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EXTERNAL NOTICE BOARDS

INTRODUCTION

1.1 Your notice board will be the first contact between the passer by and the church.  Regardless of the content, the board’s design and presentation will create an immediate impression of how the local church wishes to be seen by the community.  It is essential that the design and placement of the notice board is given the same attention that you would give to other church work.
The notice board is important at the best of times. However, if the church has to be kept 
locked the board gives the opportunity to provide information on the church and its activities and, thus, the Christian message: it will be doing this twenty-four hours, seven days a week. It is worthwhile, then, spending some time on the serious consideration of the design so that you can ensure that the board will give the message it is intended to impart. 

THE SITE

2.1 Most churches will have had a notice board for many years and the temptation is often to have the same again.  However needs change and a site should be determined to suit present circumstances.

Select a site for the board by considering:

(a) the best position in relation to the way the church is approached by the majority of passers by.  Do you need two boards?

(b) will the position compromise the view of the church by those reading it or passing by?  Some obstruction may be inevitable but with careful siting this can often be minimised.

(c) to avoid petty vandalism site the board away from a wall, box tomb or other items of churchyard furniture that can act as “seats” or steps and therefore encourage doodling on the board.

2.2. Seek the advice of the local authority.  You may need planning permission.

DESIGN

3.1 The design of the board will need to be drawn and it is usually prudent to seek the assistance of your architect, who will also give advice regarding its construction and suitable materials.  The method of fixing by posts or to a wall must be defined.

3.2 The drawing will need to identify the colours of the background and the lettering. The style of lettering will need to be appropriate to the setting.  This should be illustrated as part of the design.

3.3 Is the board to incorporate space for removable notices, special services etc.? If so, how will they be attached?  Are they protected from vandalism?  What will be in this space when there are no special notices? An out of date notice or a messy blank space creates a negative image of the life of the church.

3.4 Is the design to include glazed sections?  Such elements will generally be of either glass or polycarbonate.  It should be noted that glass is prone to vandalism, and therefore should be toughened or laminated, whilst polycarbonate will discolour as it ages.

3.5 The use of new materials for the board may be appropriate in some circumstances.  Coloured perspex with adhesive perspex letters are commercially available as are self adhesive vinyl letters.  Problems to bear in mind are that boards made of these materials can suffer missing letters, due to the failure of the adhesive and they are not readily amended.
3.6 If the board is to be “illuminated” details of the fittings and wiring runs must be included in the application.

CONTENT

4.1 However good the design of the board it is the content that will either encourage or discourage the readers.

4.2 Some information is essential for all boards and some may be appropriate in particular situations.  Consider:

(a) The name of the parish and church dedication.

It may be necessary to include the denomination, we cannot make the assumption that the readers will know it is CofE. The names and contact numbers for clergy - do you wish to include their Christian names? Shields representing the dedication and/or the diocese may also be included.

(b) It is not always appropriate to include clergy addresses.

(c) Parish Office contact number and opening times.

(d) The regular pattern of Sunday and weekday services.

(e) Excluding details of parish organisations as these frequently change.

(f) Include a catch all i.e. “for details of other services and organisations see ……”.

(g) Use language that can be understood by the public (e.g. what is the role of a surrogate?).
MAINTENANCE

5.1 A notice board that contains out of date information, peeling paintwork, missing letters, and vandalism immediately give a bad impression of your church.

5.2 Regular maintenance and prompt repair of damage is essential if your board is to successfully proclaim the mission of the church in your parish

POLICY

1. The DAC requires that applications should include:

(a) Drawings showing the design of the board, including the lettering and the colours together with details of the fixing methods.

(b) Drawings showing elevations and the method of fixing the board to either mounting posts or existing fabric.

(c) The content of the information.

(d) A plan of the area showing the proposed siting area for the board.
OTHER HELPFUL TIPS

· The board and the lettering on it should be sympathetic to its surroundings, particularly in terms of colour and materials but the most important aspect of this is readability. A notice board is not a poster but is there to convey information with clarity and the contrast between the background colour and the lettering upon it is vital. 

· The passer-by must be able to understand the message it is conveying, and the size of the lettering is important. Many people are not now familiar with 'churchy' language. For example, 'Morning Service' may be more easy to understand than 'Mattins', 'Solemnisation of matrimony' less clear than 'Marriages'. 

· The character of the board should aim to express the character of the church and its worship. Strict formality on the board may suggest to the passer-by formality in worship. 

· Logos and symbols can be helpful and may add to the decorative quality but the meaning must be clearly understood. A shell may be more readily associated with a brand of petrol rather than St James or a pilgrimage. A reproduction of the diocesan coat of arms is available from Diocesan Church House at a nominal charge and is designed specifically for putting onto notice boards. 

· Avoid information that will date. Personnel may change and names need altering but offices are permanent. The use of the words 'Parish Priest' or 'Vicar', instead of the incumbent's name is often sufficient. If a name is considered essential, a Christian name may be more appropriate than including a long list of qualifications. 

· The activities of a church are as important as are the times of the services, but do not confuse regular activities with those of a temporary nature such as a jumble sale. Information about these should be kept separate.

· Do not forget the effects of exposure to all weathers and to vandals. Careful choice of materials is important. Peeling paint, fading colours and fluttering paper notices always give an impression of neglect. 

· Choose lettering for its legibility rather than for its decorative effect or its association with some 'religious' or historical concept. Arrange the lettering with some suggestion of relative importance and do not forget that the board will probably be prominent in its setting and should be of artistic value to the scene. 

· Consult your inspecting architect about the design of the notice board and do not be afraid to call upon the skills of professional designers. An original design produced specifically for your church is more likely to have an impact and qualities you desire and can express to the world outside a great deal of the atmosphere and character of your church and its membership . 

· Do not forget to inform the public where further information can be found and how access to the church can be obtained. 

· Remember that a notice can offer welcome as well as information. There is no harm of making the point on the board. 

· A cheap job will always look cheap and rarely pays in the long run. Make sure that the board is worthy of your church. 

Some local authorities will want to be consulted on the matter of planning permission for notice boards as they are classified as advertisements and to which other regulations refer. The exemption only applies to the inside of churches and you should consult the district council's planning department to ascertain if it would wish to comment on the designs. 

Do not be afraid to ask the DAC for informal advice. This may save time and money in the long run and will enable members to give their initial thoughts before you have gone too far down the road in providing a specification.

This is one of a series of DAC Guidance Notes obtainable from the DAC Secretary (Tel: 0151 705 2122).
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