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Role Description of the Area Dean

1. Overview

The role of the area dean is to be a partner with the Bishop, the Area Bishop and the 
Archdeacons in ordering and supporting of mission and ministry in the deanery. The 
area dean has a strategic role in the episcopal area and diocese, helping to shape 
planning, policy and deployment, drawing on their local knowledge. Within the deanery, 
the area dean – in partnership with the deanery lay chair – is the key person under God 
to provide direction, leadership and pastoral care consistent with the bishop’s vision. 
Training and support for the area deans are provided.

2. Appointment

The Bishop of Leeds appoints, normally after consultations by the area bishop in the 
deanery. The area dean is directly accountable to the diocesan bishop whilst working 
most closely with the area bishop and archdeacon on day-to-day matters.

3. Length of Service

This is normally five years. At the diocesan bishop’s discretion, and after proper 
consultation, this may be renewed for up to a further 5 years.

4. Key Relationships

There are a number of significant relationships – the archdeacons, the area bishop, the 
diocesan bishop, clergy of the deanery, churchwardens, diocesan officers and other 
area deans in the diocese. It is essential to develop a strong working relationship with 
the lay chair.

5. Expenses

Reimbursable expenses up to £2,500 pa are payable (Appendix 1 is a budget sheet 
that may be used to keep track of how much has been spent).  

Expense forms (Appendix 2) should be completed and emailed to the Diocesan 
Secretary,  or his PA.  Expenses claims may not be backdated more than three months. 
They can be used towards the cost of administrative support provided appropriate 
employment practice is observed and the HR Adviser is fully informed/involved in any 
appointment.  



Areas of responsibility

6. Pastoral Care

The area dean will be responsible for welcoming new clergy to the deanery. S/he will 
provide support, encouragement and care for the clergy of the deanery and their 
families. S/he will encourage clergy to take days off and holidays. In cases of 
bereavement or other significant problems, s/he will liaise with the archdeacon/area 
bishop about support.

S/he should ensure that the archdeacon and the diocesan secretary are aware of any 
sickness over 7 days and that a sick note is sent to the diocesan secretary.

7. Bishop’s Officer

This role is defined by Canon C23 (see Appendix 3)

Within the Leeds Diocese the Role includes (many of these roles are further described 
below):

1. membership of and involvement in the area bishop’s staff meeting (which normally 
meets once per month).
2. attendance at meetings of area deans with the diocesan bishop and the 
archdeacons.
3. passing information about the deanery to the archdeacons/area bishop, especially 
where vacancies occur and the bishop needs to be aware of people or particular 
needs.
4. passing information from the diocese to the clergy and the deanery.
5. bringing to the attention of the archdeacons/area bishop any concerns about clergy 
serving in the deanery.
6. bringing to the attention of the bishops and the Retired Clergy, Widows and 
Widowers Officer any relevant information about or concerns for the retired clergy, 
widows and widowers resident in the deanery.
7. ensuring the diocesan office is aware of any retired clergy who no longer wish (or 
are able) to continue with PTO and those who have died.
8. responsible in the deanery for safeguarding in conjunction with the Area Bishop and 
Archdeacon.
NB The area dean will receive copies of letters giving PTO to retired clergy.

8. Deanery Synod

The area dean and the lay chair will co-chair deanery synod. These are generally held 
three times per year – and at a minimum twice per year.

The area dean has the responsibility, alongside the lay chair and standing committee, 
for the program for deanery synod.  Deanery synod representatives of each parish 
within the deanery should be contacted about future deanery synod meetings.  The 



area dean will need to get the details of deanery synod representatives from the parish 
clergy - they are not sent to them from the diocese.  

Four weeks before a deanery synod meeting the area dean will need to ensure that the 
lay chair contacts all members of deanery synod to request items for the agenda 
(Appendix 4 contains an example).  Two weeks before a deanery synod the area dean 
will need to ensure that the deanery secretary sends the agenda to all members of 
deanery synod (Appendix 5 contains an example).  These letters can be sent by email, 
but if a member does not have email they will need to be sent in the post.

If it is necessary to hold separate meetings for the House of Laity and the House of 
Clergy (e.g. for elections to Diocesan Synod, see below), then the area dean chairs the 
House of Clergy. S/he also acts as returning officer in House of Laity elections.

All Church Representation Rules regarding Deanery Synod can be found online 
(https://www.churchofengland.org/more/policy-and-thinking/church-representation-
rules/church-representation-rules-online-part-3)

The complete rules for Deanery Synod can also be found in Appendix 6.

9. Deanery Synod Standing Committee

Together with the lay chair, they are to convene and chair the Deanery Standing 
Committee.

