
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