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important that you read this
document carefully and understand
your role and the overall
arrangements for health and safety.
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it.
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A: General Statement of Policy
Our policy, so far as is reasonably practicable, is to provide and maintain safe
and healthy working conditions, equipment and systems of work for all our
employees, casual labour and voluntary helpers, and to provide such
information, training and supervision as they need for this purpose.
We will also endeavour to ensure, so far as is reasonably practicable, the
health, safety and welfare of all members of the congregation, contractors,
visitors and others who may visit the church, church centre and other areas of
the site.
The allocation of duties for safety matters and the particular arrangements
that we will make to implement the policy are set out below.
The policy will be kept up to date, particularly in the light of any changes to
our buildings or activities. To ensure this, the policy and the way in which it
has operated will be reviewed regularly and the appropriate changes made.
In order to ensure that health and safety matters are kept constantly under
review,
An item on health and safety will be on the agenda as part of the Church
Manager’s Report for all meetings of the Parochial Church Council. Subcommittees (where they exist) and employees and voluntary workers will be
consulted on a regular basis in order to seek their views on health and safety
matters.

Signed

Vicar
Date

2|P a g e

B: Organisation and responsibilities
1 Responsibility of the Vicar
Overall responsibility for health and safety is that of the Vicar, the Revd Jon
Scamman, who will ensure that arrangements are in place to satisfy health
and safety regulations and appropriate Codes of Practice. Specific
responsibilities may be delegated to church personnel. As new projects
emerge, the names of responsible persons will be notified and the list
amended accordingly.

2 Responsibility of the Churchwardens
Responsibility to ensure that the arrangements outlined in this policy are
carried out and updated as necessary lies with the Churchwardens:
Sim Lane-Dixon
Linda Hendry

3 Responsibility of the Parochial Church Council
The Parochial Church Council has general responsibility to ensure that the
health and safety policy is implemented.

4 Responsibility of the Health and Safety Officer
The Church Manager carries the responsibility for the day-to-day
implementation of the arrangements outlined in this policy.
The responsibility of the health and safety officer shall be to:
1. be familiar with health and safety regulations as far as they concern church

premises
2. be familiar with the health and safety policy and arrangements and ensure

they are observed
3. ensure so far as is reasonably practicable, that safe systems of work are in

place
4. ensure the church, centre and annexe are clean and tidy
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5. ensure the grounds, including the ramp and car park, are maintained,

including the safety of boundaries and trees
6. ensure that safety equipment and clothing is provided and used by all

personnel where this is required
7. ensure that all plant, equipment and tools are properly maintained and in

good condition and that all operators have received the appropriate training
8. ensure that adequate access and egress is maintained
9. ensure adequate firefighting equipment is available and maintained
10. ensure that food hygiene regulations and procedures are observed.

5 Responsibility of employees and voluntary workers
All employees and voluntary workers have a responsibility to co-operate in
the implementation of this health and safety policy and to take reasonable
care of themselves and others whilst on church business or premises.
Employees and voluntary workers must therefore:
1. comply with safety rules, operating instructions and working procedures
2. use protective clothing and equipment when it is required
3. report any fault or defect in equipment immediately to the appropriate

person
4. report all accidents (however minor), injuries, near misses or other potential

safety hazards as soon as possible
5. not misuse anything provided in the interests of health and safety.

6 Responsible persons
The following are responsible for safety on church premises during services
and other organised activities:
Service, group, or activity leaders; Church Manager; Churchwardens. In
addition, the Worship Co-ordinator is responsible for the safety of all music
and PA equipment.
For a list of PCC approved groups and their leaders please see the
following documents:
 PCC Notification of Regular Children’s Groups
 PCC Notification of Regular Youth Groups
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 PCC Notification of Regular Adult Groups
 Home Group Leaders List

C: Arrangements (implementation of the policy)
This section sets out our arrangements to minimise as far as is reasonably
practicable risks to the health and safety of employees, voluntary workers,
members of the congregation, visitors and contractors.

1. Accidents and first aid
First aid boxes are located in each kitchen: Preschool; the Church Servery; in
addition Youth and Children's ministries have their own first aid kits for off-site
activities. Kits are checked every six months.
A defibrillator is stored in the Church Servery.
Trained/qualified first aiders are listed in Appendix A.
The accident books are located with the first aid kits.
A central Accident book and Incident Book are kept.
All accidents and incidents are to be entered in the accident book (the tear-off
sheet should be returned to the church office as soon as practicable).
In the event of a reportable accident (defined below), our insurers must be
informed - the Health and Safety Officer (Katharine Shentall) is responsible
for ensuring this is done.
If the church or church centre is let to outside organisations, they are told in
writing that in the event of an accident, details must be entered in the
accident book - the tear-off sheet must be returned to the church office (via
letter box if outside office hours).
Accident books and accident records are regularly reviewed.

