Model Governing Document for SCLEPs (February 2012)
How to use this document
This document has been turned into a Word form and has been created so that it can be used by those still using Word 2003.
Download it and edit a copy
Download the document from this page of the Churches Together in England website and save it. Make a copy and rename it with the name of the LEP and the date of the draft. This way you've got the original on your computer just in case you need to refer back to it.
A new way of thinking
Any single-congregation LEP which is revising its constitution or agreeing one for the first time must use this Model Governing Document (MGD) which has been agreed by the Churches and the Charity Commission.

Unless you are new to LEP constitutions, you will remember that, in the past, constitutions were bespoke, unique to the LEP and reflected its vision and creativity. The downside of this was that they took forever to navigate their way through denominational lawyers. We now ask for a change in attitude. All creativity and vision should be reflected in the Ecumenical Vision Statement
 which can be amended without expensive lawyers. Any local practices which the trustees insist on can be put in a third document of Standing Orders which have the status of resolutions of the Annual Congregational Meeting.
The Churches no longer have staff available to examine local drafts but the MGD, comprising a Constitution and a Schedule, allows any LEP to do anything it ought to want to do. If you really do think that you have found something which needs amending because of your local situation, please contact your Denominational Ecumenical Officer, your County Ecumenical Officer or the National Ecumenical Officer of your denomination.
What on earth is the document doing?!!
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When you open the document, it will look like this and your cursor will hop automatically to the first editable field, which is a welcome/help message. When you have registered that it tells you to tab
 through the document to find the other editable fields, type a space to make the message disappear. (You don't want it on your final version!)

When you hit tab, you'll notice it bypasses this cover page entirely. Don't worry, the red text will automatically change once you fill in the next couple of fields.

You will now be in the field asking you for the date your constitution will be adopted. If you want to see how the tabbing works, just hit the tab key a few times to see where it takes you. To go backwards, it's shift and tab.
It may well be prudent to press the F1 key each time you enter an editable field just to see what the help text offers. Sometimes the help might be a bit obvious; at other times it will be very useful! A shorter version of it may well appear at the bottom of your screen, to the left. (If you have Word for Mac, we're told the use of the keys 'Cmnd' and '/' together is the equivalent of F1.)
There are three kinds of editable fields
1. The first is a date field – the first field you meet after the welcome notice. Type your date here however you wish and it will automatically change to the d mmm yyyy format. Press F1 if you are unsure which date should go here – you'll see that you will only know the date at the end of the process.
2. The second is a simple text field – most of the fields in this document are like this. Sometimes it is asking you to edit the text in it, as in the second editable field you meet after the welcome notice ('and amended on [date]'). If you are amending an existing constitution, you'll need this text and will need both to replace '[date]' with the appropriate date (sorry – no clever automatic formatting here!) and you'll need to delete the 'F1 for help' reminder. Again, you don't want that in the final text of your constitution!
Text fields have a limited capacity and sometimes we've had to put two together. If you don't need the text, we often ask you to replace it with the word 'deleted'. This has been agreed with the Charity Commission and is for clarity and to ensure all the numbering remains the same and sensible. At other times we ask you to delete it by replacing the text with a space.

3. The third type of editable field is a drop down menu which allows you to choose from various options.

Avoid a crisis
It is prudent to save your document as you go along. ('Ctrl s' will do it quickly for  you.)
If you lose the text in a field by mistake, 'undo' what you have just done (Ctrl z) and it will come back. If it doesn't, and if you have been saving as you go along, you can close the document without saving it and then re-open it. Otherwise you'll have to refer back to the document you downloaded from the website.

When you are done
Save your document as a PDF file as that is the format the Charity Commission and the Churches need. It will ensure that nothing can be changed. In Word 2007 in the 'save as' menu, there is a 'save as PDF' option. If you haven't, try to find someone who has or who has a programme to make a PDF or see if you can Google one. If all else fails, CTE can probably help.

And please ensure that your Denominational Ecumenical Officer and your County Ecumenical Officer know what you are doing. They are also your first port of call if you need some help.

Churches Together in England

7 February 2012






� There's a link near the end of � HYPERLINK "http://cte.org.uk/Publisher/Article.aspx?ID=159865" ��this page�.


� The key with the double arrows to the left of the 'q' on your keyboard.





