
VESTRY
How-to Guide for Church Staff

Everything your church runs on — people, giving, scheduling,

safeguarding and communications — in one joined-up place.

All screens in this guide are from the live demo church, “St Aidan’s Parish”.

Explore it yourself at demo.vestry.shire-tech.co.uk
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EVERYTHING IN ONE PLACE

How Vestry fits together
Vestry replaces the usual tangle of spreadsheets, group chats and paper rotas with a single, private hub for your

church. The big idea is simple: every part of the system shares the same records. A person you add once

shows up everywhere — in their household, their home group, the Sunday rota, their giving history and your

mailing list — so you only ever update something in one place.

Here is how a typical week flows through the system, and how each area feeds the next:

→ A visitor fills in your public sign-up form → they become a Contact (with their consent recorded).

→ You add that contact to a Group and assign them to a Rota slot.

→ You build the Service plan — pulling in songs (logged for CCLI) and the people on the rota.

→ Events you put on the Calendar appear automatically on your public What’s On page and iCal feed.

→ Their Giving is recorded against a fund; Gift Aid and year-end statements come out the other end.

→ You email or text the right people from Messages, choosing an audience from your contacts.

Signing in. Staff sign in with a 6-digit code emailed to them each time — there’s no password to remember.

What each person can see is controlled by their role (Vicar, Office, Treasurer, Safeguarding, and so on), so

sensitive areas like pastoral notes and safeguarding stay restricted to the right people.

The left-hand menu is your map. The sections below walk through each area in the order you’ll use them.
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OVERVIEW

The Dashboard
The dashboard is the first thing you see. It greets you with a Getting started checklist for new churches,

headline numbers for the week, and two practical lists: Needs attention (booking requests, rota gaps, expiring

DBS checks, gifts to confirm) and Week ahead (your upcoming services and events).

Each stat card is a shortcut — click “Rota gaps” to jump straight to filling them. It’s designed so that on a Monday

morning you can see, at a glance, exactly what needs you.

The dashboard — your week at a glance, with shortcuts to anything that needs action.
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OVERVIEW

Switching between staff and member views
Every account has one role, so staff land on the full dashboard and ordinary members land on a simple personal

portal (their own rota, details, groups and giving). Staff can flip between the two: use My portal (member view)

in the bottom-left of the dashboard to see your own personal page, and Staff dashboard in the portal header to

come back.

The portal matches you by your sign-in email, so to see your personal rota and giving your staff login should use

the same email as your contact record.
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PEOPLE & CARE

Contacts
Contacts is your church directory and mailing list in one. Everyone — members and visitors — lives here with

their details, the groups they belong to, and what they’ve consented to hear from you (newsletter, events, prayer

chain).

You can add people by hand, import a spreadsheet, or let them add themselves through a public sign-up form.

Tag people, save segments, add your own custom fields, and merge duplicates after an import. Open a contact

for their full timeline — groups, rotas, giving, notes and family links — and track visitors through a follow-up

journey so nobody slips through the cracks.

How it connects
→ Group membership, rota assignments and giving all link back to a contact.

→ Consent recorded here decides who receives each email or text from Messages.

→ Public sign-up forms create contacts automatically.

Contacts — one directory that every other area draws from.
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PEOPLE & CARE

Households & Groups
Households link individuals into families with a shared address — handy for directories, family ministry and

posting a single Christmas card. Groups cover home groups and ministries (worship team, youth, prayer chain),

each with a leader, meeting time and member list.

Together they answer two questions every church asks: who belongs to whom, and who’s connected into the life

of the church.

How it connects
→ Group membership lets you target a Message to just one group.

→ Households gather Contacts into families with one address.

Groups & ministries — leaders, meeting times and membership at a glance.
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PEOPLE & CARE

Attendance
Record a simple weekly headcount — adults, children and online viewers. Vestry charts the trend over recent

weeks so you can spot patterns, and the figures feed neatly into the annual Statistics for Mission return.