1.1 Covid-19
Control of Coronavirus Covid-19 and subsequent variants in public and
private places continues to be the subject of ongoing national efforts from
February 2020. It is mitigated mainly through social distancing, wearing facecoverings and hand-washing/sanitising. The church is closely following
guidance from national, regional and diocesan sources to ensure church
members (including children and the elderly), staff and the public are
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protected as much as possible. Guidance and risk assessments are regularly
prepared, updated and reported.

1.2 Incidents that need reporting in order to comply with
RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013)
The following information is a guide only. Further and more comprehensive
information relating to reporting criteria is to be found on the HSE RIDDOR
website.
This information relates to incidents that require reporting under RIDDOR.
Please note though that all accidents, whether involving employees,
volunteers or members of the public, should be recorded in the accident
books (located with each First Aid box). The completed forms should be
returned to the office and filed in the accident folder. If the accident requires
recording or reporting under RIDDOR a copy should be made and filed in the
RIDDOR file.
The following injuries, diseases and occurrences need to be reported under
RIDDOR:

Injuries (to volunteers or members of the public)
Accidents to volunteers and members of the public must be reported
if:The accident was caused by our working practices or premises (for
instance someone tripping on a flat surface does not need reporting
but someone tripping on a loose step or raised flag stone may do) AND
The person was taken directly to hospital with an identified injury for
treatment. This does not include people taken for tests or monitoring as
a precaution.

Dangerous Occurrences:
Incidents with high potential to cause death or serious injury. See HSE
website for further details.
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Injuries to our employees and clergy
RIDDOR requires a report only when there has been:1. An accident which causes the injury
2. The accident was work related (i.e. caused by the way the work
was carried out, work machinery or equipment or the condition
of the workplace
3. The injury is of a type which is reportable (see below)
Reportable Injuries (if occurring to employees or clergy):
Death, with the exception of suicide, must be reported if it arises from a workrelated accident, including an act of physical violence to a worker.
Injury requires resuscitation or admittance to hospital for more than 24 hours
Injury leads to the employee being off work or unable to perform their normal
work duties for more than 7 days (not including the day of the accident but
including days off)
The following specific injuries:
 Fractures, other than fingers, thumbs and toes
 Amputations
 Any injury likely to lead to permanent loss of sight, or reduction in sight
 Any crush injury to head or torso causing damage to brain or internal
organs
 Serious burns (including scalding) covering more than 10% of the body
 Burns causing significant damage to eyes, respiratory system or other
vital organs
 Scalping requiring hospital treatment
 Loss of consciousness caused by head injury or asphyxia
 Any other injury arising from working in an enclosed space which leads
to hypothermia or heat-induced illness
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Diseases to our employees and clergy
Certain diagnosed reportable diseases and conditions which are
caused by or made significantly worse by exposure to specific
hazards in the work place. These should be reported when we are
informed in writing by the employee with a supporting statement from
their doctor. These conditions include: carpal tunnel syndrome;
 severe cramp of the hand or forearm;
 occupational dermatitis;
 hand-arm vibration syndrome;
 occupational asthma;
 tendonitis or tenosynovitis of the hand or forearm;
 any occupational cancer;
 any disease attributed to an occupational exposure to a
biological agent.

Reporting should be done online by church office staff within 15 days of the
incident in compliance with HSE regulations.
Records should be kept in the RIDDOR file of any reportable injury, any injury
that requires the employee to be off work for more than 3 days (even if not
reportable), disease or dangerous occurrence.
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2. Fire safety
Our policy is to fulfil our obligations under the Regulatory Reform (Fire
Safety) Order 2005. In order to achieve this, we undertake the following:
1. a assessment of the fire risks in the church and associated buildings and

the risks to our neighbours. This is carried out either as a specific exercise or
as part of our general health and safety risk assessments
2. a check that a fire can be detected in a reasonable time and that people

can be warned
3. a check that people who may be in the building can get out safely

including, if necessary, the provision of emergency lighting and fire exit
signage
4. to provide reasonable firefighting equipment
5. a check that those in the building know what to do if there is a fire
6. a regular check that our firefighting equipment is in place and is

serviceable, and that there is an annual maintenance contract in place with a
reputable company.

2.1 Fire-fighting equipment
Fire-fighting equipment is kept in the following locations:
Church Centre
Alarm panels and break glass point will be confirmed in a revised
policy.
Extinguishers:
Locations and extinguisher types to be confirmed
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Church Centre
Extinguishers:

Church Building
Alarm Panel is by rear (Choir Vestry) entrance.
Break glass points: inside back door; beside yellow exit doors (west
end); top of staircases in upper lounge.
Extinguishers:
Choir Vestry/ Rear Entrance (Water) – by back door
Nave/Main Auditorium (Water) – by door from Choir Vestry
(Water) – by sound desk
(CO2) – on pillar behind sound desk
(Powder) – on pillar behind sound desk
Chancel/Band Area (CO2) – behind arch pillar on south side
Servery (Powder) – on partition wall by counter
North Balcony (Water) – on wall at door end
(CO2) – on wall at door end
South Balcony (Water) – on wall at door end
(CO2) – on wall at door end
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The extinguishers noted are checked monthly by the Church Manager or a
person designated by them to ensure that they are still in place and have not
been discharged.
The extinguishers noted above are checked annually by Bay Fire Ltd.

