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CHURCH—- HEALTH AND SAFETY

Introduction

Churches are not exempt frdmeath and safety
legidation Loca Authaity Environmenta Health
Officers are specificdly chargedwith enforcing
hedth and safetyegidationin chuches

The Health and SafetyExecutive have
advised that it is good practice for voluntees
to be provided with the sameevel of health
and safetytraining and protection as if they
were employees This means thathurches
shoud follow exactly the sameregulations to
ensure thehedth and safety ofoluntees
and other personausing the church asf
they wereemployees

What does thélaw require?

The law only requiresthose whoemploy five
or more peope to have a written heath and
safety palicy. Thiswill not apply to the mgjority
of churches However, you arerequired to
make adequate arrangemerios heath and
safety, and theeased way to dothisisto set
these outn writing.

POLICY & GUIDANCE NOTES

For everyhazardousactivity you undertake,
you shoud have a written procedure
Remember the €hlith and SafetyExecutive
says thaimeasuresieed ony be matched
to thelevels of risk. It mayonly be possble
to decide on your procedures once ybave
carried out arisk assesmsent.

Thelaw only requireswritten risk assessments
wherefive or morepeope are employed,

and thenonly the sgnificant findngs have to

be recorded.

However, you need to ensure that yanurch
is safe and theeasied way to dothisisto
carry outsystematic risk assessmentd each
part of the church and eadctivity.

To help you dothis guidance is given on how
to undertakerisk assessmentnd howto
record them.

A generd risk assessmerpro-formais
enclosal. Copythis form as often as yoneal.

Further help and information

A number ofdetailed guidance notesare

aso avalable from Ecdesastical. These

are avallable from yourinsurance Consultant
and Surveyor, by calling our Direct Commercia
Departmenton 0845 777 3322 or on our
website www.ecdesastica.com
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OurHealth and Safeti?dicy

Nameof church : ST MARY'S ORLINGBURY

Address: THE GREEN, ORLINGBURY
Date JUNE 2011
Reviewdate JUNE 2012

This document has been preparied
accordancevith the provisions of the
Health and Safety at Worktc. Act 1974
and theregulations made undeit.

The pdicy isin three sections
SectionA — Generd statemenof palicy
SectionB — Organisation and regonsibilities

SectionC - Arrangements

To all employees, wluntary helpers
and contractors

The success of this policy will depend on
your co-operation. It is therefore important
that you read this document carefully

and understand your role and the overall
arrangements for health and safety.
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A Gened statement gbdicy

Our pdicy, so far ass reasonably practicable Slgned
is to provide and maintain safe andhealthy

working condtions, equipment and systems

of work for al our employeescasual labou

and voluntary helpers and toprovide such Rector:
information, training and supervison as they

need forthis purpose

We will also endeavour to ensure, so far Date

asis reasonably practicable the hedth,

safety andwelfare of dl members othe

congregation, contractors, visitors and

others who mayist the church, churchyard Re‘\/leW date
and anyassociated buldings

The dlocation of dutesfor safety mattersand
the particular arrangementshat wewill make
to implement the pdicy are set oubelow.

The pdicy will be kept up talate particularly
in the light of anychangego ourbuildings or
activities To ensurethis the pdicy andthe
wayin which it has operatedvill be reviewed
regularly and theappropriate changesnade.

In order to ensure thdtedth and safety
matters are keptonstantly underreview,
anitem on heath and safetywill be onthe
agenda fodl medings of the Paochia
Church @urcil, and sub-committees(where
they exist) and employeesand voluntary
workerswill be consulted on aregular
basisin order to seekheir views on

health and safetymatters

POLICY & GUIDANCE NOTES
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B Organisaton andresporshilities

Responsibility of the Rector

Overal regponsibility for health and safety
isthat of theRector

the Revd Simon Dommett

who will ensure thaarrangementarein place
to satisfy hedth and safetyregulations and
appropriate Codes ofPractice Specific
responsihilitiesmay bedeegated to church
personnel. As newprojects emerge, the
names ofegponsble personswill be notfied
and thelist amendedaccordingly.

Responsibility of the Churchwardens

Resgponsihility to ensure that therrangements
outined in this palicy are carried out and
updated asiecessry iswith the
Churchwardens as notedbeow:

Jan Miles
Gillian Walton

Responsibility of the Parochial
Church Council

The Paochia Church @uncil has general
responsibility to ensure that thbeath and
safety paicy isimplemented.