The Committee should plan the agenda for future synods with a particular eye on 
missional opportunities, deanery needs and the diocesan vision/strategy, thereby 
building confidence within the Deanery Synod in relation to their role within the wider 
church.

The Committee should feed in concerns/comments, in relation to the payment of Parish 
Share, to the area dean, who works with the archdeacon to any plan appropriate 
action.

The Committee should ensure that deanery accounts are examined and presented to 
the deanery synod.

The Committee is made up of the area dean, the Lay Chair of Deanery Synod, the 
Deanery Secretary, and four elected members of deanery synod.

The rules regarding the Standing Committee can be found in the Rules of Deanery 
Synod (Appendix 6)

https://www.churchofengland.org/more/policy-and-thinking/church-representation-rules/church-representation-rules-online-part-3


10. Elections for Diocesan Synod

Every 3 years members of Deanery Synod must elect members to Diocesan Synod 
(Beginning 2021).   The rules regarding elections are to be seen online (https://
www.churchofengland.org/more/policy-and-thinking/church-representation-rules/
church-representation-rules-online-part-4).

In brief, the process is:

1. Notice of the election – not less than 21 days
a. A template of the notices to be issued to the electorate by each Presiding Officer is 

attached.  These need to be issued as paper notices or given direct to the person ie 
not sent by email.   Co-opted members of the deanery synod are not members of 
the electorate for these elections.

b. Lay and Clergy elections have separate procedures as the electorate for each is 
different ie the House of Laity of the deanery synod for the Lay election and the 
House of Clergy of the deanery synod for the clergy election. 

c. You will need to fill in the gaps in the Notices before sending the Notices to the 
electorate.

2. Nomination
a. Each candidate needs to be nominated and seconded using the form issued to the 

electorate with the Notices above.  (Please note there is a different nomination form 
depending on whether the election is for the laity or the clergy).

b. Template forms to use are attached. The form is double sided.   Please ensure that 
the forms sent out to the electorate have the disqualification provisions on the 
reverse.  This is because the candidate needs to be able to confirm they are able to 
serve on a Synod.  This confirmation on the front of the form refers to the provisions 
on the reverse, so we need to be sure when they sign the form they know what they 
are confirming.

c. Nomination forms need to be returned on a date chosen by the Presiding Officer 
which is not less than 21 days from the date of the Notice.

d. Clergy candidates need to be deanery synod members.  Lay candidates need to be 
actual communicants, 16yrs or above and entered on the roll of any parish in the 
deanery. (see CRR 2017 Rule 31).

3. Election
a. If there are the same number as or fewer candidates than the number of casual 

vacancy places then the validly nominated candidates are successful.
b. If there are more candidates than places to be filled, then the voting for the 

candidates can be done at a meeting of the appropriate house of the deanery 
synod – so this could be before/after a meeting of the Deanery Synod (but 
remember the original notice of election in 1 above needs to give not less than 21 
days’ notice to return the nomination papers, so the meeting to vote needs to be 
after that.)

https://www.churchofengland.org/more/policy-and-thinking/church-representation-rules/church-representation-rules-online-part-4


11. Clergy Chapter

Area deans are to convene and chair the clergy chapter.

The primary purposes of chapter are to provide mutual encouragement and challenge, 
sharing (both personal and parochial), pastoral care, and discussion of common 
concerns. These should be rooted in prayer and study of the Scriptures.

The area dean is responsible for setting the tone of openness, confidence and 
vulnerability to enable this to happen.

Chapter is generally convened on a monthly basis (probably ten times per year), but 
should meet on no less than six occasions each year. It is important that these 
meetings are accessible (at least sometimes) to sector ministers, chaplains, SSMs, 
licensed lay ministers, retired clergy etc.

12. Area Mission and Pastoral Committee (‘AMPC’)

Area deans are encouraged to stand for election to the Area Mission and Pastoral 
Committee. Whether or not they are members of the Committee, they have a duty to 
feed in the deanery perspective when vacancies arise. They play a part with area 
bishops, archdeacons and AMPCs in re-imagining the vision for mission and ministry in 
the deanery and the wider episcopal area.

13. Vacancies

Area deans have a considerable responsibility when a parish is in vacancy.  While the 
process can vary, a typical vacancy will go through the following steps:
1. The area dean will undergo a pre-vacancy meeting with the leaving incumbent 

(potentially also with the Churchwardens and/or the PCC).  During this meeting the 
incumbent should highlight any ongoing issues the area dean should be aware of.  
This is also the meeting to ensure that the first couple of months of the vacancy are 
covered in terms of services.