2.2 Fire alarm system
The fire alarm system is checked weekly by the Church Manager or a person
designated by them. The system is serviced annually by the maintenance
contractor.

2.3 Other fire protection equipment
The fire blankets in the kitchens are checked at the same time as the fire
extinguishers.

2.4 Evacuation procedure
Church Building Evacuation Procedure.

1.

When the alarm sounds the service leader will stop the service and
clearly read out the pre-written evacuation instructions. At this point
the projectionist will also display the evacuation instructions slide.
The Service leader will then remain at the front to assist the Warden
in case more instructions need to be given.

2.

The welcome team under the direction of the Warden will open the
internal doors and guide people out of the building. One team
member will lead people from the front rows of seating out of building
via the choir vestry. The rest of the welcome team will open the
doors in the foyer and lead people from
the building via the main doors.
In order to facilitate the effective
The Warden will remain at the
implementation of this plan it is
Sound Desk in order to
important that exits are kept clear
co-ordinate the evacuation.
and unobstructed at all times in
case the need arises to evacuate
the building.
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3. If the alarms sound whilst Junior Church groups are in session,
children will be the responsibility of their group leaders. Should
the alarms sound when these groups are not in session then it is
the responsibility of their parents or guardians to evacuate them
safely from the building. Except when children are in the care of
Junior Church groups, they should not be ushered out of the
building by church staff or volunteers without their parents or
guardians unless there is a clear and immediate danger. This is in
order to safeguard children in the event of a false alarm. If they
would clearly be put in more danger by remaining in the building
(for instance smoke can be seen or smelled) then they should be
escorted out of the building to the assembly point. In the
eventuality there are still children in the building once everyone
else has been cleared the warden and service leader will escort
them out of the building to the assembly point.
4. The Welcome Team will lead people away from the building to the
assembly point on Thurnham Street. The main exit route from the
foyer should be down the steps and out of the front gate. Those
who cannot manage these steps should be lead round the side of
building and out of the Marton Street exit if it is safe to do this. It is
important people are got away from the building swiftly and do not
congregate immediately outside (especially near the boiler room)
as this will put them and people still inside in danger.
5. As the building is clearing the
Warden will call the Fire
It is important that this procedure
Brigade.
is carried out in a calm and efficient
6. Before leaving the building
manner and that each person
the Warden will check that
knows what their responsibilities
the upstairs is clear of
are. It should also be noted that
people (if it is safe to do so)
things may go wrong that need to
and the Service Leader will
be dealt with calmly and
check the toilets are clear.
efficiently. It is possible for
instance that one or more exit route
may be blocked in which case
people will need to be guided out
via other routes.
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Church Centre Ground Floor Evacuation Procedure.

Church Centre First Floor Evacuation Procedure.

Church Centre Second Floor Evacuation Procedure.

2.5 Evacuation drills
It is not currently considered practicable to enact evacuation drills during
church services - the risk of incidents, due to our location on busy roads,
makes it disproportionately dangerous to do so. In view of this, our
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evacuation procedures for the church are very detailed, and those involved in
running services need to be very familiar with them.
Annual training for service leadership teams, staff and wardens, is provided.
Fire evacuation drills in the church centre will be carried out annually. All
employees and voluntary workers should ensure they are familiar with
escape routes and ensure these are kept clear and unobstructed.

2.6 If you discover a fire (no matter how small)
1. Immediately raise the alarm. This should include operating one of the red

box ‘call points’ located on all exit routes.
2. Telephone the emergency services.
3. Check the building for occupants.
4. Tackle the fire if possible and within your capability, using the appliances

provided, but without taking personal risk.
5. If not possible to attack the fire or if you are unsure which fire extinguisher

to use, assist in the evacuation of the building, ensuring that all doors are
closed behind you. The general rule is PEOPLE BEFORE PROPERTY.
6. Evacuate to the designated assembly point.
7. Ensure clear access for the emergency vehicles.

2.7 Use of candles
Whenever using candles the controls set out in the risk assessment in
Appendix D must be put in place.
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3. Electrical safety
1. A list of all our portable electrical appliances is maintained by the Church