Responsibility of the
Health and Safety Officer

Thefollowing personcarriesthe reponsibility
for the day-to-daymplementation of the
arrangements olirted in this palicy:

The Churchwardens

The regporshility of the headth and safety
officer shall be to:

1 be familiar with health and safety
regulations as far as thegoncern
churchpremises

2 be familiar with the health and safety
podicy and arrangementand ensure
they areobseved

3 ensure so far as reasonably practicable,
that safe systems of work aireplace

4  ensure the church arfdll, if applicable,
are clean and tidy

5 ensure the churchyaid properly
maintained including the safety of
monuments tombstonesnd trees
and that grasss kept cut

6 ensure that safetgquipment and
clothing is provided and used bl
personnel wherethisis required
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ensure thatll plant, equipment and
tods are properly maintained and

in good condtion and thatall operators
have received the appropriate training
ensure thaadequate acces®d egress
is maintained
ensureadequatdirefighting equipment is
available and maintained

ensure that footlygiene regulations

and procedures ambseved.

S Responsibility of employees and

voluntary workers

All employeesand voluntary workers
have a regponshility to co-operatein the
implementation of this health and safety
padicy and to takereasonable care of
themsévesand otherswhilst on church
businessor premises

Employeesand voluntary workers
must therefore:

1

comply with safetyrules operating
instructions and working procedures
use protective clothing and equipment
whenit isrequired

report anyfault or defectin equipment
immediately to the appropriate person
reportal acddents (however minor),
injuries nearmissesor otherpotential
safety hazards as soon psssble
not misuseanything provided in the
intereds of health and safety.

n Responsiblepersons

Thefollowing are regponsible for safety
in particular areas: (see next page)

Theselists are notexhaustive.

POLICY & GUIDANCE NOTES
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The following postholders are responsible for tbiviies or specific areas listed:

The numbers in brackets relate to the apprapsaction in this policy

BY ACTIVITY/AREA

POSTHOLDER

Accident Book/Accident reporting (1)
Fire extinguishers (2.1)
Emergency evacuation (2.4)
Portable electrical appliances (3.1)
Fixed electrical system (3.4)
Hazardous substances (5)

Plant and machinery (6)

Condition of floors and stairs (7.1)
Condition of Churchyard (7.2)
Light bulb changing (8)

Working at high levels (9)

Manual handling (12)

Building defects/glazing (13)

Child protection (14)

Personal safety (15)

Fetes and outings (16.1)
Contractors (17)

Health & Safety training

Main body of the Church

Vestry

Boiler room

Churchwardens overall, work may
carried out by contractors or volunteers

Tower Tours (16.-
Bell ringing (16.3)
Ringing chamber
Bell chambe

Bell Captait
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C ArrangementSimplementation of the padiicy)

This section sets out ouarrangements to
minimiseas far ads reasonably practicable
risks to the hedth and safety oemployees
voluntary workers members othe
congregation, visitors and contractors

Accidentsand first aid

First aid boxes ardocated in:
The entrance area

Trained/qualified first aiders are:

Jan Miles
Dawn Norton

The acadent bookis located in:

The entrance area

All acddents andincidents are enteredn the
acddent book or on arAcddent reportform
and ourinsurers advised..

If the churchislet to outside organisations,
they aretold in writing that in the event of an
acddent, details mustbe enteredin the
acddent bodk. A separate boois kept forthis
purpose

Acddent books andacddent recordsare
regularly reviewed.

RIDDOR Reporting of Injuries
Diseasesand Dangerous

OccaurrencesRegulations 1995

Theseacddents will be reported byhe
resonsible person

Under theReporting of Injuries Diseasesand
DangerousOccurrencefegulations 1995
(RIDDOR) thereis a statutoryregquirement to
reportcertain types ofacddent, dangerous
occurrencesand diseaseto the enforcing
authaities Fatd acddents maor injuriesand
injurieswhich involve the injured personbeing
absent from work for more than threleys
must be reported to thenforcing authaities
So mustdiseasesand certain dangerous
occurrences as defined by theregulations

There are threeequirements for reporting,
as follows

B seaiousinjuriesor dangerousoccurrences
(as defined by theregulations) mustbe
reportedimmediately. This mustbe
followed by a reportn writing within
ten dayson officia form F2508