2. Once the vacancy begins the area dean will need to meet with the churchwardens 
and any ministering clergy within the parish.  Throughout the vacancy the area 
dean is the normal first port of call for the churchwardens or ministering clergy.  
During this meeting it will be the responsibility of the area dean to inform the 
churchwardens how cover will be provided during the vacancy.  Realistic 
expectations may need to be set.  During vacancies the area dean will offer support 
and care to churchwardens.

3. The area dean has ultimate responsibility for making sure services are covered in 
any vacancy.  The churchwardens (or other suitable person within the parish) 
should be encouraged to find cover themselves, and come to the area dean when 
they have been unable to do so.  However, the area dean has the responsibility to 
give the churchwardens a list of those who regularly provide cover within the 
deanery (typically retired clergy).  When cover has been provided the parish will 
need to complete a ‘Clergy Cover Sheet’ (Appendix 7).  The parish must send the 



completed Cover Sheet to the area dean.  Once signed and dated the sheet should 
be emailed or posted to the finance department in the diocese.  It should be 
emphasised that only those clergy who are beneficed, licensed or hold the bishop’s 
permission to officiate should be invited to take services during a vacancy.  When 
making arrangements, area deans should also observe any resolutions the parish 
has passed concerning women priests.  

4. During the vacancy the area dean has an intermediary role between the parish and 
the Bishop, Area Bishop and Archdeacon.  This will include communicating relevant 
information to either the parish or the Bishop, Area Bishop and Archdeacon.

5. During the vacancy it is the responsibility of the Diocesan Bishop, Area Bishop and 
Archdeacon to guide the process of appointing a new incumbent.  However, the 
area dean may be invited to be part of this process.  This could involve 
accompanying the Bishop/Archdeacon to PCC meetings, discussing potential 
pastoral reorganisations or being part of the interview panel.  

6. Once an incumbent has been appointed, it is the responsibility of the area dean to 
organise the licensing service.  Examples of licensing services can be found 
attached (Appendix 8).  Once the licensing service is completed it should be sent to 
the Archdeacon and Bishop for approval.  The parish should then take responsibility 
for printing the final service.  The area dean will also be responsible to arranging a 
rehearsal.  

7. The area dean will be responsible for welcoming the new incumbent to the chapter 
and Deanery Synod.

14. Archdeacon’s Visitation

The archdeacon may liaise with area deans over arrangements for their annual 
visitation for the admission of churchwardens etc. This will include choice of venue and 
some other practical matters.

15. Safeguarding

In any vacancy, the area dean is responsible for all safeguarding documents presently 
held by the incumbent. It is the responsibility of the area dean to check with the 
incumbent before their departure if s/he is holding any safeguarding documentation. S/
he should be aware of any agreements with offenders, currently in place, and ensure 
these are passed to the new incumbent. S/he should check who has signed the 
agreement and liaise with the safeguarding adviser if any of the parish officers need 
support during the vacancy.

16. Area Dean MDR Review

The area dean is responsible for conducting the MDR review for the clergy in her/his 
deanery every third year.  The role is set out in the ‘MDR: Notes for Area Deans’ 
document attached (See Appendix 9).  The area dean will need to set dates for 
meeting each clergy up for review, and send them the documents ‘Area Dean’s MDR 
notes for Reviewee’, ‘Area Dean’s MDR Summary’ and ‘Area Dean’s Example 
Summary’ (Appendix 10, 11 and 12) in advance of the meeting.  Following the meeting, 
the reviewee has the responsibility to complete the summary form, which will then be 



sent to the area dean.  The area dean must sign the form and send it to the area 
bishop’s PA.  It is important to remember and communicate that the MDR process is for 
the benefit of the clergy.

17. Retired Clergy

The primary pastoral responsibility for retired clergy within the deanery lies with the 
Parish Priest.  However, the area dean should seek to be aware of retired clergy and 
give appropriate care and inclusion within the Chapter.  Newly retired clergy, or retired 
clergy moving into the area, need to be known and can only exercise PTO once 
safeguarding training and DBS checks are in place.
The area dean should also ensure the diocesan office is aware of any retired clergy 
who no longer wish (or are able) to continue with PTO and those who have died.
NB The area dean will receive copies of letters giving PTO to retired clergy.

18. Liaising with Others on Behalf of the Deanery

As leaders of the deanery, the area dean and lay chair will be responsible for building 
relationships and liaising with:

• other denominations and other faith communities in the deanery area
• funeral directors, monumental masons etc
• deanery officers, e.g. retired clergy, buildings, interfaith etc.

19. Sabbaticals

Following a recommendation in an MDR, an area dean considering taking a sabbatical 
should liaise at an early stage with the area bishop so that an interim deputy can be 
appointed.

Many of these roles can and should be shared with others in the deanery. There 
is no reason why one person should have to perform all tasks, however, the area 
dean has the overall responsibility.