Manager, or someone appointed to by them to maintain the list.
2. All users of electrical equipment should take responsibility for checking that

the equipment they are using is in a safe condition - a quick but thorough
visual check is generally adequate to identify most potential hazards. Any
faulty items should no longer be used and should either be removed or
labelled, ‘do not use,’ to avoid others using them. Any faults must be
reported to The Church Manager, for action.
3. All our portable electrical equipment will be tested every 48 months by a

competent person with an appropriate level of electrical knowledge and
experience who has the correct equipment to complete the tests, knows how
to use it and can correctly interpret the results. This interval should be
shortened to 24 months for portable or extensively used equipment. Any
unsafe equipment will be safely disposed of.
4. Every six months a visual inspection will be carried out of the fixed

electrical installation (consumer units, sockets, switches, exposed cables,
cable trunking, etc.) by the responsible person. Any defects will be reported
to the Church Manager for action.
5. Every five years, our fixed electrical system will be inspected and tested by

a competent contractor who is a ‘Full Scope’ member of the NICEIC, ECA or
NAPIT. Any necessary remedial work will be carried out by an appropriate
person.
6. At intervals of not more than two and a half years our lightning conductor

system will be examined and tested by a competent specialist firm of
lightning engineers. Any necessary work will be carried out by a competent
contractor.
7. It is our policy not to sell any second-hand electrical goods unless they

have been inspected and tested by a suitably qualified person and a register
of such equipment is maintained.
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8.Misuse and abuse of electricity is a significant cause
of fires and injury. Faulty electrical equipment can kill.
All employees and voluntary workers must observe the
following:
(i) Visually check all electrical equipment, including cables and
plugs, before use.
(ii) Report all faults immediately to the responsible person.
(iii) Do not attempt to use or repair faulty equipment.
(iv) No electrical equipment is to be brought onto the premises
and used until it has been tested by the approved person and
entered in the electrical equipment record.
(v) Electrical equipment should be switched off and
disconnected when not in use for long periods.
(vi) Flexible cables should be positioned and protected so that
they do not constitute a tripping hazard and are not subject to
mechanical damage.
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4. Gas equipment safety
Our gas boilers, gas cookers and any other gas equipment are maintained
and checked annually by a competent contractor who is registered with the
Gas Safe Register. Any necessary work required for safety is to be
implemented immediately by a competent contractor.

5. Hazardous substances
The Church Manager will maintain a list of all hazardous substances used in
the church/church centre.
Where possible, we have eliminated the use of hazardous substances.
Where this is not possible, our safety arrangements are as follows:
For all hazardous substances, which include substances marked as ‘harmful,
irritant, corrosive, toxic, very toxic, flammable, highly flammable, extremely
flammable, explosive, oxidising or dangerous for the environment’, data
sheets or product information provided by the manufacturers are used to
determine the correct method of use, protective clothing needed, method of
storage, and action to take in the event of an accident.
Do not mix chemicals unless the manufacturer’s instructions state this
is permissible/required.
Do not store chemicals in unmarked containers.
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6. Safety of plant and machinery
The Church Manager will maintain a list of all items of plant and machinery.
The procedures for checking and rules for use are as follows:
1. Employees and voluntary workers must not operate plant or machinery that

they are not trained and authorised to use.
2. Employees and voluntary workers must not ride on any parts of machinery

not intended for that use.
3. Machinery must be switched off before any adjustments are made.
4. After carrying out maintenance and adjustments, all guards must be

replaced before the machinery is used.
5. Before using any item of plant or machinery, a check must be made to

ensure it is in a safe working condition, correctly adjusted, and there are no
loose nuts, bolts or other defects.
6. The appropriate personal protective equipment detailed below must be

worn when operating any item of plant or machinery.
7. Persons under the age of 18 may use hand tools only and are not

permitted to operate any power driven item of plant or machinery.
8. Ladders may only be used when other equipment such as tower scaffolds

or mobile elevated work platforms cannot be used and for work of short
duration provided they can be safely secured. This may necessitate the use
of ladder ties.
9. Any defect and damage found to any item of plant or machinery must be

reported to the responsible person.
10. All plant and machinery will be regularly maintained and a schedule kept

of maintenance requirements, for example, our gas-fired boiler is checked
and maintained annually by a registered ‘Gas Safe’ engineer.
All items of plant and machinery and the rules and procedures for their use,
including the appropriate personal protective equipment needed, are listed in
Appendix B.
11. Persons must not work on their own unless they have a means of

communication and have notified a colleague of the details of the work being
undertaken and agreed a procedure to ensure their safety is checked on
regularly.
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12. Items of plant and equipment which are required to be tested by a

competent person in accordance with an inspection programme are listed
and noted as such in Appendix B.

7. Slips, trips and falls – condition of floors, steps and paths
In order to reduce as far as is reasonably practicable the risk of slips, trips
and falls, an inspection will be made every quarter by the responsible person
of:
1. all floors and stairs in the church and centre
2. all paths and steps in the grounds. Particular note will be made of moss,

algae and leaves on paths. Any defects will be reported to the Church
Manager or Churchwardens who will arrange for repairs or remedial
measures to be carried out.