B acddentsinvolving the injured person
losng more than threeconsecutive
dayswork (excluding the day ofthe
acddent butincludng any dayswhich
would not have beenworking days)but
which do notfal into the above category,
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must be reportedn writing within
ten dayson formF2508

B reportable diseasesas defined by the
regulations, must be reportedh writing to
the enforcing authaity on formF2508A.
This will be required only if the employer
receivesa written diagnosis of the
diseasemade by a doctor and thperson
concernedisinvolved with a workactivity
as specified in the regulations Reportable
diseasesinclude certain pasonings
infections such adegionélosis and
hepatitis and othercondtions such as
certain musculo-skeletal disorders

Accident reporting

The quicked and easied way to dothisisto
cdl the Incident Contact Centre and spea&
an ICC Operator whavill complete a report
form overthe phore Youwill be sent aopy
for yourrecords ThelCC Consultant will aska
few quedions and take dowappropriate
detalls Your reportwil be passed on tihe
relevant enforcing authaity and youwill be sent
a copy of theinformation recordedwhich you
canfile — this meets theRIDDOR requirement
to keep records dl reportableincidents

You canaso send reports by post email.
www.riddar.gov.uk

Tel. 0845300 9923

Fax. 0845300 9924

Email: ridda@connaughtplc.uk

Incident Contact @ntre, Caerphilly
BusinessPak, Caerphilly, CF83 3GG.

Recording

Full details of al acddents diseaseand
dangerousoccurrenceshoud be recorded
using the DataProtection compliant HSE
Acddent Book. Thisis necessry for
monitoring purposes ands also a requirement
of RIDDOR, aswell as theSocial Security
(Claims and PaymentsRegulations 1979
and Social Security Administration Act 1992

POLICY & GUIDANCE NOTES

Fire safety

Our pdicy is to fulfil our obligations under
the Regulatory Reform(Fire Safety)Order
2005 In order toachieve this, we undertake
the following:

B an assessment of tHiee risksin the
church andassociated buildings andthe
risks to ourneighbous Thisis carried
out ether as aspecific exerciseor as
partof our general hedth and safety
risk assesments

B a check that dire can bedetectedn
a reasonable time and thatpeople can
be warned

§ a check thapeople who may ben the
bulding can get ousafely including,
if necessry, the provison of emergency
lighting and fire exit sgnage

B to provide reasonable firefighting
equipment

B a check that those the bulding know
what to doif thereis afire

m aregular check that oufirefighting
equipmentisin place andis seviceable
and that thereis an annual maintenance
contractin place with a reputable company.

2.1
Fire extinguishers

Fire extinguishers are keptin the following

locations
Location Type ofextinguisher
By the organ Carbon Dioxide

By the Main door Water

11
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The extinguishers noted are checkedvery

Month

by the regonsible person to ensure that

they arestill in place and have not been
discharged.

The extinguishers noted above are
checked annually by

2.2
Fire alarm system

The Church does not have a fire alarm
system.

2.3
Other fire protection equipment

The Church does not have any other
fire protection equipment.

2.4
Evacuation procedure

Forlarge savicesand concerts, wherethe
congregation/audence exceals 100

CHURCH—- HEALTH AND SAFETY

our procedures for
stewarding/evacuation are asfollows

1

All desgnated fire doors mustbe
unocked before theseavice/event
commencesnd beclearly marked adire
exits using the 'Runnng Man' symbad

A check must be made that doas

can beopened

A trained steward must bellotted to
each door andhave regponsihility for
personsin a specific part of thechurch

Area of church Exit door
Nave Main door
Chancel Side door

4 Resorshility for using eachfire

extinguisher will be dlotted to named
and trained stewards

If emergencylighting is not available
torches must bewvailable for eachsteward
In the event of an emergencyfire/bomb
threat, etc), an announcemertb leave
the building will be made byhe

Duty Churchwarden
Personswill assenble on the

The Green

The emergencyseaviceswill be contacted
immediately by a nominated personusing
a mobiletelephore.
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2.5
Evacuation dill s

Fire evacuation drill s will be carried out:

Annually

. All employeesand voluntary workersshoud
ensure theyre familiar with escapeoutes
and ensuretheseare keptclear and
unolstructed.