Attendance — quick headcounts that build into a trend over time.
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PEOPLE & CARE

Pastoral care
A confidential log of visits, prayer requests and follow-ups, visible only to clergy and the pastoral team — kept

deliberately separate from the general contact record. Each note has a category and a status (open, follow-up,

closed) so ongoing care doesn’t get forgotten.

How it connects
→ New-visitor follow-up reminders surface here.

→ Access is limited by role — most staff never see this area.

Pastoral care — confidential, restricted to the right people.
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PEOPLE & CARE

Prayer requests
Members and visitors submit prayer requests from a public page; they choose whether to share with the prayer

chain or keep it to leaders only. Requests land here where your team can mark them open, answered or closed.

How it connects
→ Anyone can submit via the public /pray page (shown later).

→ Restricted to the pastoral team by role.

Prayer requests — fed by a public form, managed by your team.
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PEOPLE & CARE

Safeguarding & children
Safeguarding tracks DBS checks and renewal dates for everyone in a regulated role, with casework you can

escalate or refer, plus training records. Vestry flags checks that are expiring or overdue and can email reminders

automatically — ideal for diocesan requirements.

Children’s check-in records who’s in each group, who their authorised guardian is, and any allergy or medical

flags for leaders.

How it connects
→ Expiring DBS checks appear on the Dashboard ‘needs attention’ list.

→ Children’s check-in links to the Sunday rota of DBS-checked leaders.

Safeguarding — DBS tracking, casework and renewal reminders.
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SCHEDULING

Calendar
One shared calendar for services, events and room bookings, colour-coded by type. Add something once and it’s

visible to the whole team — and, if it’s public, to your congregation too.

How it connects
→ Non-private events publish automatically to your public What’s On page and the iCal feed people can subscribe to.

→ Bookings with a room show here so clashes are obvious.

The calendar — colour-coded services, events and bookings in one view.
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SCHEDULING

Events & registration
For anything people need to sign up to — the fete, a quiz night, a course — create an event with an optional

capacity. Free events collect RSVPs; the public can register from your website, and numbers feed back into your

contacts and calendar.

How it connects
→ Registrations create or match a Contact.

→ Events appear on the Calendar and What’s On.

Events — RSVPs and registrations, with capacity tracking.
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SCHEDULING

Bookings & lettings
Manage room bookings and outside hirers in one place, with clash detection against confirmed bookings. Keep a

mini-CRM of external contacts (hirers and suppliers), raise quotes and invoices, and note the staff, equipment or

wardens each booking needs.

How it connects
→ Booking requests awaiting approval show on the Dashboard.

→ Bookings appear on the shared Calendar.

Bookings — rooms, external hirers, quoting and invoicing.
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SCHEDULING

Rotas
Build Sunday and midweek rotas, assign people to roles, and instantly see the gaps that still need filling. Add

notes per role, and email the team to ask for volunteers. Printable for the noticeboard.

How it connects
→ People are pulled from Contacts.

→ Weekly reminders email each person their duties.

→ The Service planner shows who’s on for each role.

Rotas — assign roles and spot the gaps at a glance.
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WORSHIP

Service planner
Plan the order of service item by item — welcome, songs, readings, sermon, prayers — with who’s leading each

part and a running time. Add links (YouTube, Bible passages) for the AV team, and produce a clean run sheet to

print.

How it connects
→ Songs added here are logged for your CCLI return.

→ Pulls the people assigned on the Rota.

Service planner — the order of service, ready to print.
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WORSHIP

Songs & CCLI
A library of your songs with author and CCLI number. Every time a song is used in a service it’s logged

automatically, so your CCLI usage report is ready when the return is due — no more guessing.

Songs & CCLI — usage logged automatically for licensing.
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GIVING & FINANCE

Giving & Gift Aid
Record gifts — one-off or regular, by card, cash, envelope or standing order — against the right fund, and

capture Gift Aid declarations as you go. Fund cards show progress towards targets, and the public can give

online through your own card provider.