8. Lighting
In order to ensure that the church is adequately lit, an inspection will be made
every month by the responsible person to ensure that all lights in the church,
centre and grounds are working. Any bulbs that require replacing will be
reported to the Church Manager, Katharine Shentall, who will ensure that the
bulbs are replaced following appropriate safety procedures.
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9. Working at height
Only approved contractors and competent volunteers may work at high level.
The following procedures must be followed:
 You should avoid working at
height where possible
 Only competent people are
allowed to work at height those who have been trained
in the use of ladders or other
equipment required in order to
work at high levels
 You may only work at height
with the permission of the
Church Manager or Church
Wardens

We define working at height
to mean working anywhere
with a risk of falling, or where
any sort of aid (e.g. stepladder)
is required to enable the work
to be carried out (e.g. Changing
a lightbulb).

 You must follow the flowchart below to minimise the risks as far as
possible
 You must risk-assess the activity and review risk assessment each time
the procedure is carried out – including the legal requirements list
 You must not work alone if above a single height, step-ladder
 Ladders must be checked for defects or unsuitable placement when
moved or every seven days, whichever is sooner.
 Ladders must be inspected for safety every quarter.
 Hazards must be reported to the Church Wardens or Church Manager.
 Equipment must be used in line with the manufacturer’s instructions.
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Working at height checklist
AVOID
Can you AVOID working at height in the first place? If NO, go to
PREVENT
Do as much work as possible from the ground.
Some practical examples include:
 using extendable tools from ground level to remove the need to
climb a ladder
 installing cables at ground level
 lowering a lighting mast to ground level
ground level assembly of edge protection



PREVENT
Can you PREVENT a fall from occurring? If NO, go to MINIMISE
You can do this by: using an existing place of work that is already
safe, e.g. a non-fragile roof with a permanent perimeter guard rail or,
if not using work equipment to prevent people from falling
Some practical examples of collective protection when using an
existing place of work:
 a concrete flat roof with existing edge protection, or guarded
mezzanine and floor, or plant or machinery with fixed guard rails
around it
 Some practical examples of collective protection using work
equipment to prevent a fall:
 mobile elevating work platforms (MEWPs) such as scissor lifts,
tower scaffolds, scaffolds
 An example of personal protection using work equipment to
prevent a fall:
 using a work restraint (travel restriction) system that prevents a
worker getting into a fall position
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PREVENT
Can you MINIMISE the distance and/or consequences of a fall?
If the risk of a person falling remains, you must take sufficient
measures to minimise the distance and/or consequences of a fall.
Practical examples of collective protection using work equipment to
minimise the distance and consequences of a fall:
 safety nets and soft landing systems, e.g. air bags, installed close
to the level of the work
 An example of personal protection used to minimise the distance
and consequences of a fall:
 industrial rope access, e.g. working on a building façade
 fall-arrest system using a high anchor point

Using ladders and stepladders
For tasks of low risk and short duration, ladders and stepladders can
be a sensible and practical option
If your risk assessment determines it is correct to use a ladder, you
should further MINIMISE the risk by making sure workers:
 use the right type of ladder for the job
 are competent (you can provide adequate training and /or
supervision to help)
 use the equipment provided safely and follow a safe system of
work
 are fully aware of the risks and measures to help control them
Follow HSE guidance on safe use of ladders and stepladders at
http://www.hse.gov.uk/work-at-height/index.htm

The information on this checklist is taken from the HSE website.
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10. Preparation of food
The safe preparation of food is covered in our kitchen handbook: "Keeping
the food we serve safe". This is available in the church kitchens and from the
Resources section of the church website at
http://www.st.tees.org.uk/Publisher/File.aspx?ID=156130

11. Manual handling – lifting, carrying and moving loads
1. Our policy is to eliminate the need for manual handling as far as is

reasonably practicable.
2. Where it is not possible to avoid the need to move loads, we will carry out

risk assessments and make use of lifting aids, including trolleys, lifts and
hoists as far as possible.
3. The necessary training will be given to all those employees and voluntary

workers who are required to undertake manual handling.
4. Only those persons who have received the appropriate training are

authorised to undertake manual handling tasks.
5. Staff and Churchwardens should monitor safe movement of church chairs.

Staff and Churchwardens will stop people and issue advice when they see
someone doing something unsafe.
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12. Display screen equipment
Our policy is to assess the risks to all habitual users of computer workstations
and church sound desk and to reduce those risks to the lowest level possible.
The following factors will be considered when carrying out risk assessments:
1. stability and legibility of the screen
2. contrast and brightness of the screen
3. tilt and swivel of the screen
4. suitability of keyboards, desks and chairs in the work station environment

Daily work routines should involve periods away from the screen. Where
necessary, risk assessments will be carried out by the responsible person.
We recommend consulting the booklet: Working with display screen
equipment (DSE) - A brief guide which is available from the HSE website:
http://www.hse.gov.uk/pubns/indg36.pdf

13. Hazardous buildings/glazing

1. Our policy is to ensure that our buildings are safe and without risks to the

health, safety and welfare of all who work in and use them. In order to
achieve this, the buildings are inspected every six months by the responsible
person
2. Any defects noted are immediately reported to the Church Manager, and

the procedures put in hand for repairs
3. Where necessary, temporary measures are taken to ensure that there is no

risk of accident or injury until permanent repairs can be carried out
4. A check is made of any asbestos in the building by a competent person

noting its location, type and condition. Where necessary, asbestos will be
removed by a licensed contractor. Information regarding any asbestos
remaining in the building is given to all contractors and anyone else who
may be affected
5. A check is made every 6 months by the Church Manager or a person

delegated by them of all glazing in the buildings to ensure that any glass in
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windows below waist height and in doors and beside doors below shoulder
height is of a safety material or is protected against breakage. Particular
attention needs to be paid to the ‘bannisters’ used to protect the windows in
the church upper lounge and on the balconies - the rails and posts must be
checked for security.