2.6
If you discover a fire
(no matter how small)

1 Immediately rasethe aarm

2 Telephore the emergencysavices

3 Check thebuilding for occupants

4  Attack thefireif possble and within your
capability, using the appliances provided,
but withouttaking personal risk

5 If not possble to attack thefire or if
you are unsuravhich fire extinguisher
to use assst in the evacuation of the
bulding, ensuring that dl doorsare
closal behind you The generd ruleis
people before property

6 Evacuate to the desgnated assenbly pant

7 Ensureclear accesdor the
emergencyehicles

Electrical safety

1 Alist of dl ourportable electrica
appliancesis maintained by the
resonsible person

2 EBvery

Quarter

plugs, cablesand socketswill be
inspected by the regponsible person to
ensure thathere are noloose
conrections, wornflexes

or tralling leads Any repairs needed
will be reportedto

The Churchwardens
for action

3 Everyyear al our portable eectrical

POLICY & GUIDANCE NOTES

equipment will be tested by aompetent
personwith an appropriate level of
electrica knowledge and experience who
has the correcequipment to complete
the tegs knows how to uset and can
correctly interpret the resllts Any unsafe
equipment will be safely disposed of
Every

Quarter

a visua inspection will be carried out
of the fixed éectrical installation by
the regponsible person Any defects
will be reportedto

The Churchwardens

for action

Everyfive years ourfixed eectrica system

will be inspected and tested bgs

competentontractor whas a 'Full Scope

member of theNICEIC, ECA orNAPIT. Any

necessaryemedia work wil be carried out

At intervals of not more than two and telf

years oulightning conductor systermwill be

examined and tested by eompetent

specidist firm of lightning engineas

It is our pdicy not tosdl anysecond-hand

electrica goodsunessthey have been

inspected and tested by auitably

qudlified person and aegister of such

equipment is maintained

Misuseand abuse oflectricity isa

sgnificant cause ofiresand injury.

Faulty electrica equipment can Kil.

All employeesand voluntary workers

must obseve the following:

(i) Visualy checkall electrical equipment
before use

(i) Reportall faultsimmediately to the
regponsible person

(i) Do not attempt to use oepair
faulty equipment

(iv) No €electrica equipment is to be
brought onto thegremisesand used
untl it has been tested biye
approved person and entereith the
electrica equipment record

(v) Electrical equipment shoud be
switched off and disconnected when
notin use forong periods

13
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(vi) Flexible cablesshoud be postioned
and protected so that they dot
congtitute a tripping hazard andre
not subject to mechanica damage

Gas equipmentsafety

1 The Church has no gas supply.

Hazardous substances

Theregorsble personwil maintain alist of al
hazardoussubstancessedin the church/hall.

Where possble, we have eiminated the
use of hazardousubstances Wherethisis
not posshle our safetyarrangementsre
as follows:

For al hazardoussubstances which include
substancesmarked asharmful, irritant,
corrosive toxic, very toxic, flammable, highly
flammable, extremely flammable, explosive,

CHURCH—- HEALTH AND SAFETY

oxidising or dangerous for thenvironment,
data sheet=or productinformation provided by
the manufacturers are useddetermine the
correct method ofise protective clothing
nealed, method ofstorage and action to take
in the event of an accdent for example

Name ofsubstance Liquid floor cleaner

‘Flash

Hazardleve!: Low

Storage: Must be kepin locked
store room offregry

Protective clothing:  Wearoverdls and
gloves

Acddents If splashed in eyeswash

immediately with copious
amounts ofvater.

Do not mix chemicals

Do not storechemicasin unmarked
containers.

n Safetyof plant and machinery

Theregponshle personwill maintain alist of al
items ofplant and machinery. The procedures
for checking andrulesfor use are afolows

1 Employeesandvaluntary workersmust
not operateplant or machinery that they
are nottrained and authaiseal to use

2 Employeesandvoluntary workersmust
not ride on any parts ofnachinery not
intended for thatuse
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Machinery must beswitched off before
any adjustments are made

After carrying out maintenance and
adjustments, all guards must beeplaced
before themachinery is used

Before using anyitem of plant or
machinery, a check must be made
ensureit isin a safeworking condtion
correctly adjusted, and there ar@o
loosenuts, bdts or otherdefects

The appropriate persona protective
equipment detalled below mustbe

worn whenoperating anyitem of plant
or machinery

Persons under the age of 18 nsge
handtods only and are nopermitted

to operate any powaetriven item of
plant or machinery

Ladders maynly be used whemwther
equipment such as towescaffolds or
mohile eevated work platforms cannot
be used and for work of shodtration
provided they can besafely secured. This
may necesdate the use ofadder ties
Any defect and damage found to atgm
of plant or machinery must be reportedo
the regponsible person

All plant and machinery will be regularly
maintained and aschedue kept of
maintenance regquirements.