When it’s time to claim, export a Gift Aid file in HMRC’s Charities Online schedule format.

How it connects
→ Online gifts from your public Give page land here to confirm.

→ Gifts roll up into Finance and into year-end donor statements.

Giving — gifts, funds, Gift Aid and online donations together.
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GIVING & FINANCE

Giving statements
Produce a year-end statement for any donor in a couple of clicks — a clean, printable summary of everything

they gave, with Gift Aid marked, ready to hand out or email at tax time.

Annual giving statements — per donor, ready to print.
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GIVING & FINANCE

Finance & budgets
See income and expenditure by fund, set budgets and track them, and reconcile the Sunday count. It gives the

treasurer the overview without a separate spreadsheet, and exports for the accounts.

Finance — budgets, funds and the Sunday count reconciliation.
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COMMUNICATIONS

Messages
Email or text the right people without exporting anything. Pick an audience — everyone, newsletter subscribers,

a single group — write your message, and send. Email goes out with addresses kept private; urgent notices can

go by SMS.

How it connects
→ Audiences are built from Contacts and their consent.

→ Email and SMS use your church’s own accounts.

Messages — reach the right audience by email or text.
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ADMIN & SETTINGS

Settings
Set your church name, service times and the welcome blurb that appears on your public pages, and connect

optional integrations (online giving, SMS, CCLI number). The basics here power your public face.

How it connects
→ Service times and welcome text appear on What’s On and the weekly bulletin.

Settings — service times, welcome message and integrations.
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ADMIN & SETTINGS

Billing & plan
Your plan and the modules that are switched on for your church. The core (contacts, calendar, rotas, events,

sign-ups, documents) is always free; premium modules like Giving, Safeguarding or Communications are added

per church. Licensed churches get everything at no charge.

Billing & plan — see which modules are active for your church.
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YOUR PUBLIC PAGES

What’s On
Your public events page, generated straight from the calendar — no separate website to keep updated. It shows

your regular service times and upcoming events, and visitors can subscribe to it in their own calendar app via the

iCal link.

How it connects
→ Updates automatically from the Calendar.

→ ‘Subscribe to calendar’ adds your events to anyone’s phone.

What’s On — your public events page, always up to date.
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YOUR PUBLIC PAGES

Give
A simple public giving page on your own web address. Visitors choose an amount and fund, add a Gift Aid

declaration, and pay by card through your church’s own provider. Completed gifts appear in Giving to confirm.

Give — public online donations with Gift Aid built in.
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YOUR PUBLIC PAGES

Prayer request
A welcoming public form where anyone can ask for prayer, anonymously if they wish, and choose whether to

share with the prayer chain or just the leaders. Submissions flow into the Prayer requests area for your team.

Prayer request — a gentle public front door to your prayer team.
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PEOPLE & CARE

Tags, segments & custom fields
Beyond the basics, Contacts adapts to how your church thinks. Add free-text tags (e.g. ‘PCC’, ‘Welcome team’),

save segments you can reuse, and define your own custom fields for anything Vestry doesn’t track out of the

box — such as ‘Baptised’ or an electoral-roll number.

After a CSV import, the duplicate finder spots people added twice and merges them cleanly, carrying their

groups, rota slots, tags and consents across.

Define your own contact fields — they appear on every profile.
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PEOPLE & CARE

Member directory
The opt-in member directory lets your congregation find each other. You switch it on; each member then

chooses from their portal whether to appear and exactly what to share (email, phone, address) and can add a

photo. Nobody is listed without consenting.

There’s a confidential printable version for those who prefer paper.

An opt-in photo directory — members control their own listing.
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PEOPLE & CARE

Pastoral care plans & ‘we missed you’
Care plans handle anything recurring — a monthly home communion, a regular visit — rolling the next-due date

forward when you mark it done, with a weekly reminder to the office of what’s due.