14. Lone working and personal safety

Quite a lot of tasks in the life of the church involve lone working, from setting
up a communion service, through cleaning the church building to pastoral visiting, and many others besides.

14.1 General Guidance

Some aspects of personal
safety are covered in our
Child and Vulnerable Adult
Safeguarding policies, which
should be consulted in conjunction with this policy. They
are available from:
http://www.st.tees.org.uk/Gro
ups/255112/Useful_Docume
nts.aspx

Many of the tasks we perform in our
duties are quite safe, but any risks are
multiplied by working alone. It is
therefore necessary to plan quite
carefully. High amongst your priorities
when assessing the risks must be, is lone
working necessary, how you would evacuate the area you're working in if an incident occurred (ensuring a safe level of
lighting on your escape route is vital, for
instance), and what you would do if rendered immobile by an accident. Having a working mobile phone, with a charged battery (and checking that it has
a strong signal where you're working) is a big help.
If working alone, always inform a responsible person that you are doing so,
what you are doing, and how long you expect to be. Inform them when you
have finished and left the area.
Some tasks, like working at heights, may be considered too hazardous to be
carried out alone.
Careful thought also needs to be given to the age, health and competence of
those working alone. A task such as setting the communion table before a
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service (which involves carrying chalices, pattens, bread, jugs of wine up and
down steps in and out of the vicar's vestry) might be low risk when carried out
by someone young and reasonably fit and well, but might be quite hazardous
when carried out by someone with mobility issues, or whose sight isn't very
good. Such a person might be able to carry out the task, but would probably
require closer, more regular, supervision.
If you ever feel threatened by another individual or situation you should call
999.

14.2 Lone working in the church building
If you are in the church building when nobody else is present you should ensure that the external doors are locked.
Check the safety and surrounding area of exits if young people and yourselves leave the church or centre premises in the evening.

14.3 Lone working in the church office
During 2021 the church office is based in temporary cabin. If you are alone in
the office outside of the normal office opening hours the door should be
locked and you should have a mobile phone with you.

14.4 Banking
Ensure money is in a bag or pocket and not obvious. If possible travel via
busy route that is covered by CCTV and vary the time and/or route you use,
so as not to establish a pattern that is obvious to onlookers. Don’t take unnecessary detours.

14.5 Pastoral Care/Visits
Note the guidance in CofE Safer Environment & Activities 3.2 (2019) Home
Visiting.
One to one contact with individuals in the context of pastoral care should be
properly planned, its risks considered and recorded effectively. It is essential
in pastoral care to acknowledge appropriate physical, sexual, emotional and
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psychological boundaries –
inappropriate touching or gestures
of affection must be avoided.

Day to day long term
pastoral relationships

Pastoral visits with dementia
and Alzheimer’s sufferers in
their own home
• It is important that family
members know that members of
the church are visiting their
relative and are happy for that to
occur.

It’s recognised that many of the
pastoral relationships in St Thomas
are with people who have been
• A separate diary recording when
known for many years within the
visits from church members have
context of the church fellowship.
occurred should be kept.
Continuing to visit such people on
a one to one basis is unlikely to
pose any risks. However should
there be any cause for concern,
particularly if the person’s mental
health deteriorates then appropriate safety measures should be put in place.

Some simple tips to be considered when establishing a new
pastoral relationship.
• Whenever possible make prior arrangements to meet rather than meet ‘on
demand’.
• Make the purpose of the meeting clear at the outset and the time available
for the discussion.
• Don’t take any unnecessary risks – if you feel uncomfortable at all, end the
meeting and report your concerns to the Church Safeguarding Officer /
Supervisor / Archdeacon.
• Respect personal space and try to avoid doing or saying anything that could
be misinterpreted.
• If meeting off-site, ensure someone knows where you are and what time
you expect to return; you should carry a mobile phone.
• If there is any known risk, complete a risk assessment to ensure you remain
safe and consider visits in pairs.
• Personal safety alarms can be obtained for use in risky places or activities.
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• It may be appropriate for lone workers to be asked to check in once they
have completed their task or have safely reached their home following it.
• After the pastoral encounter (face-to-face, emails, texts,
telephone calls), always make a record – this can be in a diary
or electronically – the following details should be included:
• When and where the meeting / discussion took place
• Purpose of the meeting / discussion
• The time you / the other person arrived and left
• Who else was present (if applicable)
• A brief, factual account of what was discussed / agreed
• Any potential or actual safeguarding concerns identified
• Any actions taken / to be taken and any decisions made,
including advice taken and who shared with
• Sign and date the record and store securely