Lawnmower to be cleaned after use and
serviced annually

Persons must not work dheir own
unlessthey have a means of
communication and have notfied a
colleague of the details of the workbeing
undertaken and agreed a procedtoe
ensurether safetyis checkedon

POLICY & GUIDANCE NOTES

12 Thefdlowing items of plant and equipment
are tested by a competent person
accordancewith aninspection programme.

The Church does not have this type of equipment

Slips, trips and falls —
condition of floos, stepsand paths

In order to reduce as far as reasonably
practicable the risk of dips trips and falls
an inspection will be madeevery

Month
by the reponsible person of

1 dl floorsandstairsin the church,and

2 dl paths and stepm the churchyard.
Paticular note will be made ofnoss
dgae andleaveson paths Any defects
will be reportedto:

The Churchwardens

who will arrange forepairs or remedial
measures$o be carried out

15
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n Lighting

In order to ensure that the churictadequately
lit, aninspection will be madeevery

Month
Preparation of food

by the reponsible person to ensure thal

lightsin the church, hall and churchyard are 1 Food is not prepared or stored in the Church.
working. Any bulbs that require replacing will

be reportedto
The Churchwardens

who will ensure that théubs are replaced
following appropriate safety procedures

nWorking at high levels

Thefollowing areas arelesgnated as
high levels

Heights above 10 feet from the floor

Only the following persons may work digh level

Approved contractors
Competent volunteers

Appropriate health and safety procedures must
be followed:

Manual handling —

lifting, carrying and moving loads

1 Ourpdicy isto eiminate the need
for manua handing as far ass
reasonably practicable
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2 Whereit is not possble to avoid the
need tomove loads, we will carryout
risk assessmenend make use of
lifting aids including trolleys lifts and
hasts as far agpossble

3 Thenecessry training will be given to
al those employeesand voluntary
workers who areequired to undertake
manua handing

4 Only those persons whiave received
the appropriate training are authaisel
to undertakemanua handing tasks

Display screen equipment

Our pdicy is to assesshe risks to all habitual
users of computeworkstations and toreduce
thoserisks to thelowed level posshle
Thefallowing factorswill be considered

when carrying out risk assessents

stability andlegibility of the screen
contrast andurightnessof the screen

tiit and swivel of the screen

suitability of keyboards desks andthairs
the workstation environment

the use-friendinessof the software

Daily work routnesuwill involve periods away
from the screen. Wherenecessry, risk
assessmentall be carried out bythe
regonsible person.

Currently display screen equipment is use
very occasionally.

Hazardous buildings/glazing

1 Ourpdicyisto ensure that ousuldings
are safe andvithoutrisks to the health,
safety andwelfare of dl who workin and
use them. In order toachieve this the
builldings are inspected every

Quarter
by the regponsible person

2 Anydefects noted arenmediately
reportedto

The Churchwardens

and the procedures piuthand forepairs
3 Wherenecessry, temporarymeasures

POLICY & GUIDANCE NOTES

are taken to ensure that thesenorisk
of acddent or injury untl
permanent repairs can becarried
out
4  Acheckismade of anyasbestoi the
bulding by a competent persamotng
itslocation, type andcondtion Where
necessry, asbestowill be removed by a
licensead contractor. Information regarding
any asbestosemaining in the building is
given to dl contractors and anyorgse
who may beaff ected
5 Acheckis made ofal glazing in the
buldings to ensure that anglass
in windows below waist height andin
doors andbesde doorsbelow shouder
height is of a safetymaterid oris
protected against breakage

Child protection

The Church has adopted and follows the
Safeguarding Palicy issued by the Diocese of
Peterborough and a copy will be kept in the Vestry

A permanent recordill be mantained of
al acddents involving children.

Personal safety

Risk assessmentsill be undertaken to
assesthe risks to personsworking alone
in the church, travelling to and fromchurch,
accepting personsinto their homesand
handing cash and otheraduables

17
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Proceduresnust be drawnup, including the
appropriate control measures A guidance
note concerning persona safetyis available
from Ecdesastical.