We missed you flags members with no recent giving or rota activity (you set the threshold) so you can reach out

with a gentle nudge before anyone quietly drifts away.

Recurring pastoral visits that keep themselves on track.



Vestry — How-to Guide for Church Staff 29

CHILDREN & SAFEGUARDING

Children’s check-in & secure pickup
Children’s check-in gives a secure record of who is in your care. Run the kiosk on a foyer tablet, or check in from

the office; each child gets a pickup code printed on a child tag with a matching guardian tag, and the codes must

match at collection (a leader can override a lost tag).

The consent & medical register holds allergies, medical needs and photo consent — and allergies flag

automatically at check-in.

Secure check-in with a pickup code matched at collection.
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CHILDREN & SAFEGUARDING

Safeguarding incident log
Alongside DBS tracking and casework, the incident log keeps a referenced, signed-off record of concerns,

disclosures and accidents. Record facts only, sign off to close, and follow your diocesan procedure — serious

concerns must be referred to your DSA and the authorities.

Like the rest of safeguarding, this area should be restricted by role so only those with responsibility can see it.

How it connects
→ Sits with DBS records, training and casework under Safeguarding.

→ Child consent & medical details surface at check-in.

A referenced, signed-off log of safeguarding concerns.
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SCHEDULING

Regular & multi-room bookings
Booking a room is one flow. Tick one or more rooms for a single multi-room booking (e.g. church + hall +

kitchen), and set Repeats? to weekly, fortnightly or monthly to turn it into a regular booking that fills the diary

automatically — with an optional end date for term-time or short-run groups.

Regular bookings is the management tab: pause, edit, set an end date, or generate upcoming dates now.

Approving any booking checks for clashes, including linked/adjoining rooms.

Regular bookings — repeating hires that fill the diary for you.
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WORSHIP

Resource library & projection
The resource library stores reusable liturgies, prayers, talk outlines and readings to draw on when planning.

From a service plan you can print the order of service or open Projection — a full-screen, click-through slide

view for the AV desk.

Songs you use are logged for your CCLI return, and sermons build a tidy archive with passage, speaker and

media.

A reusable library of liturgies, prayers and outlines.
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GIVING & FINANCE

Year-end finance pack
When the APCM or a PCC meeting approaches, the year-end pack pulls together income, Gift Aid, expenses

and collection totals in one click, with a print view — turning a fiddly evening of spreadsheets into a

check-and-print job.

It draws on the same figures as Giving and Finance, so it always matches your records.

One-click year-end totals for the PCC and APCM.
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COMMUNICATIONS

Email templates
Save reusable email layouts — a subject and body — and pick one when composing so your weekly notices and

welcome emails stay consistent and quick to send.

Templates sit alongside Messages, where you choose an audience and send now, save a draft, or schedule with

an optional repeat.

Saved templates drop straight into the composer.
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REPORTING

Reports & Statistics for Mission
Reports & trends shows twelve-month attendance, giving and growth in one view, with a printable report for the

PCC.

The Statistics for Mission helper pre-fills the Church of England annual return from your attendance and

membership data, ready to print — so the return becomes a check-and-submit job.

Twelve-month trends, plus a Statistics for Mission helper.
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HELP

Help, built in
Every page has a ? beside its title that explains what it’s for and its main functions. The Help centre lists every

area and is fully searchable, and the printable guides (including this one) are available to download right there.

So whether someone likes to explore, search, or read, the help is always to hand.

A ? on every page, plus a searchable Help centre.
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IN SHORT

One church, one system
Because every area shares the same records, Vestry quietly keeps itself consistent: add a person once and

they’re everywhere; put an event on the calendar and your website updates itself; record a gift and the Gift Aid

claim and year-end statement follow on. The result is less double-entry, fewer things falling through the cracks,

and an office that can get on with ministry.

Questions or want a hand getting set up? Email support@shire-tech.co.uk.