Responding to safeguarding issues raised during a pastoral
encounter
A safeguarding issue is one where an individual, child or adult, may appear to
be at risk of abuse, or may present a risk to others. Such issues cannot be
kept confidential. They have to be raised with the Safeguarding Adviser and
may have to be reported to statutory authorities. If the person discloses or
discusses matters on which the visitor needs to take action, a fuller note must
be made of what it was and what action was taken. Taking action refers to
raising or referring the matter to anyone else for discussion and possible
action. If the matter is urgent, contact should be made with the police or
another statutory agency. Action can always be taken and information shared
if the person reasonably believes that this will help safeguard another person
or prevent a crime. Remember we have to: RECOGNISE – RESPOND –
RECORD – REPORT - REFER
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Planning lone working: considerations for risk assessment
• Is lone working necessary? Confidentiality can be assured with other people
within reach.
• If there are casual callers take precautions before opening the door, e.g. the
use of a door chain.
• Who will be involved? And who else should know about it?
• When and where will it take place? Avoid making arrangements which could
be misinterpreted.
• Is there a risk of violence? A good working definition of violence is: Any
behaviour which produces damaging or hurtful effects, physically or
mentally, on people.
• Are there any increased risks to the particular worker? Are there any known
medical or other factors which could make either party more vulnerable?
Some medical conditions can lead to disinhibition.

15. Risk assessments/activities
Risk assessments will be carried out on all areas of the church premises and
all activities that carry a significant risk at regular intervals by a competent
person in order to meet our obligations under The Management of Health and
Safety at Work Regulations 1999.
15.1 Risk assessments for voluntary one off jobs.
We require a risk assessment to be carried out for any one-off job or task not
already covered by risk assessments for regular groups and activities. The
risk assessment needs to be approved by the Church Manager or one of the
Churchwardens before any work is carried out. A standard risk assessment
for low risk maintenance work is included at Appendix D.
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16. Contractors
Anyone entering church premises for the purposes of carrying out work, other
than an employee or voluntary worker of the church, will be regarded as a
contractor.
All contractors, including the self-employed, must abide by the following:
1. have their own health and safety policy (where required by law) and be

able to provide a copy of the same
2. produce evidence that they have appropriate Public and Employers’

Liability Insurance in place. A record of this evidence will be maintained
3. comply with all the requirements of this health and safety policy and co-

operate with the church officials in providing a safe place of work and a safe
system of operation
4. where plant and machinery is brought onto the church premises by

contractors, they must be able to show where necessary that the equipment
has been inspected and tested to ensure its safe operation
5. contractors may only use sub-contractors or persons other than their own

direct employees with the express permission of the church officials.
However, responsibility will remain with the contractors
6. all contractors will be given detailed instructions regarding the areas where

they are permitted to work and the extent of the work they are authorised to
undertake. This ‘permit to work’ will also specify any safety precautions they
must undertake.
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17. Information and enforcement

Environmental Health Service
Information:

Employment Medical
Advisory Service
Information:

Environmental Health
Customer Service Centre

Health and Safety Executive

Town Hall

Redgrave Court

Dalton Square

Merton Road

Lancaster LA1 1PJ

Bootle

Email:
environmentalhealth@lancaster
.gov.uk

Merseyside
L20 7HS

Telephone: 01524 582935

http://www.hse.gov.uk/contact/contact.htm
Health and Safety Executive Information Line: 0845 345 0055
HSE Books: 01787 881165

18. Health and Safety law poster
A copy of the HSE poster ‘Health and Safety Law – what you should know’ is
displayed in the staff office (temporary).
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C: Appendices

Appendix A: Trained first aiders
Emma Dixon
Ian Edmunds-Parrington
Jeanette Main
Zenon Rush-Morgan
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Appendix B: Items of plant and machinery by location and
any rules and procedures for their use.
Church Centre

Plant Room
Kitchen
Cookers
Extraction Hood
Water boiler
Dishwasher

Changing Places Toilet
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Church
Servery
Water Boiler (Urn) – Care must be taken to avoid scalding. It must
not be overfilled or moved when full. When not in use ensure it is
switched off, emptied and cleaned.
Wall Mounted Water Heater – Care must be taken to avoid scalding. This must be switched off when not in use.

Gents Toilet Cupboard
Water Heater

Ladies Toilet Cupboard
Water Heater

Accessible Toilet
Infant changing unit.
Check hinges are secure before using.

Choir Vestry Cupboard
Chair Trolley - This should be inspected for defects before use. It
should not be loaded with excessively heavy or unbalanced loads as
these may cause injury to the user.

Vicar’s Vestry
3 Part Extension Ladder – See rules for ladders in section 9.
1 large and 1 small stepladder – See rules for ladders in section 9.