Risk assessnents/activities

Risk assessmentall be carried out onall
areas of the churchremisesand al activities
that carry asignificant risk at regular intervals
by a competent persan order tomee

our obligations under The Management of
Health and Safety at WorRegulations 1999

Risk assessments will be carried out on the
following are attached to this policy. The need

for risk assessments will be reviewed annually.

¢ People alone in Church e.g. cleaning and flower
arranging;

¢ All bellringing activities

e Churchyard activities, including maintenance

Churchwardens are responsible for ensuring agreed g

risk assessments are in place, assisted by memwibers
the PCC.

Contractors

Anyoneentering church premisesfor the
purposes o€arrying out work, otherthan
an employeeor voluntary worker ofthe
church, will be regarded as @ntractor.

All contractors, including the séf-employed,
must abide by the following:

1 havether own health and safetypdicy
(whererequired by law) and beable to
provide a copy of thesame

CHURCH—- HEALTH AND SAFETY

2 produceevidence that theyhave
appropriate Public and Employers
Liability insurance in place A record of
this evidence will be maintained

3 comply with dl the requirements of this
heath and safetypdicy and co-operate
with the churchofficialsin providing
a safeplace of work and a safesystem
of operation

4 where plant and machinery is brought
onto the churctpremisesby contractors
they must beable to showwhere
necessry that theeguipment has been
inspected and tested tensure
its safe operation

5 contractors mawpny usesub-contractorsro

persons other thatiher own direct

employeeswith the exprespermisson of
the churchofficids However, reponsibility
will remain with the contractors

al contractorswill be given detaled

instructions regarding the areas wherthey

are permitted to work and the extent of
the work they areauthaised to undertake

This 'permit to work' will also specify any

safety precautions they mustundertake

CDM Regulations

The Gnstruction (Desgn & Management)
Regulations apply to al construction workin
Great Bitain. You shoud be aware of your
repornsihiitiesunder theseegulations

As a'client — anindvidua or organisation
for whomconstruction workis being carried
out you have a number ofpecific duties
under the CDMRegulations, however, you
can appant a competent person &ssst you
in the discharge of these dutiesif you wish.
The ApprovedCode ofPractice to the CDM
Regulations summarisesthe dutesof a client
asfolows

B check thecompetenceandresource
of dl appantees
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[ ensure there aresuitable
management arrangementsfor the
project including welfare facilities

m alow sufficient time andresources
for al stages

m  provide pre-construction information
to desgners and contractors

A project is notfiable to the HSHf the
construction phasewill be longer than 30days
or 500 person days @bnstruction work, and
for such projects, clients must:

§  appdnt a CDMco-ordinator
B appdnt a Principa contractor
B make sureconstruction work doesnot
start unlessthere aresuitable welfare
facllities and aconstruction phaseplan is
in place

provide information relating to the

health and safetyfile to the CDMco-
ordinator
m retain and provide accesdgo the heath

and
'fetyfil e

Information and enforcement

Environmental Health Service Information:

Address

Environmental Health Dept
Wellingborough Borough Council
Swanspool House

Doddington Road
Wellingborough

NN8 1BP

Tel: 01933 229777

Email:customerservices@
wellingborough.gov.uk

Employment Medica Advisory Service
Information

Address
NHS Direct

Tel: 0845 4647

Website: www.nhsdirect.nhs.uk

Hedth and SafetyExecutive
Information Line 0845345 0055
HSE Books 01787 881165

Health and SafetyLaw poster

A copy of the HSE posteHealth and
Safety Law — what yoshoud know' is
displayed in;

The Vestry

POLICY & GUIDANCE NOTES
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Health and safetguidance notes

How to carry out arisk assesment

Risk assessmems not difficult, butit does
take time It is sensible therefore, to spread
the load as far ass posshle and forpeope
to carry outrisk assessmenta their own
particular area, where they best knoabout
any hazards. For example, the organist shoud
look at the orgaroft and char vedry, the
tower captain the ringing chamber andéfry,
and soon The processshoud be overseen
and co-ordinated by the person whbas
overal regonsbility for health and safety.