Upstairs Room
Organ Blower – This is boxed in and believed to have been disconnected.
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Appendix C: A standard risk assessment for maintenance
work
N.B: This risk assessment is intended to cover routine, low risk maintenance work
only.
Event/Area Assessed: General Maintenance Work

Assessed by: Katharine Shentall (Church Manager)

Date Assessed: May 2021

Review Date: April 2022

Hazard/Risk &
the people who
are at risk.

Existing controls in place
that will reduce
the likelihood
or severity of
an incident

Likelihood of
an incident
occurring.

Severity if an
incident does
occur.

Risk Rating =
Likelihood x
Severity.

1 - Low (seldom)

1 – Low (e.g. Minor
cuts or bruises)

1-2 = Low priority

2 – Medium
(frequently)
3 – High (certain
or near certain)

2 – Medium (e.g.
serious injury or
incapacitated for 3
days or more)

Additional controls
needed to reduce risk
to an acceptable level.

3-4 = medium
priority
6-9 = high priority

3 – High (e.g. fatality or a number of
persons seriously
injured)

Injury to self
from tools or
materials
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Maintenance
work on site
does not routinely require
especially dangerous tools. If
it does a separate risk assessment
should be
drawn up.

2

2

4

Only use tools and
materials you are
competent to use
and that are appropriate for the task. If
in doubt take advice
from an appropriate
source. Only well
maintained tools to
be used. All tools to
be used in an appropriate manner and
for their intended
purpose. Any manufacturer’s instructions are to be followed. If asbestos is
encountered then
the Church Manager
must be informed

before further work
is carried out. Good
manual handling
practice should be
followed.
Injury/death to Working from
self from falling. height rules are
in place and
can be found in
our health and
safety policy.
These must be
followed.

2

3

6

Injury/death to
self from electrocution.

2

3

6

The fixed electrical
installation should
not be altered or interfered with. This
must be left to a
qualified person. The
only exception is that
switches may be replaced by a competent person. Care
must be taken when
drilling in walls as
electrical cables may
be present. Switch
off the electrical supply if possible.

2

2

4

Work should be carried out during ‘quiet’ periods when
fewer people are in
the vicinity, unless an
emergency repair is
required. If necessary
barriers should be
erected to keep public out of the area. It
is especially important to safeguard
any drops. Rubbish
must be disposed of
promptly and safely.

Injury to the
public.
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Large scale and
more dangerous work is not
covered in the
scope of this
risk assessment. This is
contracted out
to qualified
contractors.

Appendix D: A standard risk assessment for using candles
Candles are often used as part of prayer or worship activities and we do not wish to
discourage this, but appropriate precautions must be used as without these they
can pose a significant safety risk to people and property. N.B: This is a general risk
assessment and it may be necessary to add to it depending on the circumstances of
your activity, but the controls laid out here must be adhered to.
Event/Area Assessed: Candle Use

Assessed by: Katharine Shentall (Church Manager)

Date Assessed: May 2021

Review Date: April 2022

Hazard/Risk &
the people who
are at risk.

Existing controls in place
that will reduce the
likelihood or
severity of
an incident

Likelihood of
an incident
occurring.

Severity if an
incident does
occur.

Risk Rating =
Likelihood x
Severity.

1 - Low (seldom)

1 – Low (e.g. Minor
cuts or bruises)

1-2 = Low priority

2 – Medium (frequently)
3 – High (certain
or near certain)

2 – Medium (e.g.
serious injury or incapacitated for 3 days or
more)

Additional controls
needed to reduce risk
to an acceptable level.

3-4 = medium
priority
6-9 = high priority

3 – High (e.g. fatality
or a number of persons seriously injured)

Risk of injury or
death to all and
damage or destruction of
property due to
the speed at
which fire can
spread if an
incident goes
un-noticed.
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2

3

6

Candles must never
be left unattended.
When they are being
used in a setting
where other leaders’
attention may be focused elsewhere, such
as prayer stations as
part of a service or
prayer meeting, a
named individual or
individuals must be
given responsibility
for ensuring the safety of the candles and
they must not be given other tasks that
will distract them
from this. The appointed person or

persons should have
access to an appropriate means of extinguishing a fire. All
candles must be extinguished after use
and never left unattended.
Risk of fire
starting due to
carelessness by
people using
candles.

3

3

6

When members of
the congregation or
general public are
using candles they
must be supervised.
This can be done subtly but someone must
be vigilant and on
hand to step in in order to prevent accidents.

Risk of fire
starting due to
inappropriate
placement of
candles.

3

3

9

Candles must be
placed on a stable,
fire/heat proof surface or candle holder.
N.B: The foil around
tea lights is not
fire/heat proof. It is
simply there to contain the wax. Tea
lights must not be
placed directly onto a
flammable surface
when lit. Flammable
materials must not be
placed close to the
naked flame of a candle where they could
catch fire due to the
heat or direct contact
with the flame.
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