Systematicdly look at each area dhe
church/hall or otherbulding and noteall
of the hazards andsks and anyexisting
safety measures Note aso anyperson
who may bespecifically at risk. You must
then note anwddtiona safety measures
or ‘controls which will reduce thoseisks
as far asposshle Aswel as theinterior
of buldings you mustaso look at the
churchyard and othesxterna areas

In order tohelp you, a checklist is given
overleaf of common hazards that yshoud
look forin each area thas being assesseé
The checklist isin the same order abhe
sections of the health and safetypdicy. If any
of these hazards are present then retioeth
and what you need to do abahem. Look for
any other hazards that may notibeluded in
the checklist, such asspecific activitiesor
piecesof equipment that may causéarm.

If youwish, you cancalculate arisk rating to
help you prioritiseany addtiona safety
measureshat may berequired.

An example of arisk assessmens shown
on page25

It is not necessry to dothis caculationif you
dorit wantto. Justleave the likelihood
severity andrisk rating columns blank and
note anyexisting safety measuresnd any
addtional ones that youdecide to implement

However, anyrisk which coud result in
a fatality mustreceive priority attention

Risk assessmentcalculator

To calculate a risk rating, you need ta@rade
both thelikeihoodand severity from 1 to3.
The grades are themultiplied togetherto
give arisk rating.

Likelihood
The likelihood of something happening can
be gradedas

1 = Low(sedom)

2 = Medium (frequently)

3 = High (certain or nearcertain)
Severity

The severity of injury if something does
happen can be gradess

1 = Low(mino cuts andbruises

2 = Medium (seiousinjury or
incapacitated for 3 days omore)

3 = High (fataity or a number of

personsseaioudly injured)
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Having assesseboth likeihoodand sererity,
arisk rating can becalculated by multiplying

the likelihoodwith the severity. Thiswill give

arating from 1 to9.

Risk rating matrix

Likelihood 2

P P N W
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Severity

The implementation of addtiona controls
can then beprioritised as follows:

Risk Rating:
1-2 = low priority
3—-4 = medium priority

6-9

high priority

B With low priority no action at all
may be required.

B With medium priority additional
control measuresnay benecessy.

B With high priority it may benecessry
to stop theparticular activity or redrict
accesdo the areauntl action has
beentaken.
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Risk assessmentcheckli st

Accidentsand First aid

Provison of first aid equipment

Personswith first aid training

Procedureso deal with acadents

Transportarrangementso hospita

Existing arrangementand assess
what is nealed

Fire safety

m  Combustible materids flammable liquids
and accumulations of waste
Heaters smoking and other sources béat

m  Provison of fire exits escaperoutes sgnage
and emergencyighting

B Provison of fire detection equipment
and firefighting equipment

m Effect of afire on ourneighbous

B Evacuation plans and training of stewards

Electrical safety

B Condtion of fixed electrical instalation,
includng switchesand sockets

B Condtion of portable electrical appiances
includng leads and plugs

§  Use ofunauthaiseal eectrical

appliancesand temporarywiring

Mechanica damage taviring

Frequency ofnspections

Gas safety

m Condtion and maintenance arrangements
for fixed gas balers and heaters

B Condtion andarrangement$or use
includng storage andhanging of
cylinders for portable Liquid Petroleum
Gasheaters
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Control of hazardous substances

Internal
m Cleaning materials
B Types amounts storagearrangements

B Provison of persond protective
equipment

External
m Pedicides herbicides petrol
B Types amounts storagearrangements

B Provison of persond protective
equipment

Plant and machinery

Interna

1 Condtion and potentia injury arising
from font covers, sanctuarylamps hanging
roods andcrossescanopesand other
suspendedems

Lifts hasts and othetifting mechanisms
§ Ladders scaffolds and staging,
includng storage andhccesshility
Display screen and computequipment
Bells cdock weights and chiming mechanisms
Any other equipment

External
§  Churchyardmaintenance equipment

B Lawnmowers gangmowers strimmers,
etc.

Slips, trips and falls

Internal
B Loose carpets rugs, matsand
other floor coverings
B Loose anduneven tiles stone
paving and floorboards
Tralling leads and otherobstructions
Worn, steep andineven steps andstairs
Inadequate lighting, lack of handrails

External
®  Uneven and poaly maintained paths
and steps baler room steps andccess

B Pothdestree roots andinprotected
drops

B Gravedonesand otherobstructions
m Long grass andindergrowth
B Areasdesgnated as wildlife habitats

B Poordrainage of paths and growtbf
dgae
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Inadequate lighting andlack of handrails
Unprotected opemgravesprior to burias
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Lighting

Interna

"
Check adequacy difghting

Pay
particu
lar
attent u
onto
stairs "
steps n
crypts
basem

ents
|

External [

Pahs, ]
steps,
drives
car
parks,
baler
room
steps
and
entran
ces

Falls from a height

Interna

Arrangements folight bub changing
Use ofunsecurediadders

Unprotecte

d openings

and

walkways

at high

level

Roodloft openings

Use offixed vertical ladders

Externa

Clearing of gutters andialeys
Low parapets anthaustrades

Food hygiene

Extent of foodpreparation

Nature of foods to be prepared astdred
Areas used for foo@reparation

Facilities

for washing

and

preparation of foodstuffs

Facilitiesfor storage ofoodstuffs
Experience, training and competence

of food handers

Manual handling

Moving and lifting of furniture,

staging, pianos and otherequipment

Numbersrequired
Specialist equipment needed

Display screen equipment

List al computerequipment
Who usesit and for howlong
Check sedting, workstation, screen, software
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Hazardous buildings /glazing

B Loose stonework, faling masonry,
parapets pinnacles dates tiles gutters, flag
pdes

B Detal anyglassin windows below waist
height andin doors orbesde doorsbelow
shouder height which is not of asafety
materia or protectedagainst breakage
(narrow panes up to 250mm nerdt
be included)

B Arrange for a competent persoo
check for the presencef asbegos

B Dangerousgravegones tombs
monuments andrailings in the churchyard

Child protection

m  Existing child protection procedures
B Implementation of Diocesan guidelines

Personal safety

Risk of attack
Lone working, churchsitting
Handing of cash
Means ofraising an
adarm, summoning
assstance

Activities and other hazards

Services concerts events, exhibitions, etc.
Numbersattending
Age-related hazards(children/elderly)
Disability accesgprovison
Fétes sponsoredwaks fundraisng
activities
B Bungeejumping, abseling,
parachute jumps etc.
Note: These activities will require separate
insurance arrangements by the provider of
the facility
| Look for and note any othehazard
which coud cause someone harwhich
are notincluded in the above checklist.
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Improving safety —

additional control measures

In mostcasesit will be obvious whataddtional
measures are necessary to redige For
example if thereis arisk of fdling down steps
which are badly lit and do nohave a handrall,
the addtiona controls neededwill be to
improve the lighting andfit a handrail.

If youfind any hazardouglazing, this will need
to bereplaced with safety glass such

as toughenedr laminated, be covered

with a safetyfilm or have a barrier fitted.

If there arerisks of fals from aheight, you
will need toconsider the fitting of barriers
or the use of safetiatchways eyebdts and
the use oharnesses

In manycaseshowever, safety carbe
improved by changing working methods

It does notdways require alterations to the
bulding. For example, thereis a considerable
risk of acddent andinjury if bells areleft

‘up afterringing. This hazard can beemoved
smply byringing bells ‘'down’ after ringing.

Maintain a record of the work yobhave
done to reduce aemove hazards

Remember that mosthangedo the
bulding, even if required for hedth and safety
reasons, will still be subject to the usual
Faculty procedures

Your churcharchitect will also need tobe
involved in desgning changesand producing
the appropriate plans
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Four examplesof risk assessmentare given below:
Note: the likelihood and severity rating will depend on what existing controls
are already in place

Falls down 3 (High) 2 (Medium) 3 x2=6 Fit handrall
stepsinto the (High
church priority

action)

Cuts eye All operators 1 (Low) 1 (Low) 1x1=1 Strimmer must be
injuriesand useful face (Low regularly seviced
hearing loss  visor, gloves priority and maintained
from use of ear muffs action)

strimmer in sted-capped

churchyard boots must
be over18
and have
beentrained

Portable hot None 1 (Low) 2 (Medium) 1 x2=2  Strap the wateheater
water heater— (Low to thewall or place it
risk of scalds priority in a crade to prevent
and burns action) it from being knocked
from hot over. Replace with a
water and fixed heater

steam

Faulty fixed None 3 (High) 3 (High) 3 x3=9 Isolate the faulty
electrics — (High electrical wiring and
risk of electric priority arrange for a wglified
shock and action) electrician to carryout
burns remedia work atthe

earlies oppatunity.
Ensure thefaulty wiring
cannot beswitched
backon until it has
been madesafe
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